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ROSTER INSTRUCTIONS

1. Child’s Last Name/Child’s First Name Columns:

a. Add children who attended that month but names were not on the roster. Just fill in their last and first names and marked the attended column.  Do not fill in the other columns.  (Make sure their name matches the name their parents put down on enrollment form.)

2.  “Attend. in Current Month” Column:

a. Mark all children who attended that month, including drop-ins and children only there for one day.

3. “Enroll. “ Column: 

a. Send completed enrollment/income forms for all children you added to roster and any child marked “no” in the “Enroll.” Column.

4. “Child’s Drop Date” Column:

a. Write drop date for children who will no longer attend your child care program.  Do not drop children who will be off for the summer or off for only a month or two. 

