
VPK CLOSURE INSTRUCTIONS 
 
If you close/do not follow the established VPK calendar, you are required to 
notify the Coalition IN WRITING by close of business on the closure day. 
 
State of Emergency Declared 
If there is a state of emergency declared by the state or local government, complete the Temporary 
Program Closure Documentation form.  Claim "C" on the day/days you were closed on your 
Enrollment/Attendance Certification (roster).  The paperwork is required to be submitted within 2 days 
of resuming the VPK Program.  You must attach a copy of the state of emergency.  You can claim up to 5 
days per VPK Program year for payment without making up the VPK hours, or you can schedule make-up 
days.  Please make your selection on the Temporary Program Closure paperwork and upload to the 
Coalition Document Exchange in the 2017-18 VPK Contract folder. 
 
NO State or Local Declaration of a State of Emergency 
If there is NO state or local declaration of a state of emergency, you must schedule a VPK make-up 
date.  Please mark "N" on the Enrollment/Attendance Certification (roster).  You must contact Michelle 
Shadoan to schedule the VPK make-up date. 
 
You will need to revise the OELVPK11B to indicate: 

• VPK make-up date scheduled for       DATE or DATES        from ________ to __________.   

• Upload the paper version of the form to the Coalition Document Exchange in the 2017-18 VPK 
Contract folder. 
 

Then, in the NEW OEL Provider Portal, you will need to edit the VPK application to show the closure day 
as NON-INSTRUCTIONAL and schedule the VPK make-up date.  You will select the make-up date, and 
mark it as a VPK Exception day.  Indicate the make-up hours until the calendar again says 540 
hours.  Click Update Calendar to save the changes. 
 
 

http://r20.rs6.net/tn.jsp?f=001-4Ft2Fg3_kXQNjXn7t-6l0fsyfS3VAO1wsja-mHvefvTUr07AyPicCwsQq2cLy83WcDjJMIkBYpD8rIdGSngMyVgiqJ80ELeJecfG9ZgPCyCCcVzDVFv7R7vEHMQfYs0X_fhkZoE_7VNQ5CyEQuSA0KtaHgboXY1N-rhLTOKfuLw8BqH7_pSI_w1sox3f_DS8DJzVqh_mwjfiSomD9KYKr6Bb5BDcrk0fUTc5CP1FYxpuEOjr0DIMFmMb27v4gOu&c=Z7HDL-pq3fgxafUvlnGNuqu8Vk_y2nLsG7_d2aX3FtwIasolDliCfQ==&ch=WLB3cYYq_Waz0PFRhHgGNx9FiagT1eu_5ADDWKYZ2LniOFoAnYyIHA==
http://r20.rs6.net/tn.jsp?f=001-4Ft2Fg3_kXQNjXn7t-6l0fsyfS3VAO1wsja-mHvefvTUr07AyPicCwsQq2cLy83WcDjJMIkBYpD8rIdGSngMyVgiqJ80ELeJecfG9ZgPCyCCcVzDVFv7R7vEHMQfYs0X_fhkZoE_7VNQ5CyEQuSA0KtaHgboXY1N-rhLTOKfuLw8BqH7_pSI_w1sox3f_DS8DJzVqh_mwjfiSomD9KYKr6Bb5BDcrk0fUTc5CP1FYxpuEOjr0DIMFmMb27v4gOu&c=Z7HDL-pq3fgxafUvlnGNuqu8Vk_y2nLsG7_d2aX3FtwIasolDliCfQ==&ch=WLB3cYYq_Waz0PFRhHgGNx9FiagT1eu_5ADDWKYZ2LniOFoAnYyIHA==
https://elcnwf.sharefile.com/Authentication/Login
mailto:michelle.shadoan@elcnwf.org
mailto:michelle.shadoan@elcnwf.org
https://providerservices.floridaearlylearning.com/Account/Login

