CCSP PASS Correction Request Process

For child care providers requesting assistance with attendance records locked in PASS

Providers and families are responsible for recording Child Care Subsidy Program
(CCSP) attendance into the Child Care Program Attendance and Scheduling System
(PASS) completely, accurately, and on time.

Attendance may be recorded using any approved PASS method(s), including:

KinderSign on a tablet (providers may use a state-issued or personal tablet)
The KinderSmart mobile phone app

The KinderConnect web portal

An approved Child Care Management System (CCMS), if applicable

Visit https://vapass.info/ to learn more!

Families and providers have 30 calendar days from the date of service to enter or
update attendance.

After 30 days, attendance is locked and can no longer be added or edited by the
provider or sponsor.

If attendance could not be entered within the 30-day timeframe due to an
unexpected technical issue or other extenuating circumstance beyond the
provider’s control, the provider may request that VDOE review the circumstances
and determine whether an exception is appropriate.

Correction requests should only be submitted when attendance could not be
entered despite reasonable efforts to resolve the issue before the deadline.

The PASS Correction Request process is intended for rare and exceptional
situations and should not be used as a routine method for correcting attendance.

How to Submit a Request (for Child Care Subsidy Providers Only)

1.

2.

Complete the CCSP PASS Correction Request Form
Use this form to request VDOE review when attendance could not be entered in
PASS before the system locked.

VDOE Reviews Request
VDOE will review the request and notify the provider by email when a decision
has been made. Please allow up to 4 weeks for review and response.


https://vapass.info/
https://forms.cloud.microsoft/Pages/ResponsePage.aspx?id=qeUKYsFOoE-GQV2fOGxzCaop9KG4mj1EssfUENKonxhUMVAzOTFUWDg4NkpCNEdYMlNLWEpRMUNDSCQlQCN0PWcu

3. If Your Request is Approved:
VDOE will send you a PASS Correction Attendance Entry Form to capture the
attendance details needed for processing. Complete and return the form to
VDOE Provider Services to process the correction.

Need Help?

If you have questions about PASS or the correction request process, please contact
Provider Services at providerservices@doe.virginia.gov.

Before Submitting a Correction Request

If you are experiencing technical difficulties using PASS, contact KinderSystems
Support (1-888-211-6884) as soon as possible. Many technical issues can be resolved
before the 30-day attendance entry window closes.
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