
	Staff Member Attendance Record
[image: ]Policy: The licensee or licensee designee shall maintain accurate records detailing daily arrival and departure times for each childcare staff member, childcare aide, and volunteer.
Procedure: All NMCAA education staff will sign in at the time of arrival, sign in and out for breaks, and sign out at the time of departure. Volunteers will sign in and out on the Classroom Sign In/Sign Out Log. Education staff will also clock in and out on UKG..
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References: R 400.8110(6)
Distribution: Original- Classroom File; Copy-Supervisor. 
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