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Part Two 

VPK Providers – Updating VPK Class Calendar(s) 

 
1. On the Provider Portal dashboard select Contracts > Manage Contracts or click the VPK Provider 

Application link under Common Tasks. 
 

 
 
 
2. Click the Edit button for the VPK-APP. 
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3. Click the VPK Calendars tab to open the calendar section.  

 

 

 

4. Click the Edit button to make changes to the calendar(s). 
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5. Click the arrow to scroll to the particular calendar month to make edits/changes.  

a. Note: The system defaults to the first calendar month of the class.  

 

 

6. Select the desired emergency closure day(s) by clicking on the day(s) within the calendar.  

a. Note: Multiple days may be selected by clicking and dragging days. 
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7. After selecting a day, a pop up window will appear. There are two event types available.   

a. Instructional Day Exception – use if provider does not plan to make up calendar days for the 

emergency closure (up to 5 days permitted). 

b. Non-Instructional Day – use if provider plans to deduct the calendar hours for the emergency 

closure days and revise its class calendar to restore days.     

 

Steps for using each of these event types are included below. State Rule 6M-8.204 Uniform Attendance Policy 
for Funding the VPK Program is included in Appendix A. 

 

Instructional Day Exception 

1. For closures that do not reduce hours, select Instructional Day Exception as the event type. 
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2. Once the Instructional Day Exception is selected, the provider will enter a description and time range for 

the particular day(s) they were closed. In the image below, the description example uses the verbiage 

“Closed due to Hurricane Dorian.” The provider will have to choose the same time range for the days as 

they listed on their calendars. Any hours chosen outside of their Start and End times will change their total 

calculated hours. Click Update.  

a. Note: If the provider has different instructional hours per day, a separate exception day event 

should be created for each day (i.e. Mondays are 3 hours and Tuesdays are 3.5 hours) so that the 

exact hours of the instructional day are entered for the exception day event.   

 

 

 

3. The information is displayed on the calendar. The total calculated class hours and total instructional days 

have not changed. Click Save.  

a. Note: These steps must be completed for each impacted calendar.  For example, some providers 

may have a morning VPK class using calendar A and an afternoon VPK class using calendar B. Since 

both calendars were impacted due to the closure, both calendars must be edited. 
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4. When all impacted calendars are updated, click on the Certify and Submit tab. Complete the signature 

information and click the Submit VPK Provider Application button.  

 

 




