Excused Absence and Holiday Hours Tracking Log
October 1, 2007

	Month
	Total Excused Absence hours entered on the JPR screen
	Dates of Excused Absences
	State Holidays
	Total Holiday hours entered on the JPR screen

	October
	
	
	There are no State Holidays
	N/A


Certify that the following requirements are met if hours are entered for an Excused Absence(s) or a State Holiday.

( Excused Absence hours were entered for no more than two days during the month of October.

( If Excused Absence hours were entered on the JPR screen, verify the participant was scheduled to participate in the activity prior to being granted hours for missing the countable work activity.

( If Excused Absence hours were entered on the JPR screen, verify the participant was informed of his/her requirement to participate in the countable work activity before being granted hours for missing the countable work activity.
( If Holiday hours were entered on the JPR screen, verify the participant was scheduled to participate in the activity prior to being granted hours for missing the countable work activity.

( If Holiday hours were entered on the JPR screen, verify the participant was informed of his/her requirement to participate in the countable work activity before being granted hours for missing the countable work activity.
( If Holiday hours were entered on the JPR screen, verify the activity provider observed the holiday.  Retain verification of holiday observance in the case file.
____________________________

__________________________

Name of Staff Completing Form



Phone Number

__________________________________________
  ____________________

Signature of Staff Completing Form




   Date
Excused Absence and Holiday Hours Tracking Log

November 1, 2007

	Month
	Total Excused Absence hours entered on the JPR screen
	Dates of Excused Absences
	State Holidays
	Total Holiday hours entered on the JPR screen

	November
	
	
	There are no State Holidays
	N/A


Certify that the following requirements are met if hours are entered for an Excused Absence(s) or a State Holiday.

( Excused Absence hours were entered for no more than two days during the month of October.

( If Excused Absence hours were entered on the JPR screen, verify the participant was scheduled to participate in the activity prior to being granted hours for missing the countable work activity.

( If Excused Absence hours were entered on the JPR screen, verify the participant was informed of his/her requirement to participate in the countable work activity before being granted hours for missing the countable work activity.
( If Holiday hours were entered on the JPR screen, verify the participant was scheduled to participate in the activity prior to being granted hours for missing the countable work activity.

( If Holiday hours were entered on the JPR screen, verify the participant was informed of his/her requirement to participate in the countable work activity before being granted hours for missing the countable work activity.
( If Holiday hours were entered on the JPR screen, verify the activity provider observed the holiday.  Retain verification of holiday observance in the case file.
____________________________

__________________________

Name of Staff Completing Form



Phone Number

__________________________________________
  ____________________

Signature of Staff Completing Form




   Date
