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NOTICE

Anyone considering the adoption of this pro-
gram or any similar activity should be aware
that these materials, including sample con- |
tracts and forms, are not intended to take the
place of retaining a lawyer for legal advice.
These materials are intended to aid a lawyer
in understanding and identifying liability con-
cerns and to help a lay person understand
the basic liability and organizational issues
involved. Cach states’ law may differ. Before
engaging in any new or novel undertaking
such as this one, it is strongly urged that
legal counsel be sought.
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A MESSAGE FROM THE DIRECTOR

The Fairfax County Office fur Children has been wurking to provide services for children and cheir
families fur 10 years. We have always soughe to develup services and programs cthat meet the
changing needs of our community.

In recent years we have seen a gruwing number of worhing mothers and latchkey kids in Fairfax,
matching the grow th acruss the country. We know that when children reach preadolescence they
are uften restless in traditional child care settings, and yet many of them are not ready for full inde-
pendence.

We were very pleased, therefure, to receive funding from the Department of Healtii and Human
Services tu develup a mudel fur 2 Family Day Care Chech-in Program, providing flexible care for
children ages 10-11. Two groups 1n Fairfax County, the Reston Children's Center and the
Putumac Arca Counul of Camp Fire, piluted the prugram for ayear, and cach continues to operate
the program tuday . Through vur combined experience we have worked vut the guidelines to im-
plement and operate a Check-in Program.

Many talented and commutted people contributed to the Chech-In Program’s success. Judy
McKnight and Roberea Newman developed the oniginal propusal, based un 1deas generated by
Office fur Chuldren staff. Judy McKnighe supervised all aspects of the project, fruom writing the
prupusal through designing and testing the model, to the development of dissemination mate-
rials. Besy Shelsby, the projece director, worked with the spunsuring agencies on 4 day tu day
basis, providing them with technical support and assistance.

Maude Katzenbach und Nancy Goudell of the Potomac Area Campfire Counal and Mudeline
Fricd and Dunna Kesler of the Reston Children’s Center provided the leadership which allowed a
need and a plan to become a reality - a child care service.

But my greatest apprectation s to the enthusiastic and energeuc family day care providers in Re-
stun and Springficld. Every day after school chey gave thar ame, comnmitment, and good judg-
ment and friendship to the young adolescents in their communities.

W¢ hupe that the information in these booklets will be usefui to groups concerned with improv-
ing the quality uf care for preadolescents chroughout the country, and we welcome any inquiries
about the program.

Judith Rosen
Director, Office for Children
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We call them  latchhey kids,™ the more than
seven million culdren in the United Seates left
vn then own befure and after school, and dur-
ing hohdays and vacatuons. They can be as
young as five or six, but more often they are
preadolescent 10- 14 year olds for whom tradi-
tional day care progtams are inappropriate.
Children this age often feel restricted at aday
care center, too old to be there. They tend to
“vote with their feet”—they refuse to go. In-
stead, many preadulescents spend their after-
nvuns alone 10 loched houses, 1n shopping
malls or un the street withuut much purpuse,
because their parents are unable to find aday
care alternative.

Must of these children's parents would hike to
see them greeted by a responsible adult tv ask
about their day, hear therr problems, and
share 1n their goud times. And many of the
children themselves would like an adult to
talk tu, while having the freedum tobe 1n their
own homes, take part 1n school activities, or
play with neighborhood friends.

In 1982, the Department of Health and
Human Services awarded a grant to the Farfax
County, Virginia, Office for Chuldren (OFC)
todesign and test a program vffering cunven-
ient, affordable, appropriate care to these
children and their parents. The result was the
Family Day Care Check-In Program, an after
school program of care for children ages 10-
14, designed to be sponsored and adminis-
tered by an already existing community group
such as a day care center, children’s club, or
service organization. This sponsoring agency
places children with trained family day care

oty | | | nesseum——"1 |
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providers who live in their neighborhoods,
and who supervise children 10 the providers'
homes at times designated by their parents.
Childrenare also able to plan with their par-
ents times when they can play with friends,
enjuy school and cummuaity activities, or be
alone in their own homes.

The Family Day Care Check-In Program pro-
vides preadolescents with flexible supervision
by caring, trained adults, and at the same time
gives them the opportunity to grow more in-
dependent and responsible by planning and
participating in activities on their own. Two
non-profit community service groups, the Re-
ston Children’s Center and the Potomac Area
Council of Camp Fire, successfully piloted the
program in Virginia. The OFC developed the
guidelines, policies, and procedures to begin
and operate the program. These guidelines are
described in two booklets which introduce the
prugram, explain how to implement and ad-
minister it, and suggest a teaining course for
providers.

We hope the guidelines described in these
buvklets will help uther groups committed to
improving care for preadulescents, and serve as
a model for Family Day Care Check-In Pro-
grams throughout the country.

The Fairfax County Office for Children
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FAMILY DAY CARE CHECK-IN PROGRAMS THAT WORK:

THE RESTON CHILDREN'S CENTER

The Reston Children's Center 15 a private,
non-profit, parent-owned cooperative
child care organization. Parents partici
pate for several hours a week in land-
scaping, maintenance, fund-raising, and
classroom enrichment projects. Fifly
teachers, assistants, and providers offer
center and homebased day care in part
and full-time programs for about 300
children aged 3 monthsto 14 years. Since
1965, the Center has served the planned
community of Reston, Virginia, with a
population of 40,000. lts goals are to
meet the developmental needs of chil-
dren and to provide support for their
families.

The “Senlor Satellite Program” now serves
Reston’s preadolescents as one of the
programs the Center offers. It is part of a

larger satellite program enrolling chil-
dren of working parents in family day
care homes starting at age 5. As children
become older, they can make a smooth
fransition into more flexible Check-in
care within the program. Reston’s Check-
In Program Coordinator is also the Assis-
tant Direc*or of the entire Center. She ar-
ranges field trips for all the satellite pro-
gram ch\\dren to places as varied as the
U.S. Navy Museum and a nearby bowling
alley. During the summer, the Center of-
fers preadolescents the opportunity to
work with pre-school children in a coun-
selors-in-training program. Because the
Center serves children of many ages, it
has the opportunity to coordinate pro-
grams to enrich the experience of allits
children.




The summer before he entered sineh grade,
cleven year old David moved trom Michigan
to Virgima. When school began, he and his
younger brocher spent mormngs and atter
noons 1n the home of ¢ tamuly day are pro-
vider. His brother enjoyed this, but David tele
he had no onc his ownage to play with, and b
Jdid not bike spanding all hus cime at the day
care home. After several weeks, he convineed
his mother to lee him stay alone 1o his own
home ateer schoul.

In Michigan, David had often cared for hum-
sclf and hus brother, but he had several friends
in the naghburhood, an aunt living thre
blucks away, and o grandmother nearby . In
Virgini, David hadonly a few fricads, and his
mother knew unly one neighbor. Achome, he
was lonely and apprehensive. David's mother
knew she needed an aleernative to buth full

time and latchkey care.

Ualike David, ewddve year old Alice had Tvdd
in Virgima for cdeven years. After her seventh
grade classes, she usually juined her fricnds at
a local shupping wenter, She went home vnly
when there was nothing else w do, didn't
finish her homework or chores, and was often
bored and uchappy. When she began missing
schoo! and turning in incomplete work, her
mother knew that something had to be done
Yet Alice felt she was too old for a traditional
day care program. Alice's mother needed an
alternative to both full-time and latchkey
care,

Both David and Alice’s mothers faced the
problem of a growing number of parents who

Aruitoxt provided by Eic:

IT’'S THREE O‘CLOCK IN THE AFTERNCON-
DO YOU KNOW WHERE YOUR KIDS ARE?

would like to have convement, appropriate,
affordable care tor therr preadolescent chil-
dren. These parents do oot feel completely
wmforeable  that their children are home
along, or “hangmg out” with friends. As
Alicd's mother said, "W all need someone to
turn to and depend on. used to ger real rest-
less trom 3.00 on. Alice would call, but Fele
stranded because Fwas so tar away.”

Maay ot these parents also realize that cheir
Juldren will noe be happy in a traditional day
are settng, requiring thum tostay in a center
or famuly day care hume tor all the after-school
hours. In addition, fur low and moderate in-
come parents, the cost of traditivnal before
and after-school care can be o financia! burden,

Both David and Ahce’s mother did find an al-
ternative, the Family Day Care Check-In
Program. Now these children stop by their
day care provider Mrs. Gordon's house every
day after schuol, where they join two other
children for 4 snack and « chac. They may stay
and do humework, crafts projects Mrs. Gor-
dun has planned, or just talk and play games.

Sometimes Mrs. Gordon takes them all swim-
ming, roller skating, or to a playground.
With written permission from their parents
they may go to heir own homes, attend ac-
uvietes like soccer practice or music lessons, or
play with other friends. Then they call Mrs.
Gordon to let her know where they are, and
she calls back to confirm this. They are free to
participate 1n the cutside activities they and
their parents agree on,
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FAMILY DAY CARE CHECK-IN PROGRAMS THAT WORL:
THE POTOMAC CAMP FIRE COUNCIL

Camgp Fire Council, founded in 1910, is a
non-profit organization involving half a

. milion children and adults in 35000

communities throughout the United
States. Its programs are as vaned as the
needs and energies of the communities
it serves. They include a Buddy Program
which pairs handicapped and nonhan-
dicapped childien for a year's activities,
aCareer Training Programfor teenagers,
and a “Zoo Crew’ employing young
teens as volunteers. Camp Fire's goals
are to help young people redlize theit
potential through informal educational
opportunities, and to improve the condi-
tions in society which affect them.

The Potomac Councii's KIDS Check-in
Program now serves preadolascents in
Springfield, Virginia. This Councildecided
to start the KIDS Program in response to
the problems of a growing number of

working mothers in their community who
were concerned about appropriate
supernvision for their children. Fourteen
providers now care for childran in the
KIDS Program. Camp Fire’s KIDS Coor-
dinator draws on the greater resources
of the Camp Fire Council to bring a vari-
ely of Camp Fite programs into the pro-
viders homes. She visits once a month
with materials for art projects and ideas
for gamas and activities, including &
cook book and a memory book of holi-
day experiences which each homeis re-
cording, She also arranges programs for
Check-in children at the Camp Fire
center, which have included Frenchand
Vietnamese cooking lessons and karate
demonstrations. Thus Camp Flre uses its
experience in planning exciting, instruc-
tive activities to enrlch its program for
Check-in children,
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With the Chedk-1n Program, cach child has aa
individual plan tu fit his uw o needs, interests,
and routines, Nine year old Jennifer spends all
her after school Fours at Mry. Gordon's house,
for example, while David might chedk 1infur a
snack, leave tw juin friends at ¢ neighborhood
plyground, then return tu finish homework
at Mrs. Gordun's house. Alice started out
spending all her time at Mrs, Gordon's Now
she wan go straig e to her own home twice 2
week, and call to let Mrs, Gordon kne™ sheis
there. Sometimes she stays at che provider’s
house because she wants tc. She likes the crafts
projects and the cther kids.

The Lady Down The Street

The Family Day Care Check-In Program gives
children like David and Alice the balance be-
tween independence and adult support and
supervision tha: many preadolescents need.
Although in some ways they are old enough to
take care of themselves, left on cheir own for
up to twenty hours a week, they can feel iso-
lated, lonely, bored, or even fearful. A 3:30
phone call to parents who might be ten or
twenty miles away is not enough. Tkey need
face to face aceess toresponsible adults who are
available to talk, to listen, to comfort, and to
advise.

ERIC

Aruitoxt provided by Eic:

Children on their uwn after school are, in fact,
uften attracted to 2 neighbor who is hume, the
“lady duwn the street.” Sometimes she is the
mother of a friend, sometimes a mother at
hume with pre-schuolers, sometimes just a
sympathetic person who dues no moze chan
greet culdren warmly and ask about their
wellbeing. A Chedk-In Program provider like
Mis. Gordon is the lady down. the street,
sumeune n the naghborhood who s there for
children whenever they need her.

Mrs. Gurden is more than a provider—sneis a
counselor, a confidante, a friend. "The chil-
dren feel comfortable with me,” she says.
“They talk freely about the things chat are
happening that are immediate—that would
get lost if che children had to wait until 6.00
or 7:00 when their parents get home,”

Mrs. Gordon, like all providers, is also trained
by the sponsoring agency in a 26 hour course
including preadolescent development, discip-
line, healeh care, nutrition, and planning re-
creational activities.

Pt
T A e oW
-t

o~
-
s

.




i

it Y

; il 1 A




Helping Kids To Grow

The Family Day Care Check-In’ Program costs
parents somewhat less than most traditional
day care programs. In addition, the Check-In
Program is flexible enough so that parents
who need to cut down expenses can contract
hours on a daily basis, not paying for days
when they decide their children will receive no
care.

In return for this cost, the Check-In Prograin
does more than fill children’s needs for com-
panionship, entertainment, and structure—it
helps them to grow, develop their talents and
abilities. It gets them out of a locked house,
and into a world of school and community ac-
tivities, hobbies, and play. It helps them to
develop competence and responsibility by
planning their own days and pursuing their
special interests. It encourages them to share
with their parents their feelings about what
they want and need, and lets them know that
they are able to assume more independence or
ask for more support as they require.

The Family Day Care Check-In Program pro-
vides just the right amount of guidance for
preadolescents who are almost—but not
quite—ready to go it alone for several hours a
day.

A Question Of Responsibility...

W hile the need for a flexible preadolescent day
care program is clear, in the past the question
of responsibility has been 2 major obstacle in
developing such a program. Who would be re-
sponsible, and legally accountable, for chil-
dren when they were not in centers or day care
homes, but travelling to and from activities or
on their own?

Q

The resolution of this issue lies in the clear de-
finition of the responsibilities of all program
participants. A special three-way contract be-
tween parents, providers, and the sponsoring
agency allows the Check-In Program to define
not only the responsibilities of the sponsoring
agency and the provider, but 2lso of the par-
ents.

Under the contract, providers are responsible
for children when they are in the provider's
home. Parents take the responsibility for their
children when they leave the previder home to
participate in approved activities. Parents de-
cide how much freedom their children will
have, schedule activities, arrange transporta-
tion if the program is unable to provide it, and
make sure their children are actending.

..And One Of Regulation

Moreover, agencies and providers have been
concerned with licensing and zoning require-
ments for care which doesn’t quite fit tradi-
tional categories. The unique features of a flex-
ible program, based on the special needs of
preadolescents, require new interpretations of
regulations which apply to day care programs.

In those communities tequiring licenses, pro-
viders can apply based on the care provided in
family day care homes. As with other duy care
programs parents can give permission for their
children to leave the day care home to partici-
pate in other activities. Zoning is based on the
maximum number of children who will be in
the provider’s home at any one time on a regu-
lar basis. In the pilot programs' experience,
providers tend to take not more than five chil-
dren, a number which does not require special
zoning permits in Fairfax County, Virginia.

13




The Sponsoring Agency Makes it
Work

The community agency which sponsors a
Family Day Care Check-In Program is in an
excellent position to take on the overall re-
sponsibility for preadolescents when they are
in care. A Check-In Program works well when
it is part ofa larger organization with financial
and administrative resources to begin and sup-
port the program. It then becomes one of the
many programs the agency offers because it
works with children and recognizes and cares
about their special needs. It might be part of
an existing family day care program which in-
cludes younger children, and helps them to
make che transition from traditional care to in-
dependence. It might be developed along with
recreation programs which preadolescents can
check out to.

The sponsoring agency is responsible for all as-
pects of operating the Check-In Program, in-
cluding hiring and training administrative
staff and providers, publicity, enrolling chil-
dren, and continuing evaluation and supervi-
sion. This effort requires a commitment of
both time and money. Each pilot program re-
ceived start-up funds; now they operate with
parent fees and additional agency support as
one of the many services the group offers to the
community.

The sponsoring agency in face plays a very spe-
cial role in making the Family Day Care
Check-In Program work. Groups like che YM
& YWCA, the Camp Fire Council, Scouts,
churches, ur long established day care centers
already have hiaks with the communtey which
needs such services. They are recugnized and
trusted, with the ability fur vutreach and pub-
licity effores. They are often familiar with the

8

requirements of agencies concerned with chil-
dren's protection, as well as the process of ob-
taining licenses and zoning permits. They
have an existing administrative structure, and
experience in hiring and training people to
work in various child-related fields.

Most important, the sponsoring agency un-
derstands the special needs of children, and
the importance of programs which meet these
needs at every age.

Accepting The Challenge

We may never go back to a time when most
mothers stay at home, ready to greet their
children when they come through the door
after school. Two thirds of all women with
school-age children work or are looking for
work. A Congressional Budget Office report
expects 75% of these mothers will work by
1990. More and more children will be on their
own after school unless they can find flexible
and appropriate care.

The Family Day Care Check-In Program offers
the supervision many of these children need as
they grow from childhood to adolescence. De-
tails on how to implement and administer all
aspects of the program are available inasecond
booklet. It can be obtained by contacting:

The Fairfax County Office for Children
11212 Waples Mill Road

Fairfax, Virginia 22030

Many commumty groups and organizations
already work with and for young pevple every
day. When these groups spunsor programs
like the Family Day Care Chedk-In Program,
they are aceepting the challenge of providing
appruprute wore for latchhey children until
they are old ¢nough to be safely and happily un
cheir own.

14
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NOTICE

Anyone considering the adoption of this pro-
gram or any similar activity should be aware
that these materials, including sample con-
tracts and forms, are not intended to take the
place of retaining a lawyer for legal advice.
These materials are intended to aid a lawyer
in understanding and identifying liability con-
cerns and to help a lay person understand
the basic liability and organizational issues
involved. Each states’ law may differ. Before
engaging in any new or novel undertaking
such as this one, it is strongly urged that

E l{fc 1 7 legal counsel be sought.
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A MESSAGE FROM THE DIRECTOR

The Farrfax County Office for Children has been working to provide services for children and their families for
10 years. W'c have always sought to develop seryices and programs that meet the changing needs of our com-
munity.

In recent years we have seen a growing number of working mothers and lacchkey kids in Fairfax, matching the
gronth across the country. We know that when children reach preadolescence they are often restless in tradi-
tional child care settings, and yet many of them are not ready for full independence.

We were very pleased, therefore, to recenve funding frum the Department of Health and Human Services to de-
velup a model for a Famuly Day Care Chedk-in Prugram, providing flexible care for children ages 10-14. Two
groups in Faurfax County, the Reston Children's Center and the Potomac Area Council of Camp Fire, piloted
the program for a ycar, and cach continues to vperate the program today. Through our combined experience we
have worked out the guidelines to implement and operate a Check-in Program.

Muany talented and commueted pevple wontributed tu the Check-In Program’s success. Judy McKnight and
Roberta Newman developed the onginal propusal, based on ideas generated by Office for Children staff. Judy
MKnight supervised all aspects of the project, frum wrting the proposal through designing and testing the
muddl, tu the development of dissemination materials. Betsy Shelsby, the project director, worked with the
spunsuring agenuies on a day to day basis, providing them with technical support and assistance.

Maude Katzenbach and Nancy Goudell of the Potumac Area Campfire Council and Madeline Fried and Donna
Kesler of the Reston Children’s Center provided the leadership which allowed a need and a plan to become a
reality - a child care service.

But my greatest appreciation 1s tu the enthusiastic and energetic family day care providers in Reston and
Springfield. Every day after school they gave their time, commitment, good judgment and friendship to the

young adolescents in their communities.

We hupe that the information 1n these booklets will be useful to groups concerned with improving the quality
of ware fur preadolescents throughout the country, and we welcome any inquinies about the program.

Judith Rosen
Director, Office for Children
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INTRCDUCTION

The Family Day Care Check-in Program is designed
to offer working parents convenient, affurdable after
school care for their preadolescentchildren, ages 10-
14. It provides these children with flexible supervi-
sion by caring, trained adults, and at the same time
gives them the opportunity to grow into responsi-
ble, independent teens by planning and participat-
ing in activities on their own. The Check-in Pro-
gram helps preadolescents to make the transition
from traditional child care programs for which they
feel too old, to fully independent self care.

The Check-in Program 1s sponsored and adminus-
tered by an already existing community group such
as a child care center, children’s lub, or service or-
ganization like the YM & YWCA, Camp Fire, or
Scouts. This sponsoring agency recruuts, hires, and
trains the program’s famuly day «are providers, In
their own homes, providers care for and supervise
children, planning projects fur them and offering
friendship, support, and counsel.

The providers and the sponsoring agency have an on-
guing relationship. The agency collects fees frum pa-
rents and pays providers, supervises and evaluates
their care, and helps them to plan programs fur the
children and their famuties. Tugether theageney and
providers keep administrative records for each child
and build an ongoing relationship with tamilies in
the program.

The sponsoring agency also interviews families in-
terested in the program and matches children with
providers in their neighborhoods. Providers then
supervise children in the provider's home at times
designated by their parents. Children arealsoable co
plan wich their parents and providers times when
they can play with friends, enjoy school and com-
munity activities, or be alone in their own homes.

The Fairfax County, Virginia, Office for Children
developed the model for a Family Day Care Check-in
Program discussed in detail in this booklet. Two
community service organizations in Virginia, the
Reston Children’s Center and the Potomac Area
Council of Camp Fire, piloted the program, and
cach continues to operate one today,

The experience of these three groups is the basis for
the informacion on how to implement and operace ¢
Family Day Care Check-in Program described in

this booklet. It begins with a description of how the
program actually works, induding the respon-
sibilities of all participants defined in a contract be-
tween the sponsorning agency, parents, and provid-
ers. This booklet also includes guidelines for.

e staffing the program with an administrator and
providers

* resolving licensing, zoning, and liability issues

* publicizing the program

* training the providers

* keeping the program going

The sponsoring agency is responsible for all these as-
pects of the program. Starting and running a Check-
in Program requires a full commitment of time and
money. An agency should take on this commitment
after it has considered the needs of its community,
and how the Check-in Program fits in with both its
uther programs and its goals for community service.
It should also become familiar with day care ad-
ministration and the other child care resources in its
community.

When these questions have been answered, the
spunsoring agency is ready to use this bouklet as a
guide which it can adape to fit the spedific require-
ments of ity organization and the community it
serves,
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HOW THE CHECK-IN PROGRAM WORKS

Meer the Greens. Mr. and Mrs. Green and cheir ele-
ven year old son Michael. Mr, Green is a salesman
who travels frequently, and Mrs. Green works in an
accounting firm 25 miles from their home. Michacel
has been 1n an after school program at his elementary
school for five years and feels he s ready for achange,
but none of them likes the idea of his being alone
after schuol. Michacl knows he will have to stay
luched 1nside his house, and won't be able to play
with his friends, ride his bike, or stop by the
neighborhood playground. Mrs. Green worries that
he will be lonely and watch too much television.

Then the Greens attend @ PTA meeting where a
speaker from a local chuld care center tatks about the
growing commumty concern about the problems
and needs of unsupervised preadolescents, and a new
program they are starting for children 10- 14 years
old. It's called the Family Day Care Chech-in Pro-
gram, and 1t sounds hke 1t's juse whae the Greens are
looking for. The next day Mrs, Green calls the child
care ceneer to find out more about e,

The Greens are invited to an interview wich che
Check-in Program Coordinacor, Mrs. Me ~hall, At
the interview, they begin by tatking about che kind
of person Michacl ts, and whac he hkes to do. Mrs.
Marshall explains that together Michael and his pa-
rents will decide how much independence and re-
sponsibihiey he 1s ready for, and plan hus days wichin
the guidehines of che program.

Then Mrs, Marshall explains how che program
works, After school Michael will check-in with a
tanuly day care provider, a person in cthe naighbor-
hood whom the center has recruited and trained o
otter atter school care and supervision. At his pro-
vider's home, Michael wall have o snack and get a
chance to talk about his day, Then he can play in the
provider’s home, oatside i che yard, or 1o the
neghborhood — as far anay as he and hus parenes de
ade he s altowed to go. He can play wich ucher Jul-
dren who wome o the provider’s hume, do
homew urk, or partiapate 10 the crates projeces and
games the provider has planned, 1fhs parenes allow
he wan play at the homes ot other duldeen in the
ncighborhood. Again, if the Greens agree, Michacl

can sty after school for an actvaey, or chek-out of

the provider's home to attend 2 community activiey

he enyoys. And he can spend time in his own home
for as long and as often as his parents give him per-
mission,

The Greens learn that they will have to plan a weekly
activities schedule and give Michad wricten permis-
swn for the times he leaves the provider’s home.
Ther will alsu sign a contrace which makes clear the
responsibilities of providers, parents, and children.

In the contract the provider agrees to be ac home
during hours when children are in care, to keep ac-
tivities schedules for each child, to follow accepted
procedures for emergencies, and tolet children leave
at the end of the day only with auchorized persons.
Parents agree to be responsible for their children
when they are not in the provider’s home. They de-
fine the degree of freedom they give their child, and
they schedule all outside activicies, arrange trans-
portation if the program is not able to provide i,
and make sure their children are attending ac-
tivities. They arcalso responsible for letting provid-
ers know when chey are going to be late, and they
must come immediacely if children areitt or can’c be
locaced.

Although children do not sign che contrace, they
agree to follow the guidelines estabhished by their
parenes. They call providers when they spend time
in their homes, and let chem know whenever they
leave home. It their parenes don't come home on
aume, they return to the provider’s uncil cheir pa-
rents arfive to pick chem up.

Mrs. Marshaltl gives the Greens a written copy of the
Check-1n Program’s policies on che times care ts pro-
vided, fees and bithings, illness and medical records,
and how parents can meet and calk wach her and the
provider. She amswers any questions chey have,

Mrs. Marshall chen deades thae Mrs. Cook would be
a goad provder for Michacl, M. Cook hives five
blocks away from che Greens' home, has a ten year
uld son, and already wares fur eleven year old twin
girls and a buy who 1s twelve, Mrs. Marshall ar-
ranges to visic Mes, Cook'shome with the Greens, so
they wan talk with her, see what her home is hike,
mect the uther childeen, andobserve anafternoon in
action.
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HOW THE CHECK-IN PROGRAM WORKS

* Parents call the sponsoring agency to learn
about the program.

+ Program Coordinatorinterviews children and
parents, explairing the contract and pro-
gram policies Parents receive a written copy
of the conhact and «all polcies and
guidelines.

+ Parents, children, and the Coordinator visit
the proposed providers home to meet her
and see the home environment.

+ If parents, children, and provider all agree
they want the child to be in this providers
home, a contract session is scheduled.

* The Coordinator, the provider, parents and
children decide howmuch freedom children
will have and what activities they will partici-
pate in away from the providers home. All
parties sign the contract and care begins.

ONCE THE PROGRAM BEGINS
CHILDREN:

* Check-in with the provider after school fora
snack.

+ Play in the provider’s home or yard. do craft
projects. homework talk o other children, etc.

* Check out of provider’s home as their parents
agree to play with friends in the neighbor-
hood, attend school or community activities,
spend time in their own homes, etc.

+ Call providers at designated times from their
own homes; providers call back a few min-
utes later to make sure they are there.
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When th. Greens arrive at Mrs, Cook's, the boys are
tossing & fuutball in the front yard. Inside, one twin
is doing homework at the kitchen table, nearshelves
stacked with games and art supplics. The ocher is
talkiog to Mrs. Cook about the kind of haircut she
should get,

The Greens talk with Mrs. Cook about the
ncighborhoud, about the acoivities she plans for
children, and abuut how lung she has been a pro-
vider. Mrs. Cook ashs Michael abuut his friends,
what he likes to do 10 schoul, and what he hikes to
cat, One uof the boys cumes 1n to say he's guing to
walk his dug, and he will be back 1n half an hour.
Mrs. Couk’s sun invites Michad to juin him ac fuot-
ball, and they play outside for awhile.

The visit to the provider’s home gives the Greensan
wdea of the way Michael will spend his afternuuns
there, and they all like Mrs. Cook, who scems warm
and caring. The next day they call Mrs. Marshall to
let her know they want Mrs. Cook as Michael's pro-
vider. Mrs. Cook has also told Mrs. Marshall that
she would like Michael to join her group. If echer
the Greens or Mrs. Cook had not felt comfortable
with the arrangement, Mrs. Marshall would bave
suggested anuther provider fur Mochacl,

Once everyune has agreed on the provider, the
Greens mect again wich Mrs. Marshall and Mrs.
Couk o plan Michael’s weekly schedule. Alchough
Michae! dues not sign the ontract, and needs wnt-
ten permisston frum s parents for all vutside ac-
tsitics, he's an active participant in the discussion,
letting the adults know what he wants todo and how
much independence he feels he can handle. To-
gether, they decide he will walk to Mrs. Cook's
house every day after school, except on Tuesdays,
when he'll arrive after band pracuice. Michael says
he'd like to ride his bicycle sometimes, and the
Greensagree he can goas far as a major highway, and
theyll alsu allow him to join his friends at a neacby
playground. On Woednesdays and Fridays he'll
spend the hour before his mother arrives in his own
home, and she'll call Mrs. Cook as soon as she getsin
to let her know she's with Michael,

The Greens can reevaluate the amount of freedom
Michael has at any time, and they can give or with-
draw permission for different activities, In the
spring they'll change Michael's schedule to include
baseball practice after school, and they will give him
permission to leave for swimming ar a community
pool when the weacher is warm ¢nough.

Finally, Mr. and Mrs. Green, Mrs, Cook, and Mrs.
Marshall on behalf of the child care center all sign

the cuntrace enrolling Michael and acknowledging
their various responsibilicies. The Check-in Pro-
gram for Michael is ready to begin.

The Contract

The child care contrac e serves as the Family Day Care
Check-in Program’s agreement between parents,
pruviders, and the spunsoring agency. It is central to
all aspects of the Check-in Program, since it defines
the rules and responsibilities of parents and provid-
ers. It is the basis of resolving licensing and liability
issues, a key component of interviews with parents
and providers, and a guide to the standards by which
the program must be continually evaluated

The contract makes clear that parents are responsible
for their children when they are not in the provider’s
home. Parents define the limits of freedom,
schedule all outside activities, arrange transporta-
tion if the program is not able to provide it, and
theck to seeif their children are attending scheduled
activities.

In addition to the contract, parents should receive a
written copy of program policies detailing proce-
dures for billing and fees, times of care and holidays,
illness and medical records, and formal meetings or
wnversations between the parents and providers or
the spunsoring agency. Parents must also sign an
cpmiergeney medical authorization, and an authoriza-
tivn fur people who may pick up their children at the
provider's home.
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CHILD CARE CONTRACT

I understand that chis contract for child care services through the Family Day Care Check-in Program is con-

ditioned on the compliance of me and my child with the policies and guidelines of the program. My signature

on this document indicates the following:

* I am enrolling my child in the Family Day Care Check-in Program.

* ] agree to provide the Program, in writing, all-of the necessary information and authorization for activities [
approve for my child.

* I agree to inform the Program and the provider of any special needs my cliild may develop.

* I have read and agree to comply with Program policies and procedures, and I'understand the responsibilities
for parents and providers listed below.

Parent Responsibilities

1. Through written petmission, parents are responsible for defining the degree of freedoh they choose:to give
their children. This includes after school activities, community activities, and time spent-at-home,
2. Parents take responsibility for their children and-their behaviors. when:they-aré not.with their providers.
3. Whenever children take part in after school or community-activities, parents are responsible for.the follow-
mng: [
. Scheduling activities
. Arranging transportation to and from actjvitiés if the progtam is riot able to
. Furmshmg providers with. updatcd schédules-of after-school and community.activicies. This infor-
mation must be supplied.in writifig or by phone and mustinclude arrival and dcparture times, trans-
portation arrangements, and days when activities are. schcdulcd
d. Noufymg actxvnty supervisors and provxdcrs when ¢hildren ate not-going to. attend schcdulcd after-
school activities.
e. Checking with activity supervisors to assure that children are attcndmg activities as schcdulcd
4. Parents and children agree that whenever children dre spcndmg timé in their own.homes, the procedures

n o

below are followed:
a. Children zall providers at designated times.
b. Children call providers whenever they leave their homes. .
c. Whenever children are home at the end of the day, and parents have not arrivéd by designated times,
children go to family day care homes.

- When they are going to be late, parents are responsible for calling providers.

. As soon us they arrive home, parents are responsible.for calling providers.

. When children are ill or when childret cannot be located, parents are responsible for coming immediately.

~ O\

Provider Responsibilities

b

. Providers are present in their homes during those hours when family day care check-in children are under
their care and supervision.
2. Providers maintain daily schedules of approved activities and routines for each child in care.
. After children have arrived home and called providers, providers make and record times of corroborative
calls.
4. When there are emergency situations, providers do the following:
a. Make immediate calls to the 911 emergency number or other appropriate emergency numbers.
b. Call system administrative staff who, when necessary, go to the site of emergency.
c. Call parents.
. Providers call parents whenever children are unable to remain in a group care situation.

. When children fail to arrive at provider homes, and when they fail to make check-in calls or answ-t cor-
roborar? & calls, the procedures below are followed:
¢ Providers call childrens' homes and homes of known-friends.
b. Providers call childtens' schools and, whenever , assible, community activity sites.
¢. Pioviders notify parents and the system Coordmator, and parents come immediately to.continue ef-
forts to locate their children.,

A

o\ W
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7. Providers release children only to persons authorized by parents on child care agreements.

By my signature below, I further agree that the provider and the Family Day Care Check-In Program ate re-
leased from all claims or habilities for damages or injuries caused to or by my child. I agree to indemnify and
hold harmless the Family Day Care Check-in Program and provider from any costs, or claims arising out of the
provider’s care of my child. I am also indicating my understanding that my failure to comply with the Check-in
policies and guidelines will result in termination of this agreement.

The Family Day Care Check-in Program agrees to provide child care for . Care will

beginon andend on
Month/Date/Year Month/Date/Year

under che terms and conditions stated in this agreement. I agree to pay the sum of §

according to the following payment schedule:

Orther terms or conditions

Signatures:

Parent Date Parent Date

System Representative Date Provider Date




«

EMERGENCY MEDICAL AUTHORIZATION

]
It is understood that this agreement covers only those situations which are true emergencies and only when I
cannot be reached, Otherwise I expect to be notified immediately. I authorize
to obtain immediate medical care and I consent to the hospitalization of, the
performance of necessary diagnostic tests upon, the use of surgery on, and/or the administration of drugs to my
child : if an emergency occurs when I cannot be located im-
mediately. I understand that I am responsible for payment of medical expenses.

Medical treatment costs are covered by:
Blue Cross - Blue Shield Policy No.

Medicaid Coverage No.

QOcher Medical Insurance . - L ‘

WName of Insurance Co. - . . B

Policy Na.

Child’s Physician/Cinic e e

Address i
Y "( K ' o ‘

Persons who are authorized.to pick up my child:. - . ' N h
1. Name _. - Relatiosship- ’ _' S " e

Address , . N ___ Phone - SRRRRREE
2.  Name . Relationship -

Address : . _ Phoni¢ ”
3. Name : . R_claﬁbs{ship ' e L

Address N . Pione :

Q
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STARTING A CHECK-IN PROGRAM:
THE PEOPLE WHO MAKE IT WORK

The Family Day Care Check-In Program 1s «
partnership between administrative staff based at
the spunsuring agendy’s uffice, and family day care
providers based in their humes. The sponsoring
agenty chouses ¢ Program Courdinator to run the
program, the pruviders care for children day t day.
They bouth share responsibitities for planning pro-
grams and activities, keeping records, and building
an vngoing relationstup with parents, and they alsu
sharc an understanding of the needs and problems of
children, and 2 commitment to their care.

The Coordinator

The Coordinator plans, organizes, and supervises all
aspects of the Check-In Program. She may alteady
work for the sponsoring agency; she may be hired to
do this job. A coordinator might be a former
teacher, an administrator of another day care pro-
gram, a long-time program leader with Scoutsor the
Y. She has a background of working with children,
and she likes them. She may have some expenence
with management and organization, planning pro-
grams, putting out a newsletter, and drawing to-
gether resources for families. She should feel com-
fortable supervising and evaluating the providers.

The Coordinator spends some time at the sponsoring
agency's officesand some time on the road, She s the
one to interview and hire providers and other ad-
munistrative staff if 1t is needed, and ro interview
families and refer children to providers’ homes. She
plans program policies, the budget, and training
programs for providers. She refers children and
families to healch and social secvices, and putsout a
newsletter for parents and providers.

She alsu visits cach provider's hume every month tu
see huw the program is guing, to talk to the Children
abuut what they are duing and to the provider about
her wourk and plans. She mightarrive with o Box full
of sequins, glitter, and feathers to decorate Hallo-
weenmashs, she might bring an idea tura game. She
will publicize the program by visiting schoul prina-
pals, sending updated brochures to community
groups amd professionals who work with children,
and speaking about preadoleseents to « PTA.

9

In some cases the Coordinator will be responsible for
vther programs of the spunsuring agenty. She mighe
run the Check-In Program in conjunction with a
farmly day care program for younger children, or or-
ganize recreational or educational programs that
Chedk-1n children, as well as other children, can at-
tend. The Virginia pilot program Coordinators or-
gamzed acuviaes which included French and Viet-
namese cooking classes, harate demonstrations, and
field trips tu museums and cuncerts fot their Check-
in children.

The Coordinator is also there to talk to parents and
providers. This can be as formal as a scheduled con-
ference with parents to discuss a child’s learning
problems, or as informal as a telephone call from a
provider at the end of a difficult day. The Coor-
dinator provides support for all the participants in
the program.

As the program expands, the Coordinator may need
to hire an assistant or other administrative staff to
help with recordkeeping, training, or supervising
providers. In the experience of Virginia programs, a
Coordinator can not supervise more than 25 family
day care homes without requiring additional staff.

The Family Day Care Provider

The provider is the mainstay of the Check-in Pro-
gram. She is much more than a babysitter—she isa
professional giving care in a safe, stimulating, our-
turing environment and helping children to grow in
responsibility and independence. She isdependable,
patient, and resourceful in handling emergencies,
able to speak candidly to parents without intruding,
able to listen toand understand children. Sheenjoys
being with children, and that is usually at the heart
of why she wants to be a provider.

One of the biggest misconeeptions about chuld care
15 that a provider 1s a person who can’t do anything
else. In fact, a provider most likely has had a career,
She mughe be a teacher, business persun, an artist—
most uften she is « woman who has deuded she
wants tu be home with her uwn children, and would
like ajub which alluws her to work at hume. Sume-
umes her children afe young, sumeumes they are
alsu preadulescents, and the Chedh-in chaldren be-
come friends or companions for them.
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INTERVIEW QUESTIONS TO ASK
PROVIDER APPLICANTS

* As a provider, you will be caring for other chil-
dren in your home. Have you considered the
effect on your own children?

* How does your spouse feel about your be-
coming a provider?

* What do you think is the most important as-
pect of the providers relationship with
preadolescents?

* How much freedom do you fee!l is appro-
priate for preadolescents?

* What kind of discipline do you think is appro-
priate for preadolescents?

* What snack would you prepare for five family
day care children, and where in your home
would you serve them?

10

HYPOTHETICAL SITUATIONS TO
ASK PROVIDER APPLICANTS

* You are caring for three children, ages 10-12,
Where could the children go on their bikes?
What instructions would you give them?

» Atenyearold boy is skipping soccer practice
to go to the electronic game arcade. How
would you handle this situation?

+ Athiteenyear old inyourcare has just begun
her first menstrual period, is crying, and says
she is frightened. How would you handle this
situation?

* Atenyear old complains of abdominal pain,
nauseq, and is hot fo the touch. What would
you do?

* A twelve year old fell down the steps, is limp-
ing, and has a swollen foot. What would you
do?

* A fourteen ye « old calls and says there is a
grease firein the kilchenand the house isbe-
ginning to fill with smoke. What would you
do?

* You find a thiteen year old smoking in the
garage. What would youdo?
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The provider's main responsibility is to care for chil-
dren She serves them asnack when they arriveat her
home, and listens tu problems and shares their
happy experiences She might ask une Child abuut
his upcoming muath test, hear about a movie or a
bicycle that broke. On some days she will invite
children to do a crafts project or learn a new game.
They might carve pumpkins before Halloween,
make Christmas or Valentine’s Day cards. In one
Virginia program, each provider and her children
are compiling a cook book of recipes they try, and o
memory book of anewdotes about the holidays.
Sometimes a provider takes everyone swimming ot
skating, or to one of the other programs offered by
the sponsoring agency.

Children are not always with their provider. Fow-
ever, even when they are out with friends, involved
in 2 community activity, or in their own homes,
their provider is available and accessible. When
children call in from their own homes, the provider
calls them back to make sure that they are there. If
there is an emergency, she responds, follows pro-
gram procedures, and notifies parents.

The provider also helps and counsels parents. She
might reassure parents who are uncomfortable abou
giving their children freedom to do things on their
own, and discuss with them the appropriate amount
of independence and responsibility for each child.
She answers avariety of questions about counseling,
employment, emergency services and other things
that families need to know. She lets parents know
about the activities in the family day care home and
how children spend their time, and she establishes
telephone hours on specific nights at specific times
so that parents know when she is available to talk.

In addition, a provider keeps records for all children,
including their contracts, medical forms, atten-
dance, and activity schedules, and she arranges for
substitute care when necessary.

Selecting a provider should be an orderly procedure
which keeps in mind these varied responsibilities
and the warmth and energy required to do the job.
An applicant should be interviewed by the Coor-
dinator in the office, and visited in her home se that
the Coordinator can see both the physical environ-
ment and, if possible, how the applicant acts with
children. In Virginia anapplicant isasked to sign re-
leases allowing a program to obtain a Child Protec-
tive Service clearance through the State Child Pro-
tective Service register.

1

Interviews should explore huw the applicant feels
about children and how she v ould act 1n different
situations. The Cvordinator might ask, for example,
huw much freedom the applicant feels 1s appropriate
for preadolescents, ur what she would du if she disco-
vered that a ten year old in her care was skipping soc-
LCr Practice t go to a game arcade.

The Coordinator is looking for a person who is
warm, daring, energetic, and sensible, and a home
which is cheerful, well organized, and safe. As one
Virginia coordinator put it, she picks 2 provider
when she can answer yes to this question. Would I
want my own child to be with this person 1n this
home every day?
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HOME EVALUATION

Name
Evaluated by

PHYSICAL ENVIRONMENT o
1, Istheré a part of yourhome that would beoff limifs fo family day care chiidren?

1o
N . .

. At there weapons Inthe house? _— YesNo

Where are they stored?

Where is the ammunition storedi? . . L e *
3. Doyou, or does anyone Inthe home,smoke? .. YesiNo,
4, Doyou have pels?

Proofofimmunization. __ Yes/No

Providers must mest all family day care system standards listed bélow: The rafings ™ through 5 lndkx:fe mefoilowlng.
1. Provider/home does not meet stdndard. Substantial improvement !s needed ’

2 Provlderlhome does not meet standard. Improvements .r'\eeded or‘e‘ lndiccted: a q
3. Providerhome meets standard but could use work In thls area. . R S

4. Providerhome meetsstandard, |

5. Providerfhome Is éxceptionally strong In this areo. )

To be accepted as a family day care check-In provider; a provider and her home raust redeive ratings of 3" or highern

each areq.

'

INTERACTION WITH CHILDREN 1 2 3

[E-S
on

1. Ustensto children and asks QUBSHONS «i.uviiciiiisiniiminieniesees e ee s

2. Makes direct eye contact when speaking with children ... e innanen, .
3. Speaksto children In a quietvolce vivviinciieniinnn reesestesesstinenivaniee e e eeet e
4. When disciplining children speaks in a clear, firm manner. Doas not yellor thieaten .......
5. Balances Interaction withleaving children alone .......... TR et
6. Responds toindividual needs of each child .......oivivnnrennne s e TR
7. Alows freedom appropriate for preadolescent ChllAIen ...vivvii i,
8. Meefschildren’s need before own .....uvvviiaiineneas e G eaes
9. Shows evidence of organizational abllity .....ccvuveunn by B b beerane

10. Isprepared for BMEIGENCIES .. vttt i e e e e e




t 23
. Isrelaxed....... seerre SN e st s s e sarsnaes
12.  Has positive affect: no evidence of anger/depression ... e
13.  Dresses appropriately for work with children ....uuwueinee TR o oo
PHYSICAL ENVIRONMENT .
1. Housels structurally sound ..c..ooveenivnniinenienn et e e e s frerenns
2. Smoke defectofs are present and properly PIaced ... arer s IR
3. Electicaloutlets are not over-loadertand are in good repair ......... SOOI
4. House hasadequate heating/cooling ......cu. e, e, pevennrens
5. Openwindows are screened .. T
6. House has adequate Ighting.....oeeiiiiiieiee S PP
7. Kitchen appliances areworking ...vvvivusse e
8. Kitchen has fire eXHNGUISRBT vuuiiie i sesmes o soenssessimiesismnian s
9. House has public WAHBT wevvrnnnsssessesmssn s s e e e
10.  Bathroomand kitchen have hot and cold rinningwater vuweria. T SR
#.  Bathroomhas WOrKING LB «..vveuivrerimnsiunnevnmeennisnniinienen. ............. o
12, Bathroom hassoap, fowels & ollet PAPET uuuiieneir i e
13.  Dangerous materlals are stored out of children's reach ....uveene N
14.  Spaceis clean and frie from dangerous obstructions ........ e e
15.  Indoorand outdoor playareas areadequateln size
and free from safely hOZArds ... e s e
16. Garbage s stored properly indoors and ouldoors ... vusesercisiisenien e
RESOURCES & MATERIALS '
1 Hasspace for Chldren'S PIVACY «uviviueeiiinesssenuessesnsnsenemnenssinenens snessssssssssssanssses
2. Hasspace for childrens belongings .« ieneniieinisinesiesimsnsssssens
3. Hasadequate space forfood seMCe ..
4.  Hasspace forisolation of sick children e eeeees e e e et e
5. Has oppropriate gomeslequipment for preadolescent Children v ..o iviinnsinin
COMMENTS:
DISPOSITION: .
FIRE EVACUATION PLAN: ]
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SPACE INSPECTION

Date

Provider tvaluator

Instructions: Place a check nextto any itemthat s belowstondord Give one.copy to the provider with written commentson
any deficlency.
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'\Mmenoprovlderdoesnothavepubllcwoferorsewogelnocco:donoewhhhesmteMlnmumstondordsforucensedsys

A b ra

\: 4~A x;».

\ & :“«‘;‘,Q"?ﬁ’ i e ‘

1 X AT o oyl Mot

B v e el
N N A R

sy .;

2 i L 2 I
z..._su.is.__~fa<._-.:..;«&‘» an

u)‘ f
O
7*7" *"iﬂ' i

7 Sy v vV
. ’%ﬁﬂﬁo‘@“{.&u-uyqﬂw-ﬂ

DO

An ums,nfr'w... ¥
T

¥ .
,v:%:g:ﬁ;ytﬁxﬁﬂ» ;
i s &k 5&";‘ .
T AR A
PR R
:.33 ) " e
ru 3‘ 1 Yz;i‘;f

*...",.m.,:_...éa..

st v s

T ty
;‘a‘ SnRRY
‘: "3“‘",;‘ e Ty

‘( n, f;ilg‘i]-ﬂ;}) 3X

ST f A
i‘gu.lhlunanbn-h

P
.,u ) it

,-.-n.annu.-\-uh8..-utu--q((uuu,-\uu-u-u.hh-,nu--
: , \ . . rY.\" ‘V 4’.‘\)

water...u-........................-... T E LY T P YT STR TN .uu-n:uu..uu--_uuuu.uu\un.uunn-

Touet Y T T Y Ty Oy Y T T Y T T YT Y R XY TR Y Y YN

SOQp,fOWGlS &io“éi pOpér-......-...--..... L L Y T P R P Y A N Y}

YARD/PLAY AREA

SPACE i vinernnreniannrnsssntat st ssssnsssnssass saasn

ODSITUCHIONS v veerrrennranserunnetsresnissssnissretessannressessoessessnnasssessnsssssnssrnssssssnssressaon

HOZATAS 1 1vvrereenenreersnnrenssssssssnsssssensaenssssstasssssssssssssnanesss sesnssnsasnssssnsnnssensnenssnns

RECOMMENDATIONS:

FOLLOW-UP INSPECTION DATE:
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THE BUSINESS OF CHILD CARE:

MEETING REQUIREMENTS, ASSIGNING RESPONSIBILITIES

Whether they take in one or dozens of childeen,
whether thwy are based ina center or family home,
the agency and its providers are running a business.
They are subject to cudes and regulations of govern-
ment bodies, and hable to lawsaits in case of acct-
dent or injury.

Sinee regulations and legal requirements vary from
state to state, and community to commuaity, cach
sponsoring agency planning a Family Day Care
Check-in Program must become familiar with rhe
specific requirements under which it will operate.
There are, however, general areas of importance tor
every group to consuder, and guidehnes to help any
program best protect itseli under the taw.

Many of the state laws applicable to famuly day care
are nut well developed or speaific, and many of the
local regulations and requerements were written
with pre-school children in mind. The sponsoring
agency planning a Check-in Program needs to
cdanfy for cach regulatory group the unique features
of the program, as well as the special needs of
preadolescents, which may not be covered by exist-
ing regulations. In addition, the sponsuning agency
needs to clearly define program policies and respon-
sibihities of all partiupants to minimize the nsk of
liability.

Licensing

Family day care programs are typially heensed,
where Licensing 1s required, t provide direce care
and supervision in family day care homes. In the
Check-in Program, however, children will some-
times be on their own, away frum the provider's
home.

15

The Vicginta Department of Souial Services, Licens-
ing Division, resolved the question of licensing for
the Famuly Day Care Chedk-in pilot programs by
ruling that licenses are eatended for direct care and
supervision provided in family day care homes. As
with other day care programs, parents can give per-
mission for their children to leave the day care home
to partuapate 1n other activities. Parents take re-
sponsibility for their children at these times.

Zoning

Local governments often place zoning restrictions on
the number of children who can be in a provider
home. In Fairfax County, Virginia, for example, up
to five children are allowed in a family day care home
atone time. If a provider wants to care for more than
five children at one time, she must get a special per-
mit.

Although no providers in the pilot programs chose
to take more than five children, some providers may
need to accept more to make their involvement in
the program economically feasible. Applying for a
special zoning permit, however, is a cumbersome
and time-consuming process. Fairfax County re-
solved the zoning question by ruling that up to nine
children might be enrolled with each provider, but
no more than five children could be in the provider’s
home at any one time on a regular basis. Since some
children will be at the provider’s house while others
are at soccer practice,or playing with other friends,
this requirement can be met, and the program can
operate without a special zoning permit.

Even when a special permit is not required, provid-
ers may still need to request and receive approval
from the local zoning auchority. In some cases this
may be done by the sponsoring agency, but often
each provider must obtain individual approval.

Liability

Although there are only a small number of litigaced
wases coneerning provider habihity, legal research
shuws there is a trend t impose responsibility for a
“reasonable standard of care” on anyone who super-
vises children. The definition of “reasonable stan-
dard of care,” however, is upen to interpretation. In
general, it includes the rules and standards set by the
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RESOLVING LEGAL &
REGULATORY ISSUES

1. Apply for licenses based on care provided
in the family day care home.

2. Apply for zoning permit based on the
maximum number of childrenwho willbein
the providers house at any one time.

3. Use a contract between the sponsoring
agency, providers, and parentsto define all
participants' rights and responsibilities.

4. Continually supervise program 1o ensure
that all rules are being followed, and docu-
ment any failures and corrective action.

5. Carry liability insurance.

sponsoring agency, the codes and regulations for
safety and operation set by state and local agencies,
and the standards assumed by the community.

The Check-In Care Program’s standard of care
is embodied in the child care contract, which clearly
and specifically defines the rights and respon-
sibilities of the sponsoring agency, providers, and
parents.

The contract should make clear not only what the
Check-in Program is providing, but what it is not
providing, thus explicitly shifting certain respon-
sibilities to parents. By signing the contract, pa-
rents agree that they understand the program is not
accountable for these aspects. In particular, parents
are responsible for the degree of freedom they choose
to give their children, for supplying the provider
with all pertinent information, and for their chil-
dren's arrangements when they are aee an the pro-
vider's home.

The contract will also help the Check-1n Progam
enforce its rules and policies, since parents have
acknowledged they agree to them. The contract
should include the general and specific rules of cthe
program, wcluding hours of vperativn and pay -
ment, and the method of resolving problems when
one participant fails to meet his responsibilities.

The contract can be su speafic that e medudes wnd
vdual provistons fur cach Juld, including direc-
tions vn admunistering mediane, alternate persons
who may pick up the child, and any exceptions to
the rules goveruing the program. While many of the

-
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provistons 1n the contract may be tmphicitly under-
stood, an explicit statement will help the Check-in
Program more exactly define itsstandard of reasona-
ble care and responsibility.

If an accident or injury does occur, liability will
more likely depend on the provider's failute to do
what a situzation required, cither through common
sense, or because the program’s rules and regulations
were not followed. The provider and sponsoring
agency might also be liable if they did not
adequately prepare fur obvious situations with ap-
propriate rules or supervision.

In addition to the contract therefore, the Check-in
Program can protect itself by insuring that the pro-
gram always operates as it was designed, following
all rules and regulations. When situations arise for
which there are not rules, new rules must be formu-
lated. The sponsoring agency should document its
continuing efforts to supervise and evaluate the
program, as well as all program failures and the ac-
tions taken to correct them.

Finally, the Family Day Care Check-in Program
should carry liebility insurance for all program staff,
principals of the sponsoring agency and providers,
and for all vehicles used by the program. One Vir-
ginia pilot program carried day care liability insur-
ance which cast about $100 per year per provider.
The other program carried a rider on its regular lia-
bility insurance which covers its family day care pro-
viders, at about the same cost.

REACHING PARENTS AND
PROVIDERS

» Distribute brochures, fliers, announcements,
posters to everyone on the sponsoring
agency’s mailing lIst and to schools and
PTAs, pre-schools and day care centers,
churches,youth clubs,pediatricians'and den-
tists' offices, real estate companies, and
area merchants.

+ Sendpress releases and/for public service an
nouncements to newspapers, radio and TV
stations. Place paid ads in newspapers.

+ Hold “family information meetings on the
problems and needs of preadolescents and
how the program serves them. Offer speak-
ers on these subjecis to other community
groups.
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RECRUITING PARENTS AND PROVIDERS

Once the sponsuring ageney has decided o imple-
ment a Family Day Care Check-in Program, the
community needs to know about ic. Informacion
about the program should reach parents who might
usc it, potential providers, and any person or group
who works with preadolescents.

The sponsoring agency can begin its publicity ef-
furts by using the contacts it already has in che com-
munity with parenes, ocher service groups and pro-
fessionals, and the media. Informal, personal, one-
to-one contacts with people who know about and
trust the group are an excellent way to start.

The sponsoring agency can use a neework which al-
ready exists. The Courdinacor mighe visit che poindi-
pals of elementary and intermediace schools to let
them knuw abuut the program, and also wlk wich
the school secretaries and leave them brochures or
fact sheets. She can call on ministers and the direc-
tors of other programs or clubs for children, and call
or write to a reporter who has covered other pro-
grams of the sponsoring agency before. She mighe
telephone people who have worked for the sponsor-
ing agency as volunteers or 1n paid pusitiuns, tu sec if
they would like to be providers.

Communicating the
Message

In addition to using personal contacts, the sponsor-
ing agency can distribute written information in
many forms throughout the community. Before be-
ginning the overall publicity campaign, and each
time it plans a specific publicity project, the spon-
soring agency should consider five points:

* The purpose of the publicity
=To recruit providers?
-To explain the program to parents?
-To inform the community about the needs and
problems of unsupervised preadolescents?

* The audience for the publicity
-Parents? -
-Community leaders?
-Potential providers?
-Professionals?

-Schools?
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* Why this audience needs the program
-To care tor their children 1n a conveniene, ap-
propriate way?
-Tu tmpruve uppurtumaes for preadolescents?
-To have an interesting job at home?

* Information that clarifies or supports the be-
nefits of using the program
-Favorable comparison with alternatives?
-Quotes from educators?
-Discussion of advantages of the contract?

* The image the program should present
-Businesslike, emphasizing the experience and or-
ganization of the sponsoring agency?

-Houmey, emphasizing the warmch of the provider
and the neighborhood settings?

-Convenient, emphastzing the flexibihiey and prox-
imity to home and school?

Saying It Straight

All written publicity should be lear and direct in
language, simple in format, and printed in dark ink
on lighc paper. Text should state the key points and
benefits of the program quickly and concisely. Post-
ers or radio and television announcements should
concentrate on one idea and essential program infor-
mation, with directions on how to find out more
about the program.

Mailed materials, or materials given to groups to
distribute, should include a cover letter explaining
why the informacion is of interest to the particular
individual or group.

All written materials to recruit both parents and
providers can draw from the same basic text covering
the highlights of the program. Following are exam-
ples of a text which could serve as a press release,
flier, newsletter item, or the basis of a brochure, and
a cover letter to accompany brochures, posters, and
announcements.

o
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SAMPLE

Press Release, Flier, Announcement
It’s 3:00 p.m. Do you know how your kids are?

More and more working parents must ash themselves this question when the school bell dismisses their chil-
dren. An estimated seven mullion “latchhey kids™ are on their own before and after school and during holidays
and vacations. Children aged 10-11 feel too old fur traditional day cate, yet often their parents are unable to
find un alternative. Instead, many preadolescents spend their afternoons alune intocked houses, or hanging vut
in shopping malls or on the street without much purpose.

Now there is an alternaave. The Family Day Care Check-in Program, The (sponsoring agency) 1s offering this
program to seeve the needs of these children and their parents for convenient, affordable, appropriate care.

The Check-in Program provides flexible supervision by caring, trained adults, while giving children the op-
purtunity tu increase responsibility by planning and participating in activities on their own. After school, chil-
dren check-1n with a neighborhood family day care provider, who offers them a snack and a chance to talk about
their day. With parents’ permission, they arealso free to spend time in their own homes, play with friends, and
participate in school and community activities. Individual schedules are set by children, parents, and providers
together, and the program considers the special needs and interests of each child. For more information on the
program contact: (Name, address, phone number.)
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SAMPLE

Cover letHter

Begin with an opening appropriate to the group, e.g.:

For doctors and dentists: “Like many professionals you are probably dealing with working parents who
need....”

For schools and youth clubs: “Your school/club setves the children of working parents who need....”
For adult clubs: "Your club probably includes working parents who need...."

Follow with this basic text:

....working parents who need convenient, affordable, after school care for their preadolescent children.,
Please make the enclosed brochures (or fliers or announcements) available to the families you serve. Thesé
brochures (or fliers or announcements)-describe the Family. Day Care Check-in Program and the impor:
tance of after school guidance and supervision for preadolescent children.

For more information on the Family Day Care Check~in Program, or to obtain additional brochures-(ot
fliers or announcements), please call or write.
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PROVIDER TRAINING:

DEVELOPING SKILLS AND SHARING EXPERIENCES

Famuly day care providors who work at home need
oppurtunitics to develop shills and to builld suppuort
groups. The traning course outlined in chis chapeer
will help providers strengthen skills to meet the spe-
ual needs of preadolescents and to build relation-
ships with working parents. Training also brings
providers together to share common day care experi-
ences and pool resources.

The Process of Training

During che course, the instructor encourages pro-
viders to participate actively, explore their
thoughts, share ideas, and bring their own marcerials
to classes. The learning environmeat is informal and
receptive. The process helps providers consider their
feelings abeut child care as a jub, about themselves
and their seif worth, and about their own hitdhood
experiences, which may affect the way they care for
and supervise children.

The instructor uses a variety of training methods,
including:

* Large group discussions

* Small group discussions and exercises

* Written materials

* Films and guest lecturers

* Modelling

* Problem solving

The instructor participates enthusiastically in any
exercises and discussions. She should use thesugges-
tions in this chapter as a starting point, bringing her
own ideas, pertinent information,and experiences to
enrich the teaching of each topic.

Topics for Training
Session 1. Program Orientation

Providers need an opportunity to talk about their
jobs, both what they think the work involves and
why they are doing it. They should also understand
their special role and responsibilities within che
Check-in Program, as well as 2l che policies and
procedures that guide them in their work and in
their relationship with the sponsoring agency. This
session helps providers become familiar with che de-
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tals of the contract and other agendy programs so
they wan provide Chedh-in Program families wich
any tormation they might aeed.

Potnts for discussion might indude.

¢ Personnel policies

* Puarent and provider responsibihties detailed in
the contract

* Planning and following children’s mdividual
weekly schedules

* Administrative responsibilitics, including re-
cordkeeping and arranging for substicute care

Sessiop 2. The Business of Family Day Care

Providers are involved in a business which requires
organization and accurate recordkeeping, and they
are subject to laws, regulations, and standards. They
need to be knowledgable about all aspects of their
business and legal responsibilities before they can
begin to care for children.

Points for discussion might include:

* Federal and state tax policies and procedures for
those who do business in their homes

¢ Insurance options

* Liability issues, with an emphasis on maintaining
standards

» Applicable licensing ard zoning requirements

RESOURCES

Business Ideas for Family Day Care Providers: Basic
Guide to Record Keeping and Taxes

Toys 'n Things Press

906 N. Dole Street

St. Paul, Minnesota 55103

Fariily Day Care As A Business - Family Day Care
Exchange

Publications Distribution

Printing and Publications Bldg.

Iowa State University

Ames, Iowa 50011

Family Day Care Resonrce Packet

The Children’s Foundation

815 Fifteenth Street, N.W.

Suite 928

Washington, D.C. 20005
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TRAINING METHODS: MODELLING

Modelling is a technique which tries to create
for providers in the classroom what the pro-
gram wants them to create for childrenin their
homes. The instructor and classroom serves as
a model for the following:

+ Arelaxed learning environment
+ Good planning and organization
+ Active listening

* Acceptance of everyone’s feelings and
ideas.

TRAINING METHODS:
PROBLEM SOLVING

Providers are encouraged to work with others
through mutual problem solving, rather than
reacting with anger, frustration, or hopeless-
ness. They are encouraged to use the follow-
ing steps for problem solving whether they are
involved in class exercises, day care related
problems with parents, or discipline situations
with children.

+ |dentify the problem

+ Brainstorm possible solutions, accepting all
ideas no matter how impractical they seem

+ Agree on a solution
+ Put the solution into action

+ EvGiluate the solution several hours/days later,
and if it isn't working, repeat the process
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Session 3. Preadolescent Growteh and
Development

Preadolescents are in a transition period between
childhood and adulthood. Providers who under-
stand rhe social, emorional, intellectual, and physi-
cal development of preadolescents can be more sensi-
tive to the concerns of the children in cheir care. Ic
will be casier for them to build satisfying relation-
ships with children if they can see the reasons behind
behavior and moods. This session also gives provid-
ers the opportunity to think about their own adoles-
cence so that they canapply cheir feelings and obser-
vations to the situations they will encounter with
children in the Check-in Program.

Points for discussion might include:

* Social development - peer influence, societal pres-
sures, the need for varied activities

* Emotional development - self definition and the
need for acceprance

* Intellectual deve'opment - increased imagination,
flexibility, precision of thought

* Physical development - hormonal changes, growth
spurts, menstruation, male puberty

* Supervision - how do parents, providers, and
preadolescents decide the level and degree of adule
supervision required

Sessinn 4. Discipline

Both adules and children bring their own feelings
and past experiences to a discipline situation. Pro-
viders need to understand how their own childhood
and adolescent experiences influence their atcicudes
in discipline situations and what ctheir own expecta-
tions for behavior are. Thinking about the lifferent
values and experiences will help providers respond
effectively to each discipline situation.

Points for discusston might include:

* Impact of adult behavior on discipline situations

* Role of child’s experiences and values in discipline
situations

*Ways to avoid discipline problems, including
showing respect and trust for children, positive ap-
proach, avoiding physical and verbalabuse, allow-
ing children ro express feelings, setting limits, and
understanding the individual child

* Ways to cope with conflice, including avoiding
power struggles and making Jear why the adule
wants something done
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RESOURCES:

Parent Effectiveness Training

P.E.T. by Thomas Gordon

New Amecrican Library

Nature of the Child

by Jerome Kagan

Basic Books

Taming the Tornady in Your Clawroom and at Home by
Alan Lifson Educativna! Consultant Group Publica-
tions

729 West 16th Street, Suite B-3

Costa Mera, California 92627

Please Don’t Sit on the Kids

by Claire Cherry

Session 5. Health Care

Although most preadolescents are in good health,
there are certain health problems common to their
age. Providers who are aware of the general physical
and mental health of the children 1n their care canbe
sensitive to early signs of poor health, illness, sub-
stance abuse, or depression. They can also help chil-
dren adjust to the physical changes in their bodies
and offer encouragement and approval to build chil-
dren’s self esteem.

Points for discussion might include:

* Assessing children’s general health - energy level,
hygiene, sight and hearing, intellectual capacity

* Common problems - acne, awkwardness

* Mental healch - self esteem and self concept

* Adolescent health problems - substance abuse, eac-
ing disorders

*Suicide, including procedures for reporting con-
cerns to parents and the sponsoring agency

Session 6. First Aid

No matter how safe a home is children will some-
times have accidents or unexpected health prob-
lems. Providers nced to learn basic first aid proce-
dures so that they can handle medical emergencies.
If they know beforchand what to do, they can re-
spond quickly to sicuations involving shock, bleed-
ing, poisomng, broken bones, burns, and animal
bites. They should also be familiar with res-
cue procedures and water safety. Local chapters of
the American Red Cross will provide courses on
basic first aid for providers. Providers should receive
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Red Cross certification either through this training
program, local Red Cross chapters, or other certified
institutions.

Points for discussion might include:

* First aid procedures for common emergencies
* Practice in bandaging, splints, rescue, CPR
* Medical supplies to keep on hand

RESOURCES

Sick Child Care for Parents and Child Care
Providers

Bananas Child Care Information and Referral

6501 Telegraph

Oakland, California 9460

Standards for Child Heall: .are,

Third Edition

American Academy of Pediatrics, Evanston, Ilinois

Session 7. Fire Safety

Fires in the hume are usually the result of unsafe
habits ur cquipment, induding faulty fireplaces,
heating and electrical systems, wwoking accidents,
and smoking. Providers need to be aware of fire
hazards 1n their humes and the measures they can
take for fire prevention.

Points for discussion might include.
* Smoking, couking, heating and wiring safety
* Housekeeping to avoid fires

* Storing flammable liquids
* Smoke detectors
* Formulating fire evacuation plans for each home.

RESOURCES

Health and Safety - Family Day Care Exchange
Publications Distribution

Printing and Publications Building

Iowa State University

Ames, Jowa 50011

Session 8. Nutrition

Preadolescents need good eating habits for health
and growth. Providers who understand the basic
food groups and the balanced diet children require
can help the children in their care develop healthy
eating habits. They can plan their snacks as good
models for children, encourage them to avoid junk
food, and involve them in cooking as an enjoyable
activity.

Points for discussion might include:

* The four basic food groups

* Shopping for and planning healthy snacks

* Fostering good eating habits, including showing
confidence in children’s judgment about what they
want to eat.

RESOURCES

Meals and Snacks Family Day Care Exchange
Publications Distribution

Printing and Publications Building

Towa State University

Ames, Jowa 50011

Session 9. Child Neglect, Abuse
and Protection

Situations involving suspected child neglect or
abuse require cummuon sense and sensitivity. Provid-
urs need w be famudiar with pussible signs of neglect
ur abuse and with the Check-in Program’s proce-
dures for Wdentifying and reporting suspected cases.
Repurting is a way of reaching out to help families
and not a device for meddling or unwarranted inter-
vention. The office of the local Department of Social
Services is usually responsible for receiving reports
uf child abuse and neglect. Contact the supervisur of
the Child Protective Services unit to learn more
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about your state’s requirements and responsibilities
of providers. Child Protective Services workers are
available to discuss these issues with local groups.

Points for discussion might include:

* What is child abuse, physical and emotional?

* What is sexual abuse and molestation?

* What is child neglect, including issues of after
school supervision?

* Signs of abuse and neglect

* Provider responsibilities for repurting abuse and
neglect

* Procedures for reporting suspected cases of child
abuse and neglect

RESOURCES

National Committee for the Prevention of Child
Abuse

332 South Michigan Avenue, Room 1250
Chicago, Illinois 60604-4357

National Child Abuse Coalition
1125 15th Street, N. W .

Suite 300

Washington, D.C. 20005

National Center for Child Abuse and Neglect
P.O. Box 1182
Woashington, D.C. 20013

Session 10. Activities for Preadolescents

Diverse activities offer preadolescents opportunities
for exploration and self-definition. Providers can
help children use their imaginations and creativity
and enjoy relationships with ucher children by plan-
ning a variety of projects and activities children can
do alone and in groups. They can also help children
grow in independence and explore the world by ar-
ranging field trips and letting them know about
community activities they can do themselves, in-
cluding sports, arts lessons, and volunteer work.

Points for discussion might include:

* Organizing the home for activities - games and
equipment, attractive play areas, arts and crafts
materials, storage

* Activities to do at home

* Field trips

* Community activities

* Which activities require adult supervision and
why

* Importance of peer relationships in planning ac-
tivities.

25

RESOURCES:

Amazing Days - A Kids Diary of 365 Amazing Days,
by Randy Harelson, Workmans Publishing Co.
Snips and Snails and Walnut Whales, by Phyllis
Fiarotta, Workmans Publishing Co.

Good Times - Every Kid's Book of Things to Do, by
Marilyn Burns, Bantam Books

I Can Make a Rainbow, by Marjorie Frank, Incentive
Publications

Puddles and W ings and Grapevine Swings, by Imogene
Foret and Marjorie Frank, Incentive Publications
The Wild Inside, by Linda Allison, Sierra Club,
Scribners.

Activities for Anyone, Anytime, Anywhere, by Jeri
Robinson, Little & Brown

Never a Dull Moment, Schocken Books

Cats’ Cradle, Owl’s Eyes. A Book of String Games, by
Camilln Gryski, Kids Can Press

The Great Perpetual Learning Machine, by Jim Blake
and Barbara Ernst, Little, Brown & Co.

Session 11. Community Resources

Most communities offer a variety of cultural, recrea-
tional, and social service programs. A successful
Check-in Program needs to identify local activities
for preadolescents to check out to. New families in
the neighborhood may not be familiar wich lib-
raries, museums, hospitals, nature centers, and
uther community resources. At times families 1o the
Check-in Program will need to be referred to social
service ur other community agencies. Also, provid-
ers can be a guide to community services when pa-
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rents need help and don’t know where to turn. They
should also keep an updated list of community re-
sources to share with families in the program.

Points for discussion might include:

* Community resources, including workshops, con-
sumer information, parks and recreation centers,
children’s organizations, and libraries

* Organized community volunteer activities

*Books to help with parenting, and books for
preadolescents,

* Local family service agencies and the services they
provide.

Session 12. Parent and Provider
Relationships

Providers will be in frequent touch with parents in
the program, as well as being involved in the care of
their children. Providers are important to children,
but they are not substitute parents. They can help
children see their parents in a positive way by their
comments and attitudes. They can also help parents
guide their children towards independence by plan-
ning and helping them t plan appropriate ac-
tivities. Providers can involve parents in their chil-
dren’s after school lives by asking them to save pro-
ject materials, to arrange field trips to places where
they work, etc. Listening to parents without judg-
ing them and always guarding a family’s privacy can
help providers build a relationship of trust with pa-
rents in the program.

Points for discussion might include:

* Role of rarents and providers in children's lives

* Children's image of parents

* Ways to involve parents in children’s after school
life

* Ways to build a trusting relationship with parents

RESOURCES:

Parent-Provider Relations - Family Day Care Exchange
Publications Distribution

Printing and Publications Bldg

Towa Stace University

Ames, lowa 50011
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GENERAL REFERENCES

How to Start and Operate a Day Care Home
Durham Day Care Council

107 Market Street

Durham, N. Carolina 27702

Family Day Care: A Full Time Job - A Dynamic Video-
Tape Training Package

Health and Welfare Planning Association

200 Ross Street

Pittsburgh, PA 15219

Family Day to Day Care
Quality Child Care, Inc.
P.O. Box 176

5209 Eden Road
Mound, MN 55364

Child Development Series - Day Care

#4 Serving School-Age Children

#9 Family Day Care

H.E. 21.11 Superintendent of Documents
U.S. Government Printing Office
Washington, D.C. 20402

School’s Out - Now What
Joan M. Bergstrom, Ed.D
Ten Speed Press

P.O. Box 7123

Berkeley, California 94707
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KEEPING THE CHECK-IN PROGRAM GOING

Together the Coordinator and providers make the
Check-in Program work by following the program’s
policies and procedures, keeping accurate records,
correcting problems as ;o0n as they appear, and con-
tinually evaluating the care and the prograu.

Although the sponsoring agency may have existing
employment policies which apply to the Coor-
dinator and the providers, it may also develop
policies which apply specifically to the Check-in
Program. Policies should cover recruitment and hir-
ing, leaveand holidays, pay and benefits, and termi-
nation. They should also explain the procedure and
criteria for evaluation.

Supervision and
Evaluations

Supervision and evaluation keep the program run-
ning smoothly and limit liability. The Coordinator
should visit the provider's home at least once a
month and let her know how she is doing. At these
times, the Coordinator can talk about strengthsand
weaknesses, make suggestions for activities, and
discuss any changes she feels would improve care.
Each year the provideralso receives a written evalua-
tion based on relationships with children and pa-
rents, her home environment, her knowledge and
use of resources and materials for children, and her
recordkeeping accuracy. She is also evaluated
monthly and yearly on how well she is following che
program’s procedures.

In addition to evaluating providers, the Coordinator
and the sponsoring agency should also evaluate the
effectiveness of the Check-in Program itself at least
once ayear. They should review the basic services of-
fered by the program, including the number and
size of provider homes, and the number of children
in the program. They should consider whether the
needs of children, their parents, and providers are
being met by the program as it operates, and note
any problems and their solutions. They should think
about any changes which would improve the pro-
gram,whether in overall focus or specific proce-
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dures. Finally, they should evaluate the adequacy of
recordkeeping and determine how well administra-
tive staff are following established procedures.

When Problems Arise

When children have problems, or when parents
don’t meet their responsibilities, providers should
work directly with them first to solve the problems.
They should contact the Coordinator for help 1f they
fee! uncomfortable with the situation or can not
solve it.

Problems will be easier to solve when everyone un-
derstands what is expected of them. The contract
and written policies and procedures are a guide to all
participants in the program, clarifying the standards
everyone is to meet.

Recordkeeping

Both the Coordinatorand the providers are involved
in recordkeeping. Since the Check-in Program al-
lows children to take responsibility for themselves
and plan their own schedules, it is important to keep
accurate records of children's activities so that the
program, parents and providers are always aware of
where children are and what they are doing. Accu-
rate recordkeeping also helps protect the program by
documenting parental permission, how problems
are resolved, and the standards of care and supervi-
sion maintained by the program and provider. The
following kinds of records will help the coordinator
and providers organize and effectively operate the
Check-In Program,

Coordinator Records:

* List of children in each provider’s hume with refer-
ral and starting dates

¢ List of provider homes cach child has been referred
to

* Ducumentation of provider training with dates

* Documentation of onferences with parents 1n-
cluding summary of discussion and resules

* List of substitute providers

* Provider records
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Provider Records

* Parent authorization to give medicines with dates
and times administered

* Provider time sheet including overcime if parents
are lace

* List of weekly snacks and activities in the provider’s
home

* Children’s actendance records

* Activity schedule for each child including notes on
cotroborative calls including dates and times

* Parental permission for activities outside the pro-

vider’s home.

ERI!

Aruitoxt provided by Eic:



READY TO BEGIN

The policies, procedures, and responsibilities are
clear. Coordinator and providers are hired. Publicity
is out, licenses and zoning cleared, liability under-
stood. Children are enrolled, contracts are signed,
activity schedules are set.

The Family Day Care Check-in Program is about to
begin.

The guidelines in this booklet should help the spon-
soring agency understand, implement, and run a
Check-in Program. Thanks to the efforts of the
sponsoring agency, the program can be a practical
neighborhood based alternative for after-school care
in the community, helping “latcchkey kids™ year
after year to unlock the door to their own growth
into responsible, independent young adults.
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