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ATTENDANCE RECORDS CHECKLIST
The approved provider (nominated supervisor – Teacher) of an education and care service must ensure that a record of attendance is kept for that service that;

REGULATION 158
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	Records the full name of each child attending the service

	

	Records the date and time each child arrives and departs.

	

	The sign in book is signed by the person who delivers and collects the child from the education and care service; or

	

	The sign in book can be signed by the nominated supervisor or an educator.

	STORAGE OF RECORDS AND OTHER DOCUMENTS

The approved provider of an education and care service must ensure that records and documents set out in REGULATION 177 

	
	All documents are stored in a safe and secure place and for the relevant period set out in subregulation (2) - (Listed below)

	
	The children’s attendance record as set out in regulation 160 needs to be kept until the end of 3 years after the date on which the record was made.




