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How to Fill Out the Timesheet 
 
It is important to follow these instructions and fill out your timesheets correctly to prevent returns and/or delays in 
processing.  
 

1. There are 2 timesheet periods each month. The 1st – 15th and the 16th – the end of the month. Be sure to use 
the appropriate timesheet and submit it in a timely manner.  
 

2. Write neatly and be sure to fill out each of the boxes in the upper section of the timesheet. If the timesheet is 
not legible it will be returned.  

 

                 
 

3. ONE CHILD per timesheet. Be sure to fill in the child’s name, date of birth, and age in the appropriate sections. 
 

4. Enter the month and year and the corresponding Day of the Week for each day of care on the timesheet.  
 

               
 
 

5. When entering the attendance times, enter the time that child came into care under the “Begin Time” and the 
time the child left care under the “End Time”. Be sure to circle AM or PM for each entry. 
 

a. If the child left and returned to care during the same day, use the second line for the second set of times. 
For example: The child was dropped off at 7:35 AM by his mother. He left on a bus at 10:30 AM for 
school. A bus brought him back from school at 1:42 PM and his father picked him up for the day at 5:26 
PM. You would enter the attendance as follows:     
 

                                                       

                              
 

b. If the child stayed OVERNIGHT (past 12 AM) be sure to enter the time after 12:00 AM onto the next day. 
For example: 
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c. If the child was Absent, enter the times the child was scheduled to attend and write ABSENT and note 

the reason why (ie. Sick, vacation, doctor appt., etc.). 
 

                              

                              
 

d. If the provider was Closed, enter the times the child is normally scheduled to attend and write CLOSED 
and note the reason for the closure (ie. Holiday, snow, no power, etc.). 
 

 

 
 

6. The Parent/Guardian must sign and date the Client/Recipient certification. 

               
 

7. The Provider must sign and date the Vendor Certification. 

                
 

8. Once your timesheet is completed and signed, please mail to: 
 
The Sullivan County Child Care Council Inc.  
PO Box 186, Ferndale, NY 12734 

 
OR Email scanned timesheets to:     timesheets@scchildcare.com   
 
Timesheets which are illegible or need corrections will be returned to you via email from 
errors@scchildcare.com. Please be sure to watch for returns to avoid additional delays in processing.  

 
 
 
**Timesheets must be received by the Childcare Council within 60 days of the last date of care listed on the timesheet 
being submitted. 
 
 
Timesheets are available for printing on our website: www.scchildcare.com.  
 
 
Please contact The Sullivan County Childcare Council at (845) 292-7166 with any questions.  
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