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Throughout New York State, sigmific int changes are occurrmg in family ite In Par-
teular there s an imereasing number o working parents with schocl-age children and an
mcreasing number of simple parents. One of the consequences accompanying these
changes isthe large number ot childven in need o school-age child care when sehool s not
IN session

When child care for school-age children 1s uriaveluble. parents who must work are
torced to leave ther children unattended 1ts estim ! that between 100000 - 300,000
stich children m New York state are unsupervised for several hours cach dav

[n vesponse to this problem. the State of New York has undertune « o number of
mitiatives to encowage the development ot scheol-age chitd care programs  Dung T8R4,
the Legnslature enacted a bill which authorized a tunding program to support the start-up
ot new school-age child care programs “This bill was signed by Governor Cuomo m July of
that vear

Aspartot the state s eftont, the New York State Counait on Children and Famifies has
coordinated an interagen.y prowect, School-Age Child Care, in conunction with the
Department of Socal Services. Division for Youth, and State Educotion Department, and
supported by the Division of Crimimal Justice Services The purpose of this protect s to
assstecommunities i starting o d operating school-age child care programs

Plannmg and implementing a new scheol-age chald care program mvolves g serres of
complex fsks Resourees and mtormation are otten needed to faalitate, support, and
promote the development ot such programs

The Councitis developmg a series of technical assistanee papers to address the needs
ot communities establishing school-age child care programs  These papers diseuss the
mator steps that should be taken and offer practical suggestions on how to develop qual ty
programs Each papey provides a beginning pont tor individuals and community groups
plannng new programs
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Throughoat Nceun York State signimcant
changes are occurrng m tamidy e In par -
ticular thore «can mcreasmg nunber ot worhing
parents qith school-age cdildren and an -
creasing number of sigle parents (hie of the
conequences accompanying those changes i
the large number ot duldren monecd of school-
due hild care when school INROL I sesson

Wacn chld carc tor schos lage duldren o
unararlable, parents u ho mistu otk are torced
to learc then clhon unattended 1t s ote-
raated that betucen 100 000 - 00000 siuch
chiddren i New Yorh State are insupert ivcd
too screral hours cach day

Inresponse to this problom the State of \en
York has undertahen a number of nutiatu es to
encourage the det clopment of schoot-age chld
care programs - Durmyg 19N the Leginslatine
cnacted a il which authornzed a tunding
program tosupport the start-up of neu school-
age chuld cere programs Thes bl was signed
by Gorernor Cuomo i huly of that year

W part of the state s ettont the New York
State Councid on Chelden and Fanohies has
coordmated an mitcragency project S hool-
lye Child Care mm conpunetion qith the 1a-
partment ol Socal Services iesion tor Youth,
and State Fducaten epartment and supponte d
by the Doovon of Crovmal Tustice SO s
Fhe purpose of this project s to assist commu-
nities in starting and operating school-age child
cdre prograns

Planming and mmplemienting a nen ~chool-
aye child care program miolies a senes of
complevtosks Resorcos and nitormation are
otten necded tofaclitate support, and promote
the derclopment of such programs

The Council s detclopmy a series of kch-
nical assistap sers to address the necds of
conmmun® . fung school e child care
progrants These napers discinss the magor step
that should be toien and ofter practicud suy-
gostions on how to develop quality programs
Each paper provides a begmnmeyg pomt tor indi-
Q "l and commumity groups plannmag new

Defining School-Age
Child Care

School-age child care can e defined as
anv program ahich provides child care for
clementan and middle school chiluren
aurmgthe hourswhen parents are at work
and schoobis not 1session While most
programs provide care after school, many
also provide senvices betore school, on snow
days, schooi hobdavs, and during the
summer and other school vacations This
techrical assistance paper provides an mtro-
duction to the topic ot school-age child
care and desaiibes how sudh a program
can meet the needs of tamilies 11 New
York State

What Distinguishes School-Age
Child Care From Other
Programs?

A numher ot ennichment programs,
vouth centers reareation and club activitses
et at the commumity Tevel and senve
childven after school liows ona dvop-inor
voruntary basis These vouth activities are
often scheduled mtermittently and can
range from an how a week to tive davs a
week Such vouth sonaces are important
community resources to Juldren and fam-
thes but usuallv do not otter the degrece of
child supervision needed by workimg par-
ents

I order tomec worker s parents needs,
school-age chila care progrems should
provde supenasion in o structined and
sate environment. Such programs should
strve to talfil] the tollowmg

o oputate fne davs avech, preterably
abso during schaol vacations holi-
davs and durmg the summae

o maintam hows of operaiion which
meet the needs of workimg parents,

o provide are to aregistered group
of children on a consistent hasis,

o provide accountabihity to parents
mcluding mamtaiming attendance
records,

o mamtam continuity of staft, and

® opcrate from a permanent site with
aceess tooutdoor areas

What Are the Needs of Children
in a School-Age Child Care
Program?

Aquahty school-age child care program
s designed to meci the developmental
needs of chiddren Children are tempera-
mentally different and vare i physical and
cmotional development However, there
are patterns ot development in the middle
vearsof childhood that provide a framework
tor buniding program activities Children
at these ages are concarned with hands-on
¢ onenences completing tasks, creating
products, developig physical and intellec-
tualvompetencies, demonstrating respon-
sibthitv, and expenenang suceess and
mastenn During these vears children are
soctal seehing tniendship with peers and
adults outaide then family

Inaprogram serving childen of ditferent
ages, children should be grouped according
tother developmental levels, and activities
provided should be age-appronnate with
ircreasinglevels of Jkill respoastbility, and
mdependence However, groups should
be organized with fleaimbite allowing for
mdividual maturation, special mterests,
and triendships Fhere should also be
activties which are planned for older
hildhen in the program or in the com-
munity to retate to vounger dhildven i a
helpimg role: Chikdren alse seed positive
mteraction with adults whe can provide o
twodel and exemphity pe.sonal gualities
tor children to emulate Program staft

E mc"ams o
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must understand how ¢hildren grow and
develop, be able to facilitate activitees to
children, encourage individuahty and
stimulate ideas

What Types of Activities Occur
in a School-Age Child Care
Program?

Aschool-age child care program should
be provided in a comtortable atmosphere
that more closelv resembles the epviron-
ment of a childs home than the tormal
environment of the school  Programs
should be flexible, provide a chowee of
activities and a daily nutntious snack The
cultural background and hertage of chl-
dren enrolled i a program should be
reflected 10 program activities and the
program ¢nvironment, with opportunities,
for the involvement of chitdren and therr
families.

During atter-school hours. it 1s necess-
sary to build on the school day. supple-
menting and complementing the school
experience by adding activities not stressed
in school rather than repeating similar
ones. Space. time, and staff assistance may
be available to children who want to do
homework, but itis not recommended that
homework be required or become the focus
of the program, Activities should include
structured experiences. informal social
interaction. and sohtary play

Unstructured. leisure, and restful sctiv-
ities such as reading. histening to music,
and mformal socalizing should be offered
Children should be able to choose from a
vartety of quiet activities in whreh they can
independently draw, color, play table games,
and mnipulate puzzles or multi-prece
construction tows,

Opportumities for physical play should
be provided in indoor and outdoor space
allowing freecdom ot movement for children
Equipment such as balls, hoops, riding
vehicles, and climbing equipment should
be avatlable for large muscle activty, Staff
can plan and structure gross motor activities
such as aerobics, creative movement. dance,
greup games, and sports where develop-
mentally approprnate.

Projects involving construction, creativity,
and exploration should be planned by staff
Sculptures. collages. pantings and arts
and crafts products can be created from a
wide variety of materials including clav,
wood. paint, textured cloth, glue, and from
materials ound 1n the program environ-
ment (e.g. pine cones, stones, and leaves)
Program staffshould also encourage longer
term projectssuchas plays. newsletters. or
§nvcial events and celebrations.

The development of o stimulating ind
diverse school-oge child care procram
reguires sesteriatic plannimg trom both
administration and statt Fachween, time
should be reserved tor statt to phen the
program schedule so as toensure that ..
clildren s actoities we vaned and stimulat-
mg On. daihv basis, time should be avail-
able fo staff to organize and propare
actinities betore ehildren arrive The par-
ticipation ot dhildren in selecting activities
and generating ideas can spark ther interest
and mvolvement. and vitahize o program

How Do You Arrange Physical
Space to Promote Fun and
Enrichment?

Exclusive use of a mam program area s
desirable so that it can be ananged spe-
citically tor child care. However. due to
hmited financial resources and scarcity of
avatlable facil:hies, many se! age pro-
grams share space with otl 0grams
Insuch cases. it is importent to have aceess
to & vanety of auxthary arcas such as a
kitchen, gym, hbran. art. or music room
This situation often calls for staff creativty
and a wihngness to assemble maternals
and equipment on a dailv basis

The environiaent and room arrangement
ot the primary space will set the mond and
tone of the program, define actiity areas.
and provide the opportumity for children
tochoose fromavariety of activities: Space
should be provided for quiet and active
plav. and the environment should be con-
duene tosmall group activity The phvsical
space should be separated mto activity arcas
which stimulate a child’s interest and m-
dependent exploration The following
Interest activity arcas are suggested

Irts and Cratts rea - Pam., paper, glue,

cravons, markers, and scissors should
be available for children to use indeyon-
dentlv Special projects with materials
should be planned and set up with adult
supenvision

Construction Area - Building materials
(e.g . wood and gluey should be avall-
able under adult supervision

Block Area - Anireaequipped with blocks
and accessory tovs (¢ .. trucks animals,
and dolls) should be available

Quiet Area - A private corner or space
with dividers and comfortable accessories
{e.8. rug, stufted chairs. bean bag chairs.,
and or pillows) should be created
Active Area - Anaindoor space allowing
play wich sports equipment should be
avatlable

Reading Corncer - Boohs at the interest
and developmental levels o the children

5}

should be attractivels displaved and aval-
abletoruse This areacan be combined
with a quiet ¢ ana

fable Vrea- Aspace with games pusizles.
and mampuiainge materiais which re-
flect the ages and developmental capahil-
tiesot childrenshould be readily access-

ihle

raploration Yrea -\ science arca with
appropricte materals (e g magnets,
mictoscope, magnitving glasses) should
be vicated and changed frequently

Outdoor Space - An outdoor ared tor
active physical plav and sports 1s neces-
san

Wexthary Space - Special areas and rooms

fe g kitchen, gym art room. hbrarv, or
industrial art room) for activities of
interest to the clnldren ¢on significantly
enhance program offerimgs.

The equipment and acavities required
tor any particular progran depend on the
size of the group, and the age and develop-
mental levels of children Including chil-
dren in the plannmg and decoration of
program space can foster pride and increase
interest and mvolvement 1n the program

What Is the Roie of Parents in a
School-Age Child Care Program?

Parents are a valuable resource 1 the
planning, development. and operation of
aschool-age child care program  Parents
can help shape a program to meet their
needsand the needsof thewrchildren Spe-
cific imput trom parents regarding work
schedules, transportation needs. and pro-
gram content will provide necessary -
formgon to define appropriate program
services and operating hours. Involving
parentsin program development can also
help in the reerutment ot children Par-
ents who are unsure of the guality of new,
untested programs may hesitate to enroll
thewr children They will be much more
mvested moa program. however, that they
have b Iped to design

As @ program becomes operational, par-
ent participation further enriches the
program  In addition to the mformatior
they provide on their own children, par-
entscan contnbute a wide variety ot interest
and skills to the program A program open
to parents” calls, visits, and participation
in activaties Vil enhance mutum trust be-
tween parents and staff, A positive staff
attitude toward parents and an understand-
mg of the need for parentel iformation
regarding ndiaidual children will promote
good communmication Such communica-
tion between the home and program will
foster asense of continuity for the child,




What Resources Are Available to
a School-Age Child Care
Program?

Every community is g resowmee tor pro-
gramming The immediate sunoundinges
of anv program whether located i an urban,
suburban, or rural setting can lend itselt
to exploration and discoveny actinttios
Resources such as parks. zoos, museums
nature presenves. hbranes busimosses,
farms, and mdustries otfer opportunities
for special held tops or voute activities
Muscums and hibranies often otier specidd
programs or a series ot spectal activities
speciticaily tor children Clubs such as Gil
Scouts, Bov Scouts, and 4-H. may bewilling
to come to a program to provide specidl
activiues  Local chitd care counails, vouth
burcaus. cooperative extenstons, depart-
ments of parks and recreation, and hbraries
are often helptul 1 locating community
and regional resources and can identiy
contact people.  School-age child care
programs should take full advant wie of as
many of these state, regional, and local
resources as posstble The more enniching,
diverse.end excitmga program is. the more
children will want to participate

Indrniduals involved i plannimg pro-
gram: should contact knowledgeable people
who have already established programs to
learn from their experiences Foralist of

cvailable techmieal assistance papers and
the name of programs nd resouro people
M vour arca please contact the school-
Aoe Child Cave Prosect at the New York
State Counal on Claldren and Famihies
Mavor Erastus Cormine 2nd Towar 28th
Floor Empne State Praza Aibany New
Youk 122200518) 47 16245

Fisted below are several vesomoes and
seterences that may provide additional in-
toomuation on the topie of school-age Child
[N Y
Baden RO Genser Y Bevine b & seligson

M 1982y Schonl-Vye Cheld Care

lcttomn Manual Boston  \ubum
House Publishing Company
Blau, R Bradv. . Budker. T Hiteshew,

B. Zavithowske & Zavitkowsky, D
L1970 Actirtties tor School-1ge Child
Care Wasnmeton, DC o National
\ssocation tor the Education ot Young
Childien

Cohern o Parker RO HostU M & Ridhards
C (Eds) (1972) Serrimyg School g
Chridren (Number 4 the Day Care
Sertest Washimgton. D C U8 Depart-
mentot Health. Education and Welfare

Collms, 15 (1483 Scheduling Vctieitios
tor School- \ge Children New York Now
York  Human Resowrces Admimistra-
tion. Agena for Child Development

Fantax Counts Otticd ton Clikdhen ¢ 1982y
Vieeting the Day Care Needs ol School-
tue Chdrons Program Development
Papar o 5 oatas Y naimia

Netevhauer RoEd riaso) School-\pe
Child Care (Reprnt 7 Y900 Chuld Care
tormation Fxchange

New York State Dopartment ot Sodal Sar-
Day Care Corters  Questions
and nsu o htormation for Groups
and Indcduals nterosted m Organez-
iy a Day Care Center Albany, New
Yok

Viees

Onondagy County Child Care Counal
9801 School-\ge Child Care Tact
sheet tor Snacuse, New York ™ Svra-
cuse, New York

Scoficld R (BEg 1981 8 School-1ge
Motes Nashville, Ternessee

Schgson, M, Genser, A Gannett, £ &
Grav. W (HORB) School-1ge Chld Care,
1 Policy Roport Welledev, Massachu
setts  School-Age Child Care Prosect,
Wailesley College Center for Research
for Women

Speddmg. PP 19831 School-A\ge Child
Care Child Care Notebonlz haca, Now
York  Cornell Cooperatinve Extension

For trther mormation contadct

(518) 474-6293

The NYS Council on Children and Families

Thes technicol assestance paper o suny ort d by tds granted to the Commcrl s S hood- Vg Chld Care Progect by the D ision of
Crommal Tustice sercecos and the Cneted States Deoparimentt of Jealth ond Hesnan Sert s

The Council s School-Vge Cindd Care Projcct as i as B productionr of this tecmical o sostance poper s under e docction of
Prod Moservey The prmaapal aaathor s Mabel Toon

Q
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Throughout New York State swgniticant
changes are occunmag m tamly ite e par-
ticular theresan mereasimg number ot wor' iy
parents uith school-age Childen and an
creasing nunther ot simgle parents One ot the
conscgirences accompanuimg those changes 1
the karge nummber ot Chuldran m need ot se tisol-
agc hld care e hen schood is ot ;i sosseom

When e ld cave ton school-age Children s
unuratlable parenis who mest b v torced
to leare then children unattendod 1t ot
mated that hetucon TGO - 3000 (00 st b
childion i New Yok Statc are unsupert iscd
tor screral hows cach duy

Inresponse to this problom the State ot Nen
York pas undertahen a numbr ot it os to
encennrage the derclopment of school-aae < hild
care programs - Derimg 1957 the Legnlatun
endacted a bilt which auihorezod o tundimg
Progrant to support e start-up of nen school
age chdd care programs Lhes il wcas syned
by Gorero Cuoneo m July ot that yodr

Wt ot the statc s cltort e Non Yok
State Councl on Childron and Tane ios has
coordmated an mtcragency project S honl
lyo Cluld Care e compancteon wath the e
partment ot Soctal Sercces Dz iseenc fon Youth
and State Fducation Department and supported
hy the Ducisint ot Crommal Tastice Sarices
The purpose ot this projcct is to assest commu
niies mosterting and operatmg school-age uld
Cdre Progrdms

Plamunyg and omplemantina a nere schind-
age chdd care program miroli s g series ot
complextashs Resowrcesand mtenmation ar ¢
ottert needed to tacilitate support and promote
the detcopment ot such programs

The Councl s dorclopmyg o serees o toch-
nical assistance papers to addross the needs of
conumunitios establishmy school-age hald can e
prog.ams Those papers disaiss the mager steps
that should be taken and ottcr practical sug-
gostions on howe o derclop guality programs
Eoch paper procides a heqmmmmg pomt to, indi-
crduals and comvmumaty groups planrang nea
nf/llllrl”n\
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Developing a
School-Age Child
Cdare Program

School-age duld care programs provide
child care tor elementany and middle school
childven durig the honrs when parents
are at work and school 18 not m session.
This techmealassistance paperwill provide
general puidehines on how to develop
school-age child care programs  Groups
planning such programs will nead to adapt
this process to meet the particular needs
ot their own community

What Groups Should Be
Involved?

'nterestin developmg services toschool-
age chilaren bevond school hours otten
bepms with a fow mdividuals who have
observed or experienced the need ton
school-age child care programs Pavents
ma be uncomtortable leaving their duldren
atone and may have Qittriculty locating
programs or makmg child care arrange-
ments  Due to paents” work schedules.
school staff mav have obsenved children
aninmg carlv moremammg after schoot
uniclated to school ov extra-corricula
activities

Individuals mterested indeveloping ser-
vicesto schhol-age dnldien should readh
out to cther mterested imndmiduals and di-
verse group- errthe community and mvolve
them i a - ooparstive endeasor The
process ot hailldmg this community coah-
tior will widen the base of support tor
school-age Child care services from a few
mterested mdmiduals to the farger com-
munmty

Methods tor contacting mdmiduals and
groups and bringimg them together will
varv from commuinty to community  [n

“’
{

general, the process may be as simple as
reaching out o personal acquaintances
and to groups with which there are already
established contacts 1 s important to
know the community's governmental struc-
tur and to follow the proper channels in
contacting hev persons  Schools, formal
organizations, and government officials
should be contacted, preterably by the
planning group rather than an imdividual
Throaghout this process. 1t 1s important
to remain positive and persistent.

The followmg groups and organiza’ons
should he contacted for thesr support and
participabon i plannig a: choal-age child
Cdiv Program

® [yrents - Parents experiencing the
need tor child care often take the
mitiative and provide leadersnip in
plannimg a program designed to meet
them specific needs
® Schools - Cooperation trom schoois
1~ essential m Imking the develop-
ment ot school-age child care pro-
~tams to the school dav - Schools
can provide actual sites for progsams
When programis are located mother
sites, school mvolvement 1s needed
marangig transportation, There-
fore stisimportant to approach local
school boards, school admmistratons,
and PTAS m planiing a program
® lyencies Scring Childven and
Youth-Representatives ot vouth ser-
vice agences (gL YWY, YMCA,
Bovs Club, and Grd's Clubyand (dald
care programs provide an under-
mding of vouth and ther needs,
and often have avalable staff re-




sor=ces, space. and progeam exper-
tisc which can be contrinuted to
program planning Another advan-
tage ot including such groups s that
1tis often passible to expand existing
vouth o dav care programs fathor
than develop a niew program

® Ciie Groups end  Community
Leaders - Individuals and commu-
nmitv groups can provide volunteers
and support services  Representa-
tives frem local departments of socia?
services, youth burcaus, and other
government oificials should be 1n-
cluded tor their knowledge of com-
munity services and as a potentiai
source of support and tunds tor
programs. Inaddition. myjor fund-
imgagencies such asthe United Way
can provide vaiuable support, spe-
cific finoncal information. and hnk-
ages to resources

Who Should Take Responsibil-
ity for Planning?

As intesest inschool-age child care grows,
a steermng committee should be formed
from the loose coalition of interested people
The steermng committee should take re-
sponsibilty for overseeng the process
required to planand unnlement a program

How Do You Document the Need
for a Program?

One of the first tasks of the steermg
committee is to gather iformation esti-
mating the need for school-age child care
programs and services in the community,
Because of the importance of this task. a
separate technical assistance japer s
devoted to the various methods of conduct-
inga needs assessment. The actual plan-
ningof aprogram should begin when gaps
between enisting services and unmet needs
have heendocumented. and specific needs
of parents and children have been identi-
fied

What Is the Mission of the
Program?

After a deaiston has beea made to
establish a program, the first step in pro-
- ram planning s to define the program’s
mission. The mission of a program clearly
defines its broad purpose and sets forth a
framework for more specific goals and
objectives  Further, the mission outlines
the general philosophy of the program
which will guide the steering commuittee
in carrying out the tasks necessary tor
program development. The mission also
provides a framework for hiring staff.
determining program¢hgibility. choosing

Aruitoxt provided by Eic:

program actiities tor children, and ereating
d posttive program environment

Two examples of mission statements
selected trom maodel school-age Child care
programs 1 New York State tollow

The goal of CLASP (Chuldrens Living
Atter-School Program) s to become part
of cach child’s extended tamilv and to
provide an after-school experience that
provides childven with the apportunity
fo mahe indinidual chorees, to develop
thew ereativity and to recene mdnvadual
care and understanding by concerned.
tramed and nuturing adults  Classroom
emronments are planned to otfer a wide
vanety of activitres i which childien
mahe apnropriate independent choices
{Children's Living After School Program
Great Neck. New York)

The Harbor After School Program pro-
vides an mnovative and unique approach
to day care senvices atter school for
children ages 6 - 14 Our mission s o
sapport children i becoming compe-
tent learners through the development
of learnmg patterns and habits which
challenge therr thinking process This
includes providing a wide chmee ot
activittes ind hands-on experiences
which encourage them to explore, expe-
rience. touch and ask questions that will
broaden therr knowledge while devel-
oping self-esteem through open dialogue
with peersand adultstaft (Harbor After-
School Center, 1230 Fifth Avenue. at
104th Street. New York City )

A mission statement should be adapted
to mmdividual programs and should reflect
program goals and the tvpes of activities
that children witl experience

Who Should Operate a School-
Age Child Care Program?

There are two general approaches to
establishing a school-age child care pro-
gram. choose an existing argantzation
to aperate the program or create a new
enhity
® Choose an Existing lgency  Existing

vouth serving agencies (e, YWCA,

YMCA. Boys' Club. Girls” Club, dav care

centers.commumity centers, and school

districts) may be able to expand thewr

onerations to include school-age child
care. Much trme and effort will be saved
it an existing agenev s able to provide
the desired service Some of the po-
tential benefits include stabihity, finan-
cralviabihty, and administrative. clerical,
and program support.  However, 't s
important to carefu ' assess anesisting
agencevy regarding both the financial and
programmatic feasthility of expanding

® (reate a Now Orgamzatum

issenies Further the program's phi-
losophy must be compatible with the
nussion of a school-age (ild care pro-
oram as detimed by the steermg com-
mittee

It no
existingagenay can provide the desired
SCVICE, a New organization must be
toomed N practical consideration m
decidimg to areate o new organization
is that the areation otanew ageneyis a
time consuming and compheated pro-
cess mmalving many legal steps and pro-
cedures An attornes can taciltate the
work of the steering committee i meet-
g the tollowing legal requirements

I Incovporation ot the organization;
Developmen. of bulaws, and

2
3 Appheation for taxy exempt status.
Anessential taskin creating a new orga-
nization 1s the formation of a board of
directors  The board of directors 1s the
governing bodv ot the new organmization
[t 15 responsible tor operating a program
which s effective and fiscallv sound  As
such. the selection of the boerd members
1S essential to the tunctionimg of an orga-
nization, and meinbers should be chosen
tor themw shills, expertise. willingness to
work. and akihity to promote the program.

What Administrative Tasks Need
to Be Addressed?

Whether an evisting agency 1s chosen
a5 d SPONSOr or a4 new ageney s created.
several administraove tasks are mvolved
1 developing & new program The fol-
lowmg administrative tasks are described
1N sequence. but the order of tasks mav be
adapted to meet mdividual needs of pro-
2rams

U Eplore Sources of Start-Up Funds,

Start-up tunds ore often needed tor
the mitial expenses mvolved i 1m-
plementing a new program such as
plannimg, equipment, rent. and staff,
In New York State m 1984, a new
program was mitiated which provides
start-up tunds tor school-age child care.

The State Department of Soaal Services
selects programs to recenve grant awards
1 comunction with the Counal on
Children and Famihes, the State Edu-
cation Department. the bivision for
Youth, and the vision of Criminal
Justice Services For mformation on
how to apply for these funds, call the
State Department of Soaial Serviees at
(800) 342-3715, Eat 4312

Other possihle sources of start-np funding
mdude U pited Way venture or develop-




-~

. Prepare an Operating Budqget

mental grants, vouth burcaus, tounda
tions. ¢ivic groups, and tund raisimg
cfforts

. xplore Sources of Operatinal Funds

The most common source of funding
for program operation 1s parent tees |f
a program cannot he sustamed on par-
ent fees, other sources ot operational
funds will need to be obtamed  The
avallabihty of fundingoptionsvary trom
one community to another In general,
many sources are limited by the avail-
abihty of fundingand chgibihty eniteria
Possible sources of operational tunding
include:  public funds (¢ g, Title NN,
Title IVA State Dav Care funding) avail-
ahle for licensed child eare through the
local department of social senvices. mu-
nmcipal or county funds. United Wav,
local eivic and philanthropic organiza-
tions, and county vouth hurcaus

The
operating budget establishes the param-
cters within which the program will
provide service, determines the afford-
ability and accessibility of the program
to families, and defines the amount ot
money to be spent on items such as
staffing, henefits, equipment. and sup-
phies. The budget should contam annual
estimated expenses and anticipated rev-
enue.  The hoard of directors must
approve the budget, halancimg itemized
expenses with income,

Fstablish Parent Fees. The board needs
to establish parent fees with attention
hoth to the amount ot income needed to
mect expenses and to the affordability
of such fees to parents  There are two
hasic types of fee structures  Flat tee
scales are those in which evervone 1s
charged the same fee while shidmg fee
scales are those in which difterent rates
are charged deponding on the abthty of
parents to pay,

Asliding fee scale. while somewhat more
difficult to manage than a flat *ee. s
recommended so that tamilies whao can-
not afford the full fee can access the
program, Sources of funds to subsidize
silding fee scales or scholarships may
include speciat fundraising poojects,
public funds. or the parent fee schedule
iself.

. Ensure That Licensing Requirement

and Regulations Are oot Inall arcas
of New York State except New York City,
any program providing c¢hild care for
more than three hours miust meet licens-
ing standards as uefined by State Social
Services Law, Outside of New York
City. regronal offices of the New Yorh
State Department of Social Services are
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responsible tor liecensieg programs \
hst of these repronal otnices s attached
In New York Citv, school-age Juld care
programs are hicensed b the New York
Cite Health Depariment ander Year
Round Atiar school and Youth Center
Regulations For the address and tele-
phone number of this ottice, reter to
the attached hist ot Licensimg resourees

\equare Inswan- ¢ Firc, nahility, and
program velicle coverage should he
acguired and 18 otten required  Such
imsurance provides protection tor the
program, statt, and children Aequimng
Iability msurance has hecome a major
problem for school-age ¢hild care pro-
grams as the cost ot such coverage
mneredses

Those programs that do not have a h-
cense hecause the operate tor three
hours or less face aspeaal ~roblem In
MANY Cases. IMSUTANCe Companies are
caneelling the habihty coverage for these
programs and refusing to write new
pohcies A number of New York State
agencies, child care groups, and a com-
mission established by the Governor are
working to resolve this preblem

Hire an Admumstrator  This person
should implement the program, managc
the budget, establish program manage-
ment svstems, recrut and supenvise the
statf and oversee the program content
Develop Personnel Poucies and Wnite
Specitic Job Descriptions These policies
should address work hours, cacation, sick
time, other benefits, procedures for hinng
and Jinng. prohation, gnevance proce-
dures, and an affirmative action plan
Johdesenptionsshould define tasks asse-
clated with cach position and quahti-
cations ncluding education and ex-
perience Discussionwith program direc-
tors and or hoard members of evasting
age school-chila care programs can
simplife this task.

Desgn Recordheepmg Systems N pro-
gram needs to have recordkeepimg svs-
tems for botl finanaal and program man-
agement A financial management svs-
tem shou'd include records of the collec-
tion of parent tees, the receipt of funds,
approval for expenditures, and a svstem
for reporting expenditures and income
to the board A program management
system should include records tor atten-
dance, individual medical mtormation,
accrdents, program activities, staff eval-
uations, and field trips These svetems
dre necessan to provide accountabihity
to the baard and oversight agencies

Hire Program Staft ‘The selection and
hirig of competent and qualitied staff

J

L~

s essettial to the funchionmg of a pro-
Jram he board ot divectors orprogram
admmistrator shondd hare quality seetf
consistent with the phalosophy ot the
1 ogram personned pohaes, and ieh de-
scriptions I New York City, require-
ments torstatt qualifications as promul-
oated by the New York City Health De-
partment must be met, and m the re-
mamder of the state, hcensimg regulations
tor progra.is operating for more than
tittee nows reguire that mimimum stafi
yualitications for education and ex-
perience he met The Child Abhuse
Prevention Act ot 885 mcludes requrre-
muents tor hackground checks of staff
hived to work 1 heen:od child care
centers

What Program Tasks Need to Be
Accomplished?

In implementing child care services for
school-age children., there are several
program tasks which need to be addressed.
The following crder of tasks 1s suggested
but 1t can be altered to meet the needs of
individual communities.

I Contact Model Programs \isitexisting
school-age child care “rograms and meet
with staff and board memners of these
programs where possihle  Such visits
will provide an opportuniy to learn from
the experiences and knowledge of those
who are alreadv operating successful
programs.

2 Secure Program Space 1ts important

to acquire program space that proviaes
adequate mdoor and outdoor areas for
guahty programming, and that complies
with local regulations for health, fire,
safety, and zoning.  Those programs
operating tor more than three hours will
need to meet state standards forhicensing,
Programs should he located i close prov-
mity to schools, or the program will
need to provide or mahe arrangements
for transportation  Existing community
facthities which otten meet the above
conditions include schools, churches.
and vouth agencies

3 Determane the Sckhedude of Operation

Use mtormation gathered in the needs
assessment todetime program hours and
davs of operation to meet the needs of
working parents  Important decisions
will mclude whether to open the program
hetore school, how late to remaim open
atter school, and whether to operate
during the summer and other school
vacation periods

Defime Ehgibiity Critena for the En-
rollment of Childien Such entera
should addvess who s ehigible tor care
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(includimg ages of children) and pri-
orities for distributing a mited number
of slots

3. Deswgn Progyam Content - Programs
designed for school-age clildren should
he flewble and provide age-appropriate.
diverse, enriching, and experiential
activities Parents and children should
be mvolved m designing the program
and its activities.

6. Recrut Children and Publicize Pro-

gram Programs scldom open at tull

capacity: typically, four to bwelve months
are needed to bring envollment to capa-
ety Septemberis the optimum month
for a program to open. because 1t co-
incides with the school calendar and
parent efforts to make child care anange-
ments, Recruttment of chi'dren should
occur months hefore opening - A for-
mal process should he developed tor
recrutting, enrolling, and ortenting
chndren and tamilies 1nto the program

Publicity announcing the openimg of the
program can be helptuin notifving par-
ene and recrutting children. The pro-
gram ¢an be publicized through free
medradvertisements on television and
radio. Fhers announcing the program
should be nassed out at schools and PTA
mectings, and posters should be displayed
1n strategie Iocations. Newspaper adver-
tising 1s also advisable where funds
permit.

Indiwvrduals 1involved m planning pro-
grams should contact knowledgeable peonle
who have already established programs to

learn from their expertences. For a hist of

avail: ble technical assistance papers and
the name of programs and resource people
In vour area, please contact the School-
Age Child Care Project at the New York
State Council on Children and Families,
Mavor Erastus Cornmg 2nd Tower. 28th
Floor. Empire State Plaza. Albany. New
York 12223, (518) 474-62¢13.

Listed below are several resources and ref-
crences that may provide additional and
helpful information on the topie of devel-
oping a school-age child care program

Baden, R., Genser, L Levine. | & Seligson.
M (1982). School-Age Chuld Care
Action Munual Boston.  Auburn
House Pubitshing Company

Hendon Ko Grace b Addams. D & Stapp,
AN {IWTTY The Wer School Day Care
Handbook  Hou to Start an \ter
School Progrem tor School-1ye Chal-
dren Madisom Wisconsm - Communi-
tv Coordinated Child Care

Lipsitz, 1 & Letstem. L1832 006 00
Py ograms tor arly Ydolescents
Chapel ThIl University - ot Nonth
Carolina

Neugebauer, Roger (Ed (19805 Schiool
\ee Dav Care Gettimy W O the
Ground (Reprint 100y Cheld Care hifor-
mauon Exchange

New Yorh State Department of Social Ser-
vices (1980) Day Care Licensmg Regu-
latioms. (Publication 10360)  \'hany,
New York

New York State Department of Social Ser-
vices  Day Care Centers  Questions
and nswers. ntormation for Groups
and Indweiduals Interested in Organiz-
my a Day Care Center Albany New
York

Texas Department of Human Resourees
(1977) School Age Day Care. Day Care
tor School-1gers. Austin, Tevas.

Day Care
Licensing Offices
For Allegany, Cattaraugus, Chautauqua,

Erie. Genesee. Niagara, Orleans, and

Wvoming Counties

Contact:

New York State Department ot Social
Serviees

Butfalo Regional Office

838 Ellicott Square Buillding

Buffalo. New York 14203

Telephone (716)847-3145

For Chemung, Livingston. Monroc,
Ontano, Schuvler, Seneca, Steuben Wavhe
and Yates Counties

Contact:

New York State Department of Sodial
Senvices

Rochester Regronal Ottiee

259 Monroe Avenue

Rochester. New York 4605

Telephone: (716) 238-8191

For Broome,  Cauvga,  Chenangn,
Cortland,  Herkimar, Jederson Lews.,
Madison Onerda, Onondage. Oswego, St
Lawrence, Toga ind Tomplims Counties
Contact:

New York State Department of Social

Senvices
Sracuse Regional Ottice
Jal South Wanren Street. Room 204
Svracuse. New York 13202
Telephone (313) 428.3235

For Aibany, Clinton. Celumbia, Delaware,
Essex Frankhn, Fulion, Greene, Hamilton,
Montgomen, Otsego, Rensselaer, Savatoga.
Schenectadv, Schoharie, Woren  and
Washmgton Counties

Contact:

New Yok State Department of Socral

SUrviees

ILastern Regional Othiee

330 Broadway

Alhanv, New York 12243

Telephone Toll Free (800) 342-3715,
Extension 432-2763

For butchess, Nassau. Orange, Putnam,
Suffolk. Sullivan, Ulster and Westehester
Counties
Contact:

New York State Department of Social

Senvices
Metropohitan Regional Oftice
80 Ma.den Lane — Fitth Floor
New York, New York 10038
Telephone (2123 8041198

For New York City, contact:
New York Crty
Department of Health
Pivision of Day Care
63 Worth Street, 4th Floor — Room 432
New York, New York 10013
Telephone (212) 3347813

Local child care counarls otten provide
tedhnical assistanee to programs attemnt-
mg to meet hieenang reguirements. For
imtormation on culd care councils i vour
area. contact the following
New York State
Child Care Coordinating Council
16 Delaware Avenue
2nd Flooy
Albany. New York 11350
Telephone (318) 463-8663

For turther mtormation, contact

This technical assisterce paper s supported by tunds granted to the Councils School- Yge Chald Care Progect by the D sios of
Crinmminal Justice Services and the Unated States Department ot Health and Thimean Soreices

The Councils School- Ve Child Care Progect, as well as the production ot this technn al assistance papar s undey the divection ot
lrod Moservey  The princpal author is Mabel eon

I The NYS Council on Children and Families

(513) 474-6292
€)
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Tiroughout New York State, seamibicant
charges are occurnmg i tamaly e in par-
ticttlar rere s an macasma number ot orhing
parents weith school-age duldren and an -
creasimyg number of simgle purents One ot the
CONSCGUAN s docompaiying I/h‘n ( hmh/c\ A}
the large number of chaldren m necd of school-
age child cnewchen school s not m sesion

When cindd core tor school-age coaddven s
unatarlable pasents who must work are lorced
to leare thon cduldion unattended (s esti-
mated that betucen (00000 - 300 000k such
children e New York State are wnsuper ised
fon several hours cach duy

response to this problom, the State ot New
York has unacrtahen a numbdr of inttiatie os 1o
encourage the deeclopment ot school-age chidd
care programs  Dwmeg 198§ the Legslatue
cnacted a Wl which quthorized a tundmg
progian, to support the start-up of nea school-
age chidd care programs This bl as signed
by Goternor Cuorao i Ty ot that uea

L part of the state s ettort the Neu York
Stade Councl on Chiddren and Lamidies has
coordmatcd an mteragency project, School-
lgo Chdd Care o congunction waith the De-
partment ot Socwal sereices Duoeen tor Youth
and State Lducaton Department and supported
by the Dicsion of Crimnal Testice San e es
The purpose of this project s o asse -t commu-
mhies mstarting und operatimg school-uge <okl
Cdre programs

Clannmy and mmplementing a nee school-
dge culd care program miolies a senes of
complex tushs Resources and mtormation ar
atten needed to facilitute, support, and promote
the decelopment of such programs

The Council s devcloping a series of tech-
mical assistance papers to address the needs ot
communrties ostablisima school-age hild care
programs Those papers discuss the magor stops
that shodd be taken and otter practical suy-
gestoms on how to develop quality programs
FLuchpaper providesa beganmeg pomt tor mdi-
viduals and con.nuoty aroups planning neu
programs

ERIC
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Conducting a Needs
Assessment for
School-Age Child Care

School-age child care programs provide
child care tor elementary and middle school
children  ing the hours when parents
are at work and schoo! 15 not 1s session
This technical assistance paper will outhne
several approaches tor conductimg aneeds
assessment  Each approach has its ad-
vantages and disadvantages. and by itselt

mav not provide acomplete assessment of

community need  Therefore, where pos-
stble, those plannimg a program should
consider using more than ane method, in
order toehlam acomprehensine and accu-
rate determimation of need

What Is a Needs Assessment?

A needsassessment for school-age child
care Is a plannma activaty designed to
aotermme the child care needs i)fL‘IIIILlIL'l‘.
attendimg kinderearten through eighth
grade durmgnonschoolhours and to “issess
the extent towhieh existing programs meet
the e needs A needs assessment shonld
provide answers to these basie guestions

I Towhat extentis there a need tor
school-age child care program?

2 What existing programs and re-
sourees are now providing services
to school-age cnldren

S5 What are the gaps between needed

services ard evisting programs?

Who Should Conduct a Needs
Assessment?

Asdeseribed mthe technical assistance
paper. "Develispmg a & hool-A\ge Program.”
asteerng committee should be tormed to
oversee the proossoneeded to plan and

Tt

mmplement a program - As such. this com-
mittee should detine the poals ot the needs
assessment, identity the tvpes of informa-
tion yequired, and the methods that will
be used to obtam that micrmation

While the steanng commuttee should
oversed the needs assessment, it may want
torecrut othersto help canv out the octual
worlkk  Several Iecal vesovrees could be
contacted tor assistance One or more of
the followmg groups mav be willing to
tahe responsibility for some aspect of the
assessment or mav be willing to conduct
or co-sponsan the needs assessment

— Local and regronal plannimg councils

— Youth burc s

— Newghborhood assocations

— Civic groups (e g League of Women
\oters)

— Chiid care councils

— Umted Wav

— Uninarsities and colleges

— ity and county governments

— Chambers of Commeree

— School distrcts

— Community action programs

- PTA

What Information Is Already
Available?

Betore proceedimg with a needs assess
ment at s important to review available
documentsto see itanvotthe imtmmation
requined has beenpreviou b collected. In
some cases, much ot the ntormation heing
sought mav have been wollected by an
Ageney, community service group, or plan-
nimmg organization




It 1s also mportant t9 review commu-
mtv plans that wdentify ocal needs and
prionties. such as the Consolidated Scr-
ces Plun and the Comprehensire Youth
Services Plan, which are prepared by and
are avatlable at the Jocad soual senices
district and the counte vouth bureau.
respectively These documents otten pro-
vide statisties and other valuable infor-
mation that mav be usetul 1y the planning

process United Wav, local plannimg coun-
cibs. and munierpal and county plannimg
departments should also be contacted tor
relevant mtormation

How Can Information Be
Collected?

There are many ditterent methods ot
collectmg mtormat. ,m fo1 4 needs aesess-

ment Relevant intormation can be
pathared from amvalable data, hev itor-
mants, community torumes and parent
sunavs Eechotthese methods s discussed,
hasic steps are noted. and the advantages
and disadvantages of cach are noted Using
more than one method will provide -
tormation from difterent sources and may
enhance the accuracy of the needs assess-
ment

Use of
Available Data

In additior to nformation obtained
from local commumity and planning
agencies, data indicating need are often
avatable. The use of available data invohves
the collection of deseriptive data from
pubhished resources Deseriptive data. such
as the number of working parents with
children ages 5-14, and the number ot
children ages 3-14. can provide general
indicators of the need for school age child
care  The steps involved i the use of
available data approach are

1 Define the tvpes of information
needed and adentify indicators of
need

2. Kentify pubhshed sources of infor-
mation.

3. Compile the data ito a general
profile oy community need and target
the population of greatest need

General demogrinhic data are available
by geographic arca including Standard
Metropolitan Statistical Areas, census tracts.
counties. and other minor civit subdivi-
stons through the current edition of the
U'S Census of Population and Housing

The tollowig topes of relevant nitornia-
tion are availlable

— Number ot children under I8,

— Number of children by age group,

— Numberot singte parents with children
under 18,

— Number of single parents i the work-
force (male and temale),

— Numberof married women m the work-
tore ¢, and

— Income charactenstics

Census and related information 1s avail-
able at pubhe hbraries and trom the New
York State Departmentot Commerce, State
Data Center at the following address
Department of Commoree
One Commeree Plaza
Albany. New York 12245
Tel (518) 4747532

The tollowing educattonal datate g . en-
rollment intormation) are asatlable from
the State Education Department

— Total district enrollment.
— Enrollment by school, and
— School enrollment by grade

This information can be obtained by
writing to the following address

htormation Center on Education
Room 385 £BA

Albany vew York 12234
Telephone (3181 474-8716

The Tocal school district can also be
contacted to request refevant data,

Advantages and Disadvantages of
the Use of Available Data

ADVANTAGES
® Data are readily aceessible
® L.ow cost
0 Provides wundation
to build other assessments

DISADVANTAGES
@ Data provides indirect
measure of need tor child care
® No nformation collected
from potential consumers

Key Informant
Approach

The key informant approach is based
on gathering information from those people
in the community who are in a posttion to
know the service patterns and the needs of
the community. Knowledgeable indvid-
uals should be contacted from local g w-
ernment, public schools (e.g.. superinten
dent, teachers, and social workers). parent
groups (e.g., PTAs). youth agencies. child
care centers, departments of social ser-
vices, youth bureaus, and churches. Public
health nurses. police. and familv court

ERIC
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Judges can also provide valuable mforma-
tion These community experts should be
selected on therr ability to identify existing
school-agie child care services, related after-
school services (e.g . recreation programs),
and the degree to which these services are
utihzed.

The steps involved m the ke imformant
approach are;

1. Identify the type of information needed
This should include factors which attect
program attendance and utihzation,
such as available program locations,
transportation, shding fee scales. and
chgibility requirements

12

2 bevelop a questionnaire or imterview
mstrument that will vield necessary
information,

Identife and select people in the com-
munity who can provide the informa-
tion

oo

4 Gather the intormation,  Interviews
can be conducted by telephone, by
written questionnaire, or in person.
Usualle, however, kev informant surveys
areconducted m face-to-face interviews
because such interviews enable re-
spondents to claborate more tully,

5 Analyze the ntormation summarnizing
evsting school-age child care programs




and related after school services, thery
utihzation, factors affecting utilization,
and impressions of need.

6. Setupameetingtobring togethorkev
people after the intormation has becn
analyzed and assemided te discuss
fir. ‘ings and generate solutions

Advantages and Disadvantages of
Key Informant Approach

ADVANTAGES

® Relatrvely simple and inev-
pensive to carrny out

® Allows mnput fen. Bifferent
indmiduals with different
perspectes

S A summary meeting can
encourage broad discussion
of need and serviees and
generate enthusiasm for action

DISADVANTAGES

® Based on perception ot need
rather than documented need

® May not represent an
accurate appraisal of needs

& jov individuals mav not be
aware of community needs with
which they have no contact

® Patential bias toward
particuvlar programs with,
wh *h informant works or
15 kn wledgeable

Community Forum

A community forum 1s a method of
assessing needs through a series of public
meetings. Residents are invited to these
maetings to express their behefs © out
needs and services in their community, A
public forum o public hearing is most
appropriate if the steering committee wants
to use public opiton to give publicity and
support to efforts directed at identifving
needs,

In orderto stimulate community aware-
ness anu to encourage broad community
participation. 1t 1s helpful to seek the
involvement of community leaders A
variety of strategies exist to promote the
participation of commumty leadership.
including having he forum sponsored by
an established and reputabl: agency. or
having the forum chaired bv a well-known
community figure. Thestepsinvolvedina
community forum are:

. Definethe type of information needed
and design the structure of the forum
to meet this goal. Identify questions
and issues to be discussed at the forum,

2. Set up: ‘orum or a seres of forums
whichwould be convenientand acees-
sible toa broad range of people. Large
meetings are . ften not conducive to
communication and interchange, so a
seriesof smallmeetings may be prefer-
able.

3. Provide extensive publicity through
media. newspapers, leaflets, posters,
and sometimes mass maitgs, in ad-

dition to personal telepnone calls. The
results of the forum will be more
credible if 1t s well attended and rep-
resentative of the community

4. Designate aspecific time hmit (e.8., 5
to 10 minutes) tor each person if the
forum 1s a public heanng.

5 Developaspectt. :agenda and an asso-

clated process if the forum 1s conducted
asanopenmeeting Aplanned agenda

and group process will ensure the fullest
participation of people and promote
an orderly meeting which focuses on
the issues that need to be addressed.
Summanz2 mformation and finahize
ma report

= o

Advantages and Disadvantages of
Coramunity Forum

ADVANTAGES

® [ncvpensive to conduct

® Allows citizen vor-
trcipation from diverse
segments of the community

® Provides a mechanism t)
identify interested ity
zens who will continue
workimg on the project
and 1 lentifies potential
consumers ot the senvice

DISADVANTAGES

® Provides incomplete per-
ception of needs due to
partial representation
of the community

® May haghten expectations
ot group or community
unrcalistic manner

® Provides impiessionistic
information which is not
amenable to systematic
analvsis

® intormation may not be
accurate or representative of real
needs

@ ‘Timc consuming to organize

Q
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Su. rey Approach

The survey appreach refers to data

collection from a sample or entire pop-
ulation using an interview mstrument ora
questionnatre. Thisapproach 1s based on

the

premuse that the needs of tamilies can

best be assessed by asking them directh
A sample parent survey 1s attached and
may serve as a guideline tor community
groups.

It

1simportant to enlist the cooperation

ofolnerorganmizations and agencies hetore
beginninga survey Schools, i particular,

can
legl

provide guidance and support. and
timize the efforts to collect intorma-

tion from parents. The steps mvolved m

the
1.

3.

survey approach are:

Identify the type of information needed

and the popularonto be surveved (v 8.

parents of chiluren aged 5-13)

Design the questionnarre {Secsample

sunvey atwached.)

& Questions shoaltd be clearly stated
and lmited only to those that will
vield necessary information  In
designing questions, consideration
of how data will be analvzed and
uced 15 important.

b Questions may bhe either open-
ended. for which the response 1s
not restricted cr fived alternative,
forwhichan answerischose rom
alimtted number of choces. Fived
alternative questions are easier to
categonze and analyze, but do not
permit as complete 2 response as
open-ended questions. In devel-
oping fised alternative guestions,
choices should be clear and melude
alt possiilities with no overlap ot
answers An“other” category with
space to write specific responses
may provide additional useful in-
formation

¢ Specific questions must be included
to distingmish among those par-
ents who have general interest.
those who have particular needs.
and thosewhoare expressly withng
to use and pay for the service.

Select the sample.

The most accurate method s to ask
every individual in the defined pop-
ulation. For school-age child care
programs, this would involve a sunvey
of all parents of school-age children
Such an approach may not be feasible
given hmited resources,

If you cannot survey every family in a
defined geographicarea. then it would
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he nece sanv toselect arepresentative
sample  Selection of a saniple that
accurately represents the tota! pop-
ulation s a most important and dit-
ficult task and may require consultation
wiht someone who has eapertise i
rescarch methods  Such persons can
otten be tound at community colleges
or universities

A common strategy 18 to divect a par-
ent survey to the parents of st one
clementany school  However, needs
trom one school do not necessarily
peneraln e to all schools in the distnet

Conduct the surver

a  Determime the inethed of sunev
admimistration based on available
resources and the gquantity and
guality of responses desired  The
various methods of survey adnuin-
istration are descrnibed below,

— Pe sonto-person iterviews
have a high response rate and
provide an opportunity for clar-
e tiomof questions and ¢ ey
resfonses This method 15 ex-
pensive and tepically s based
on a smaller sample Further,
1t tends to be labor intensive,
and m arcas with many non-
English speaking families, bi-
Iingual interviewers will be
required

— Telephone mtenviews are rel-
atively mexpensive but requare
a coordimated group of volun-
teersorstatt: The response rate
15 high but may have an mherent
bias  Forexample, it would be
mmpossible to contact low -
come famihies who do not have
telephones in ther homes Eve-
ning calls will be necessany to
reach working parents As with
face-to-face mterviews, bilmgual
mterviewers would be necessany
10 areas of non-kEnglish speak-
g families

— Mal-out questionnanes  are
among the most ethicient meth-
odsof sunveving tamilies With
relatively little labor, it 15 pos-
sible to reach a larpe number
of pecoplc. However, the 1e-
sponse rate tends to be low and
maihing costs may be expensive
The response rate can be n-
creased by enclosing a seif-
addressed envelope, by tollow-
up calls to respondents. or by
sending posteards to remind
them to return questionnaires

A

N

B 4
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- Questonnaires . handed o
hilden o schools s o rela-
tivelv mespensive wacthed and
Iy the most common medhanism
use bin assessing the need tor
spe e sdhiool-age programs.,
Heavever. the retwrn rate i< otlen
dependent on the mterest leved
ot the prmeipal and teachers.

a the rehabahity ot children
ingivmgquestionnaires to par-
ents

b Prcade extensive publicity prior
to distributing a questionnaire or
setting up interviews. Parentsare
more likely to respond to a survey
it they have heard about 1t pre-
vtousty and 1t appears credible,

A cover letter explatning the pur
pose of the study, who to contact
with guestions, and signed by a
prominent citizen, school offrcial,
or community leader should ac-
company the sunvey  The letter
should clearly mdicate that a pro-
gram 1s not presently operating
and that the information being
gathered will be used to plan a
program, onlyif there 1s anappar-
ent need A form should be at-
tached to the cover letter for par-
ents to indicate ther interest in
planning the program or for re-
ceving informatton in the future
Such a torm should be separate
from the survey and should request
the parent’s name. address. and
telephone number

\nalvze the data

This 1s primanly a process of computing
results which will deteymime to what
eatent there s a need tor school-age
child care. The most basie form of
data analvsisis simple counting ot the
responses to cach questi n. The least
technical way to prepare data for anal-
wsis s the use of tally sheets which are
set up »o that cach question s histed
with alternative responses Each gues-
trion s manuoalhy talhed and the totals
summed  Open-ended gquestions will
have to be categorized and coded before
tabulating results,

H more sophisticated dataanalvses are
required, then it mav entail the use of
acomputer A computer makes it rel-
atively casy to carry out computations
I a more systematic manner. The
use of a computer will require that
data be coded and mechanically en-
tered into the computer svstem [ the
analysis ot data requires complex sta-



tistical computations. it mav be nee-
essanv to reter toa statistics hook or to
consult with a professional with exper-
tise in thisarea.

6 Summarize and present the indimgs
to the communmity

Advantages and Disadvantages of
Survey Approach

ADVANTAGES
©® Provides the most reliahle
and valid information about
mdmidual nieeds when care-
fully designed and conducted
® D covides specitic mtormation
for program development

DISADVANTAGES
® Inolves more work and
expense than other methods
® Hiepends on the coopera-
tron of people to supply
mtormation and return
questionnane

Summary of Four
Methods for
Collection of
Information

Four methods have been discussed
forassessing the need for school-age child
care. Each method can be used separately
or in combination with other nethods

® A generalized prcture of community
need can be obtained from published
resources (Use of Avanlable Data)

o Impressions of utilization of existing
programs and impressions of the gen-
eral need for school-age child care can
be obtained from service providers and
key community Toauers (Key Intormant
Approach).

® Impressions of progrem use and the
need for child care can be gathered
from the public at large in open com-
munity meetings (Community Forums)

® Specattic intormation can be gathered
directly from parents regarding ther
current child care needs (Parent Sur-
vey),

It 18 recommended that community
groups make use of as many different
methodsas possitle in an effort to gather
comprehensive information regarding the
need for school-age child care.

How Should the Findings of a
Needs Assessment Be Used?

Regardless of the method(s) used. the
data from different sources should he
analyzed. interpreted. and presented m a
summary fashion with recommendations
to key persons and droups in the com-
munity. The findings should document
unmet needs. This needs assessment
should clarify the problems of a commu-
nihi. define the population in need, and

suggest directions to tollow 1in creating
solutions.

The profile of need will vary from one
community to another as will the possible
solutiops, X community may discover that
there are unmet needs and underused
resources  This may indicate a need to
publicize programs. to broaden ehgibility
criteria for existing programs. or to provide
transportation senvices to make programs
more accessible. Another community mav
discover that services are msufficient to
meet the needs for school-age child care,
thereby suggesting that a new program
should be developed  In cach case, the
needs assessment 1s an important mech-
anism for indicating an appropriate course
of action

A needs assessment can be an impor-
tant means for broadening support for a
program mn the community and for bringing
additional people into the planning procese.
The actual documentation of unmet needs
will answer possible opposttion, provide
data for tunding requests, and supply nee-
essary mformation for the program de-
stgn and schedule of operation The
steermg committee o erseeing the needs
assessment should be responsible for the
implementation of the recommendations
and should move forward with an action
plan to meet the child care needs of school-
age children in the community

Indrviduals involved in planning pro-
grams should contact knowledgeable people
who have already established programs to
learn from thewr experiences Fora hist of
available papers and the name of programs
and resouree peonle in vour arca, please
contact the School-Age Child Care Project
at the New York State Councilon Children
and Families, Mavor Erastus Cornmng
Tower, 2ath Floor, Empire State Plaza.
Albany, New York 12223,(318) 474-6293

Listed below ai e several 1esources and
references that may provide additional in-
formation on the topic of conducting a

needs assessment for school-age child care,

Babbie, I (1979 The Practice of Socal
Research, 2nd Edition. Belmont, Cal-
iforntas Wads worth Publishing Com-
pany, In¢

Baden, R. “enser. AL Levine, J & Seligson,
M 1982y, School-Age Child Care: An
Ictton  Manual. Boston:  Auburn
House Publishing Company.

Center for Social Research and Develop-
ment (1974) Analysis and Synthesis of
Needs Assessment Researchin the Field
of Human Services. benver, Colorado,
Denver Research Institute, University
of Denver

Epstem, I & Trpodr, T.(1977) Research
Technigues for Program  Planning.
Vonttormg, und Eraliating NewYork:
Columbia University Press,

Hargreaves, W AMttkisson CoSiegel, L. &
Mclntvre, M (1974 Resource Ma-
teriuls for Community Mental Health
Program FEvaluation.  Part 1l Needs
Issessment and Planning - San Fran-
civeo, Califorma: - National Institute of
Mental Health,

Hendon, K Crace. ) Adams, DL & Strupp,
A 9770 Tue Aiter School Day Care
Handbook: How To Start An Aftes
School — Program — for School-Age
Children. Madisen, Wisconsin: - Com-
muntty Coordmated Child Care.

Kimmel, W (1977)  Nevds . Assessment:
V Critical Perspectire Washimgton,
DC:  Oftice of Program Svstems, De-
partment of Health, Education, and
Welfare

Smith. G (1962) A Simplified Guude to
Statistics tor Psychology and Educa-
tion, 3rd Edition New York, New York:
Holt, Rinchart, and Winston, Inc

Warhait, G Bell, R & Schwab, J (1977)
Needs  Assessment Approuches. Con-
cepts and Methods  Rockeille, Mary-
land-  National Institute of Mental
Health
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This technical assistance paper 1s sopperted by funds granted to the Council’s School.- \ge Child Cuare Project by the Divesion ot
Criminal Justice Services anz Sw United States Department of Health and Human Services

The Council’s School-Age Child Care Project, as well as the production of this toc hntcal assistance paper. s under the direction of
Fred Meservey  The principal author is Mabel e,

For further information. contact;

The NYS Council on Children and Families
(518) 474-6293
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Pcrent Survey

School-age chila care programs provide child

care for elementary and middle school children
during the hours when parents are at work and
school is not in session. This parent survey will
assess the need for school-age child care in our
school.

Please fill out one questionnaire for your childiren)

attending

school.

How many children do vou have in this school
who need care before or after school?

Would you send your child(ren) to a super-
vised school-aged child care program if such
a program was started?

O Yes O Maybe 0O No

If ves or maybe. continue; if no. stop here.
For every child that you would send to a

school-age child care program. check the
grade(s).

o K o 3 O 6
o 1 O 4 a 7
a 2 o 5 O 8

When would care be needed? (Check all that
apply.)

0 Before School [ School Vacations

O After School O Summer
O School O Before of After
Holidays Kindergarten

If you need child care cefore school, how
early would you need it?

O06:30am. O 7:30am. O 8:30 a.m.
0 7:00a.m. O 8:00am.

If you need child care after school, how lzte
do you need care?

O 4:30p.m. 0530 pm. O 6:30 p.m.
0 5:00 p.m. O 6:00 p.m.

‘.

9.

Of the following activities, please check five
that you feel would be most important for
vour child to participate in.

O Sports & Phy- 00 Leisure Read-

sical Play ing & Library
Activities

0 Drama O Creative

O Homework Writing

O Creative Activ- & Tutoring
ity (e.g.. art) 0 Dance & Move-
oo ment

L Music O Exploration

O Free Play Activities

O g()tr)sftructi()n S E:?é‘:r:;;ps
civity Socialization

J Cooking 0 Other

Do any of vour children whom you would
consider enrolling in a school-age child care
program have special needs (¢.g., visually
handicapped, hearing impaired. physically
handicapped)?

O Yes O No

Please indicate

Collection of parent fees will be necessary to
provide funds for a school-age program. Please
indicate the amount you are wiiling to pay
weekly per child.

00 wunder$15 O $30-$34
O $15-%19 O $35-$39
O $20-$%24 O $40-$45
O $25-$29 O over $45




NEW YORK STATE COUNCIL ON CHILDREN & FAMILIES -~

Technical Assistance Paper No. 4

GERALD C CRCTTY, Chair

School-Age Child Care
Technical Assistance Paper

MARIO M. CUOMO, Governor

MATILDA CUOMO, Honorary Chair

JOSEPH J COCOZZA, Executive Director

MAY 1987

Throughout New York State  signiftcant
changes are orcurrme i tanuly bte  In par-
trcular, there isan mcreasing numberofuworhing
parents with school-age children and an -
creasimg number of sigle parents  One ot the
consequences accompanymg these changes i
the large number of chuldren mi noed of sc hool-
age child care when school 1s not m session

When chidd care for school-age childron i
unavailable, parents who must work are torced
to leare therr children unattended 1t i esti-
mated that betweeen 100000 - 300,000 such
children m New York State are unsuperrised
for several hours cach day

In response to thes problem, the State of New
York has undertaken a number of imtiatives to
encouraqe the development ot school-age child
care programs Durig 1984, the Legestature
enacted a bl which authonzed a funding
program to support the start-up of new school-
age chid care programs This bl aas signed
hy Goremor Cuomo m luly ot that yecr

is part of the states cttort the Neu York
State Conncrl on Children ond Famrlios has
coordmated an miteragency poject, Schoo!
Age Chldd Care, m comunction wath the De-
partnient ot Social Services, Dioston tor Youth
and State Education Department, and supported
by the Dirosun of Crimmal Tustice Sert rces
The purpose ot this project s o assist com-
munties in starting and operating school-age
child care programs

Plannmy and implementing a new se heol-
age chid care progre m meolves a series ot
complevitosks R cosand mformation are
oftcn necded to facibtate, suppert, and promote
the decelopment of such programs

The Council s developuang a series ot tech-
nical assistance papers to address the needs ot
communities establishing school-age « uld care
programs  These pupers discuss the major steps
that should be taken and ofte: practical suy-
gestions on how to derelop qual ty programs
Euach paper provides a beqinniig pomt tor
mdividuals and communuty groups plunning
new programs
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Legal Options for
Establishing a
School-Age Child
Care Program

School-age child care programs provide
child care for elementary and middle schoot
children during the hours when parents
are at work and schoot 1s not in session.
This technical assistance paper describes
the legal options available to school-age
child care programs in regard to 1ssues of
incorporation and profit not-for-profit
status

This paper will present tegat options for
programs in other than a home setting
The New York State Department of Social
Services regulations for family dav care or
group family da . care may apply to care
provided in the home setting depending
on the number of children served. the hours
ef operation and the location of the pro-
sram

One of the mayor decisions facing groups
interested 1in starting a school-age child
care program relates to the fegal status of
suchaprogram .. particular. a group must
decide from the avanlable options whether
te mcorporate or not, whether to choose

[
€))

profit or not-for-profit status, and whether
to affihate with an exntimg agency o
establishanewone In general, the options
are

® atfihiation «ith an enisting ageney
® tormation of a not-for-profit agency
® tormation of a for-profit corporation

® ¢dtabhishment of an unimcorporated
structure

Depending on the nature of the com-
munity and the persons mvolved in creating
the program. any of the structures discussed
may be possible tor a school-age child care
program  However, in most cases., school-
age child care programs are not estab-
ished to make a profit  As such. they
ustally are affibated with an easting not-
for-protit organization orcreated asa new
not-for-profit corporation It s useful to
contact existing school-age child care
programs and to seek the guidance of g
fawver in choosg an option best suited
to vour specific program




Affiliation With an
Existing Agency

The first optien a group mav choose 18
to become affihated with an existing agene s
An existing agency whose corporate pur-
poses., as stated m s certiticate of incor-
poration. are sutficientlv broad to include
child care. may agree to add the admin-
istration of a school-age child care program
tc 1ts present tunctions  Organizations
such as YWCASN, YMCAS, Bovs Clubs, Grrls
Clubs, day care centers. schools. or com-
munity centersare often willing to sponsor
school-age child care programs  Although
school-age child care programs could affil-
1ate with erther for profit or not-for-profit
corporations, thev are typscally associated
with not-for-profit agencies.

Affiliation With an
Existing Agency

ADVANTAGES

@ Sponsorship by an existing ageney
will charmate the time, cherg,
and work imvolved with incorpo-
rating a new agency

® \n evistimgagency mav be able to
otfer in-kind support to the pro-
gram m shared resources such as
overhiead expenses. staft trannmg,
space, and equipment. and 1soften
capable of attracting unds tor the
program

® The benefits of a not-for-profit
corporation would alveady be pro-
vided by an existing not-for-protit
ageney (See advantages ot a not-
for-profit corporation in the fol-
lowing section.)

DISADVANTAGES

® The school-age child care program
mav have to modity its goals to
reflect the mission or goals of the
enisting ageney

® The orginal group imterested in
school-age child care mav no
longer be mvohed m program
decisions

Formation of
Not-for-Profit
Corporations

The second alternative 1s to form a new
entity and incorporate. Most groups choos-
ing this option incorporate thewr program
as a not-for-profit corporation A not-for-
profit corporation 1s a legal entity ded-
icated to public sevvice in whien no idi-
vidual member or group can benefit finan-
crallv frem the program operation There-
fore, anv income generated from such a
program must be used only to support the
defined purpose of the corporation for such
expenses as salaries, supphes. cquipment.
or scholarships.

To establish a not-tor-profit corporation,
acertificate of incorporztion must be tiled
with the New York State Secretary of State
A certificate of incorporation defines the
purpose of the not-for-profit corporation
and 1ts powers under state law  The
incorporation of a schooj-age child care
program as a not-for-profit agency involves
a series of legal steps which are discussed
in a separate paper

A not-for-profit corporation 1s governed
by a board of directors. While servingas a
board member entails substantial respon-
sibilities, the comporation has a legal exist-
ence separate from the individual members
ofthe board, and the structure of this cor-
poration provides mited personal liabil-
ity for these individuals.
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Not-for-Profit Corporations

ADVANTAGES

® A not-for-profit corporition is otten
chgible tor government funds
which miav not be available to other
entitres and 18 more hkelv to re-
ceve charttable contributionsthan
other entities

® [ndniduals are not hable tor fi-
nancial obligations of the corpo-
ration except an cases of traud.
misconduct, or nonpavment of
withholdmg taes

® [ncorporation provides a structure
and untform setof rules foropera-
tion through the mcorporation cer-
titicate and the bylaws

® incorporation provides financial
credibility for conducting business
with banks and vendors and tor
obtainmg credit

DISADVANTAGES

® A significant amount of ime and
energy must be directed to the
compley process of incorporating

® [iforts must be directed todevelop
relationships with evsting com-
munitv and fundmmg agencies

l(\
\
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Fonnation of
For-Profit
Corporations

While most programs that choose to
incorporate do so as not-for-profit corpo-
rations, another possible option s ¢
incorporate with a for-profit status A tor-
profitcorporation 1s a legal entity composed
of sharcholders. Acertificate of incorpora-
tion 1s prepared and filed with the New
York State Secretary of State. This cer-
tificate defines the nights and duties ot the
corporation under the state law, The basic
premise of a profit corporation s that the
profits of the corporation are divided among
the shareholders

The structure of the corporation provides
a legal existence separate from individual
shareholders and provides imited personal
lability for these individuals. Sharchold-
ers can transfer their shares by gift or sale
without affecting the life of the corporation

For-Profit Corporations

ADVANTAGES

® Individuals are not hable for ti-
nancial obligations ot the corpo-
ration except 1 cases ot fraud.
misconduct, or nonpavment ot
withholding taxes

©® [ncorporation provides astructuie
and unitormset of vules tor opera-
tion through the incorporation cer-
tificate and the bylaws.

® [ncorporation provides timancial
credibility for conducting busiess
with banks and vendors and for
obtaming credit

® Profits gamed from program op-
crationcan be distributed to share-
holders

DISADVANTAGES

@ Such corporations must pav tases
on profits and are not ehigible jor
tederal tav-exempt status

@ i1ling fees tor mcorporation are
more expensive than for not-tor-
protit corporations

® For-profit corporations are less
likelv to receve chartable dona-
tions and in-hind contributions
such as donated program space

® For-profit corporations may be
mchigible for pubhce funds

Stmlar to not-for-profit corporations, a
board of directors 18 legally responsible
for the operation of a tor-profit corpora-
tion  The timanucial status of a for-profit

corporation must he reported quarterly
and annual tax returns are required by the
state and tederal governments

Establishment of
Unincorporated
Struchures

Another passible option includes a varety
of unincorporated structures tor school-
age child care programs. Thesestructures
include a business operated by one person,
partnership arrangements, and an unin-
corporated organized group. While these
structures are casier to form. persons
operating under unincorporated structures
are vulnerable to personal habihty in fi-
nancial and legal arcas. Each arrange-
ment will be defined and the edvantages
and disadvantages listed together,

Sole proprietorship refers to a business
which 1s owned by one person New York
State Genceral Business Law requires that
the name ofan organization be registered
with the clerk of cach county in which
business is conducted This document,
entitled “The True Name Certificate.”
specifies who 1s the owner of the busmess
in the event any dispute arrses such as
nonpaymentof a bill orasuit involving an
injury.

A general partnership refers to two or
more individuals associated for reasons of
running a business based on equality for
each party. Ina general partnership, there

©Q responsibility forall debts A True

Unincorporated Structures

ADVANTAGES

® ['nincorporated structures are
casier to form

® A minimum of paper work and
governmental procedures are -
volvedwithunincorporated struc-
tures

@ Thereare fow defimed procedures
and rules for operation, allowing
flevibihity and conventence m de-
cision-making

@ Tax torms are filled out to reflect
indnidual income, simphifying h-
nanctal reporting,

DISADVANTAGES

® [ndmiduals associated witn these
structures are persondlly hable for
debts of the program

® These structures are less likely to
1eceive cheritable donations and
are not chg ble for tax-exempt
status

® Certam public funds are not avail-
able to such groups and idii-
duals

@ An wnncorporated structure 1s
less credible m legal or busimess
affars Banks, vendors, and land-
lords may be less willing to deal
with or extend eredit to an unin-
corporated structure

Name Certiticate must be filed with the
county cerk mn cach county where this
partnership conducts busiess,

A limated partnership involves at Teast
one general partner and at least one im-
ited partner. A lmited partner 1s 1espon-
sible fordebts and other obligations to the
extent of the onginal contribution of assets
For the general partner i this arrange-
ment, there 1s no himit to his or her re-

sponsthihity tor debts, A Limited Partner-
ship Certificate needs to be filed with the
county clerk m cach county where bus-
mess is conducted

Adefined and wrtten partnership agree-
ment 15 desirable although not legally
required for both general and hmited part-
nerships This agreement should address
profits and losses, caprtal contributed, re-
sponsibility. bookkeeping methods, and
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the terms of dissolution or transfer of the
partnership. Inalimited partnership.itis
advisable to draw up a legal partnership
agrcement and then fill out the Limited
Partnership Certificate to reflect ths
agreement.

Unincorporated Association refers to an
organized group with a common goal Ttis
not a legal entity and has no legat existence
apart from 1ts members  The group 1s
required to register its name in cach county
where business s conducted

For More Information

Indmiduals mvolved in planning pro-
grams should obtam resource matenals
and contact hnealedgeable people who
have alveady estabhished programs to learn
trom ther eaperiences For a list of avail-
able technical assistance papers and the
names ot programs and resource people
n your area. please contact the School-
Age Child Care Project at the New York
State Council on Chiddren and Fanuhes.,
Mavor Erastus Cornmg 2nd Tower. 28th
Floor. Empire State Plaza, Albany, New
York 12223.(518) 4746293

Listed below are several resources that
mav provide additional imtormation on the
topic ot appropitate legal structures tora
school-age chuld care program

Baden., R, Genser, Al Levine, J . and
seligson, M (1982) School-Age Child
Care  1n Jdction Manual. Boston.
Auburn House

Council ot New York Law Associates Vol
uateer Lawvess tor the Arts and Com-
munity Law Otfices. (1978) The New
York Not-For-Profit Orgamzation Man-
ual New York Author.

Kotin, L. Crabtree. R, and A aan, WL
(1981) Legal Handbook for Day Care
Centers - Washington, DC US. De-
partment of Health and Human Senvices.

information.

For further information contact.

The NYS Council on Children and Families
(518)474-6293

This technical assi-tance paper is supported by funds granted to the Council’s School-Age Child Care Project by the
Division of Crimunal Justice Services and the Unuted States Department of Health aad Hueman Services

The Council’s School-Age Chald Care Project. as well s the produc tion of this technical assistance paper. is under the
direction of Fred Meservey. The principal author ts Vabel Leon

Robert Frawley and Frank Bogardus of the NYS Council on Children and Famulios assisted i the development of these
materials. Clerical and staff support were contributed by Lisa Morin. Pat Dotterer, and Karen Charis

In addution, we wonld like to acknowledge the assistance of the mteragency team composed of stalf from DSS. SED,
DFY. and DCIS. Wewould also like to ¢xpress our apprecation to the staffof the Internal Rerenue Serrice. New York
State Departmen of Labor. and the New York State Department of Taxation and Financee for then reriew of the
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Throughout New York State, significant
changes are occurring n tamuly e In par-
ticular, there ts an imcreasing numbe ot working
parents with school »ge cluldren ind an -
creasing number of smgle parents One ot the
conseqriences accompanying these changes is
the lurge number ot children in need of school-
age child care when school s not i sesaon

IWhen chidd care tor school-age hldren s
unavatluble. parents who mustivork are torced
to leare thewr children unattended 1t s este-
mated that betireen 100,000 - 300 000 such
children in New York State ave unsupervised
for sereral hours cach day

In response to this problem the State ot Newr
York has undertaken a number ot inttiatin s to
encourage > derelopment ot school-age child
care programs  During 1984, the Legishature
enacted ¢ bl which anthorized a tundmyg
program to support the start-u, ot new school-
age child care programs This bl iwas signed
by Gorernmor Cuomao i July ot that year

As part ot the states ettort the Neu York
Stete Council on Children and Fan thes has
coordmated an mteragency project. School-
Age Chdd Care, in comgunction with the De-
partment ot Socal Services, Dwiston tor Youth
and State Education Department, and supported
by the Dwiston of Crimuncel Justice Scriices
The purpose ot this project is to assist comme
mities i starting and operating school-age <hild
care programs

Planning and implementing a new school-
age chid care program mrolves a series ot
complex tasks Resources and imtormation are
often needed to tacilitate, support, and promaote
the derelopment ot such programs

The Councid i~ developing a series ot tech-
nical ussistance papers to address the needs ot
communities establishing school-age child care
programs These papers discuss the major steps
that shouv'd be taken and otfer practical suy-
gestions on how to derelop quality programs
Each paper provides a beginmg pomt tor indr-
""“"Cl"‘ nd communitit groups planming new
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Incorporating a
School-Age Child Care
Programas a
Not-For-Profit Agency

School-age child care programs provide
child care for elementary and middle school
children during the hours when parents
are at work and school 1s not 1 session.
This technical assistance paper outhnes
the process of mcorporation and provides
guidehnes for the incorporacon of a school-
age child care pro.gram in New York State.
A sample Certificate of Incorporation as
well as a hist of Department of Social Ser-
vices Regronal Familv and Children s Ser-
vices Offices are attached

While this paper 1s designed to assist
community greups through the mcorpo-
ration process. it 15 advisable to recruit an
attorney to oversee the process and sene
on the steerin commuttee  Further, an
ample arrount of time should be allotted
for this process, In addition, it 1s useful to
contact other mcorporated school-age child
care programs for thewr guidance

What Steps Should Be Taken
Prior toFiling fo: Incorporation?

1. Name the Corporation - Prior to filimg a
Certificate of Incorporation, the selected
name of the corporation must be filed
with the New York State Seeretary of
State to ensure that the name 15 not
already in use  The Divis.on of Cor-
porations ana State Records at the De-
partment of State should be contacted
at (518) 474-6200. [t the name 18
currentlv i use. another name must be
selected. [11t 18 not 1n use. it may be
resenved for a period of o0 days upon
application and pavment of a $10 00
fee. The name reservation mav be ex-
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tended for up to two additional 60-dav
perods,

Determine the Purpose of the Corpo-
ration - The purpose of the corporation
should he defined to include the provi-
ston of child care  In order to achieve
tax-exempt status. the stated purpose
must be consistent with Internal Rev-
enue Service regulations, A separate
technical assistance paper addresses tas-
exempt status,

Establish the Duration of the Corpo-
ration - For school-age child care pro-
grams that will applv for dav care Licen-
sure, the New York State Department of
Social Services reguires that the iitial
duration of the corporatien shall be for
five vears and shall ne. be extended
without prior written approval from the
Department of Social Services For
school-age child care programs that are
not licensed. the duration of the cor-
poration does not need to be mentioned
and its exastence will be perpetaal

Identify the Persons tWho Wil Ac as
the itial Board of Dircctors - The names
and addresses of the mitial board of
dinectors neod 1o he included in the
Certificate of Incorporation This board
exists on an interim basis and will be
responsible for developing belaws for
the corporation After the bylaws arc in
place. an offictal board must be clected
accerding to the selection procedures
established in the bylaws

The Not-for-Profit Corporation Law
requires the board of a corporation to




have a minimum of three directors and,
for licensed programs, the State Depart-
ment of Soctal Services recommends a

nimirum of seven directors. Each
director named on the certiticate must
he at least 18 vears of age.

5 Name of the Incorporators - One or
more persons at least 18 vears of age
will be required to sign the Certificate
of Incerporation. The mcorporators will
need to execute the Certificate of Incor-
poration and will be responsible for cor-
porate activities until a board ot directors
1s selected inaccordance with the bylaws

What Are the Steps in the Incor-
poration Process?

1. Complete the Certiticate of Incomora-
tion - The Certificate of Incorporation
should be completed to reflect the deci-
stons referred to above. A Certificate of
Incorporation form (8534) 1s available
at stationery and legal supply stores.
After the certificate 1s completed. it must
be signed and notarized. A sample Certr-
ficate of Incorporation s attached to
provide a concrete example of a com-
pleted certificate

2.Submit the Certificate of Incorporation
fo the State Department of Social Ser-
rices - Those programs which are re-
quired to be heensed must have therr
certificate approved by the State De-
partment of Social Services to determine
if the requirements of the Not-For-Profit
Corporation .aw are met. In addition,
the program component of the corpo-
ration must be reviewed bv the Regronal
Family and Children’s Senices Office
of the Department.

In order to obtain State Department of
Sccial Services approval, the necessary
documentation should be sent to the
appropnate regional office (sec attached
list) as well as tive Dvision of Legai Affairs
at the following address:

Division of Legal Affairs
State Department of Soctal Services

Albany, New York 12243

This documentation includes: the Cer-
tificate of Incorporation. the address
of the corporation, the names and
addresses of the board members; sup-
porting information relating to the
public need for such service: staff titles.
qualifications, and proposed hours of
work; and a statement that no hoard
member 1s an employee of the corpo-
ration. An application form for approval
of the Incorporation Certificate 1s used
by some Regional Familyand Children’s
@ Services Offices of the State Depart-

E mc‘ment of Social Services.

[

—

Anv groun seeking the approval of a
Certiticate of Incorporatien should take
advantage ot a pre-apphication conter-
cnee oftered by the statt ot the Depart-
ment of Soctal Services Thas usaallv
mvolves a telephone review of material
stiihinitted Quastions regardmg incorpo-
ration can be daritied by contacting the
Division ot Legal Attans, Department ot
Soctal Services at (5184749774

Those programs which are not required
to be licensed do not need an approval
from the State Department ot Social
Services but must request a watver form
this anproval These programs should
request such a wawer directhy trom the
Division of Legal Aftarrs, New York State
Departinent of Social Senvices

Submut the \pproved Certificate of
Incorporation to the Ofthice of the Attor-
ney General - The Certificate of Incor-
poration and the approval or warver from
the Department of Social Services should
be submitted to the Attorney General s
Office at the following address.

State of New York
Department of Law
Justice Building

Albanvy. New York 12224

The Certificate ot Incorporation should
also be sent to the New York State
Supreme Court Justice from the judicial
district 1in which the corporation will
operate For the appropriate address,
call the Count Clerkof the Supreme Court
i vour local telephone directory

The Attorney General has ten davs to
contest the approval  If the Attorney
General dees net object, orif a waiver of
ohjections is 1ssued. the Justice will con-
sider the approval of the Certificate of
Incorporation

Submut Approved Certificate to the Sec-
retary or' State - The onginal Certificate
of Incorperation and attached statements
of approval should be sent with the
current filing fee to the Scerctany of
State at the following address

New York State
Department of State
Corporations Division
155 Washington Avenue
Albary, New York 12230

The current filing fee of $60 00 mus be
included as a certified check. money
order. or attorney’s check  The See-
retary of State will issuc a filing receipt
to be retained by the orgonization 11
censed programs should send a copy ot
this receipt to the State Department ot
Social Services” Regronal Famuly and
Children’s Senice, Supenisor of Day
Care Licensing. P28
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A usetul set ot resource maternals on
mcorporation is avaitable trom the Gttice
of Busmess Perniits and Regulaton Assist-
anee and can be obtamed by writing to

Ottice of Business Permuts and Regulatory
Assistancee

Exceutive DY epantment

State ot New York

Atfred £ Snuth Building

17th Floor

Albanv, New York 12225

For Further Information

Individuals involved in planning pro-

grams should obtain resource material and
contact knowledgeable people who have
already established programs to learn from
thewr expenences, For a list of available
technical assistance papers and the names
ot programs and resource people 1n your
area, please contact the School-Age Child
Care Project at the New York State Council
on Children and “amilies, Mavor Erastus
Corning 2nd Tower. 28th Floor. Empire
State Plaza. Albany, New York 12223,
(518) 474-6293.

Baden, R.. Genser. AL

Listed below are resources that mav

provide additional information on the topic
ot school-age child care,

Levine, 1. and
Sehigson, M (1982) School-Age Child
Care AnAction Manual, Boston' Aubum
House.

Brooklvn In Touch Information Center,

Inc. (1981} Formung and Operating a
Not-for-Profit Organization Brooklyn,
NY: Author

Council of New York Law Associates and

Volunteer Lawvers for the Arts and
Community Law Offices. (1978) The New
York Not-for-Profit Organization
Vanual. New York: Author

Hummel, ). (1981). Starting and Running

a Non-foitl Organization. Minneapolis,
MN. Unrversity of Minnesota Press.

Kotin. L., Crabtree, R., and Aidman. W.

(1981) lLegal Handbook For Day Care
Centers Waskington, DC: U.S Depant-
ment of Health and Human Senvices.

Murray, K (1981) 5011c)3 Tax Exempt

Status and How to Get It. San Francisco,
CA. Child Care Law Project.

YMCA of Greater New York and Council of

New York Law Associates. (1982). The
Legal and Regulatory Affairs Mevual:
A Guide tor New York Not-for-Profit Or-
ganizations. New York: Author.
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@ertificate of Incorporation
of
Defreest Day Care Center

under section 02 of the Not-for-Profit Corporation Law
IT IS HEREBY CERTIFIED THAT:

(1) 7he name of the corporation is the Defreest Day Care Center

(2) The corporation is a corporation as defincd in subparagraph (a)(5) of section 102 (Definitions) of the
Not-for-Profit Corporation Law

llows:

~

(3) The purpose or purposes for which the corporation is formed are as

a. to provide child care to three or more children for three op/mo s per day to
enable parents or guardians to be gainfully employed. Th pm%w include
a varied education and enrichment experience, and enroll t w111\/;/(r);n to the
general public. AN

AN
~
b. the purpose of the corporation shall include the estgblighment operation of
one or nore day care centers as defined by Section 390 of Social Services
Law; provided, however, before each such day car _shall Pe established
and operated, the prio> written approval of the/Depart nt\cf Social Services

shall be obtained.

Cc. in order to obtain the aforementioned purye%ﬁ,he Oo{porauon shall have the
following powers: b

1. to organize, implement and Operate/i\%ldgz rogram;
b

2. to solicat, collect, acceot and otherw Vv bequest. devise, gift, grant,
purchase or otherwise, proper ’& without limitation to amount,
kind or value, and to use, sburse; dopate the income or principal
thereof exclusively for the urp%s her&inbefore stated,

S~

3. to receive assistance f the \Stat /and/or Federal Government, municipalities
or any persons, fimm cor’ t'on/ by contract or otherwise,

4. the Corporation shal(l not the power to provide or perform any health
or medical service on to tige medicine 1 any manner whatsoever as that

term 1s defined by Articleg 44 &f the Public Health Law entitled "Non-Profit
Medical Corporation,' or as-defined by Article 131 of the Education law, and

5. the Corporation shall have the power to do any other act or thing incidental
to or connected with the aforesaid purposes or in advancement thereof, provided,
however, the (Qorporation shall engage in no activity for which the consent or
approval of a duly authorized state or local agency 1s required without having
first obtained the said consent or approval.

6. the Corporation shall not have the power to 1ssuc certificates of stock
or to declare or to pay dividends and shall be operated exclusively for
the purposes enumerated 1n this section.

d. The duration of the power to estublish and operate day care centers shall b
for the period of five vears from the date the cortificate 1s filed 1n the
Office of the Secretary of State and such ducation shall not be extended
without the prior written approval of the Department of Social Services.

The corporation in furtherance of its corporate purposes above set forth, shall have all the powers
enumerated in section 202 of the Not-for-Profit Corporation Law, subject to any limitations provided in
the Not-for-Profit Corporation Law or any other statute of the State of New York. Nothing herein shall
authorize this corporation, directly or indirectly, to engage in, or include among its purposes, any of the
activities mentioned in Not-for-Profit Corporation Law, section 404 ()-(y) (c)-(u)

ERIC 24
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(4) The corporation shall be a Type B corporation pursuant to section 201 of the Not-for-Profit Cor po-
ration Law. (In the case of Type A, B and C corporations set forth the names and addresses of at least 3
initial directors. Type C corporation must set forth the lawful public or quasi-public objective which each
business purpose will achieve.)

The number of directors of the Corporation shall be not less than three.
The names and addresses of the initial directors of the (brporation until
the first annual meeting are:

Leon Meservey, 121 Old Post Road, West Sand Lake, New York 12145
Dean Doolittle, RD #1, Averill Park, New York 12145
Barbara Aman, Best luther Road, North Greenbush, New York 12115

Each of the subscribers hereto is of the age oI eighteen years or over and
each person named as Director is of . o age of eighteen years or over.

VAN
. V4
.
\\

/

/ \ .

//\\
\ \

(5) The office of the corporation is to be locaﬁ@d fn the County of Rensselaer, State of New York.

/T

(6) The Secretary of State is designated as agent of the corporation upon whom process igainst it may be
served. The post office address to which the Secretary of State shall mail a copy of any process against the
corporation served upon him is

<acob Turner, Esq.
Attorney at Iaw

100 State Street
Albany, New York 12207

™o
Ct

\‘1 Forms may be purchased from Jullws Bl 4. Inc NYC 1003,
prohibited.
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(7) State and Federal exempiion.

State and Federal exemption language for Type + nd C corporations seeking tax exemption.

Notwithstanding any other provisions of these articles, the corporativn is organized exclusively for
one or me-e of the purposes as specified in §501(c)(3) of the Internal Revenue Code of 1954, and shall
not carry on any activities not permiited to be carried on by a corporation exempt from Federal income
tax under IRC §501(c)(3) or corresponding provisions of any subsequent Federal tax laws.

No part of the net earnings of the corporation shau inure to the benefit of any member, trustee,
director, officer of the corporation, or any private individual (except that reasonable compensation may
be paid for services rendered to or for the corporation), and no member, trustee, officer of the curpora-
tiocn or any private individual shall be entitled to share in the distribution of any of the corporate
assets on dissolution of the corporation.

No substantial part of the activities of the corporation shall be ccrrying on propaganda, or other-
wise attempting to influence legislation [except as otherwise provided by IRC §501(h)] or partici-
pating in, or intervening in ({ncluding the publication or distribution of statements), any political
campaign on behalf of any candidates for public office.

In the event of dissolution, all of the remaining assets and property of the corporation shall, after
necessary expenses thereof, be distributed to another organization exempt under IRC §501(c)(3), or
corresponding provisions of any subsequent Feaera! tax laws/or tothe Federal government, or state or
local government for a public purpose, subject to the aprrové' ‘A] 71';{ of the Supreme Court of the
und

State of New York.

In any taxable year in which the corporation is a private ation as described in IRC §509(a),
the corporation shall distribute its income for said perfqd at such time and manner as not to subject it
to tax under TRC §4942, and the -orporation shall ndt (a)engagein any act of self-dealing as defined
in IRC §4941(d), retain any excess business holdings as.def in IRC §4943(c), (b) make any invest-
ments in such manner as to subject the corporation totax under IRC §4944, or (c) make any taxable
expenditures as defined in IRC §4945(d) or co re@ndmg‘ provisions of any subsequent Federal tax

laws,

a)
()

Forma may be from Julius % Inc NYC 10013
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IN WITNESS WHE REODF, the undersigned incorporator, or each of them if there are more tr 1 one,
being at least nineteen years of age, affirm(s) <hat the statement: made herein are true under the penaities of

perjury. Dated 19
LEON MESERVEY
T T vk vame of Incorporater T T oo T " Signaturs
121 0Old Post Rd., West Sand Lake, NY 12145
e e s TR T e e e e L
DEAN DOOLITTLE
T T s mame of ncorponntor T T T Sigatune
RD #1, Averill Park, NY 12145
................................ g
I, the undersigned Justice of the Suprenie Court of the State of New York Judicial

District, do hereby approve the foregoing Certificate of Incorporation.

Dated

ne
A

~
~

@ettificate of Incorporation

of

under Section 402 of the Not-for-Profit Corporation Law

Filed By:

Office and Post Office Addre:s

o
-1

1y of s dealers.
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Notes Relating
to the Sample
Certificate of
Incorporation

Licensed Programs Outside of
New York City

The sample Certificate of Incorporation
is apphcable to school-age child care pro-
grams that provide care to three or more
children for more than three hours a day
Those programs outside of New York City
are required to be licensed by the State
Department of Social Services.

Unlicensed Progroms

Programs that operate for three hours
or less outside New York City are not
required to be hecensed. The following
sections of the Certificate of Incorporation
should be changed if the corporation being
formed will operate such a program

Section 3a. Reference the number of Lours

Section 3b. This section must be rewritten
as follows:

k The purpose of the corpo-
ration shall include the e¢s-
tablishment and operaticn
of one or mare child care
programs for three or more
children for three hours or
less per day !

Prc Srams in New York City

Programs in New York City which meet
on a daily basis for less than 24 hours per
day and provide care for ten or more en-
rolled children between the ages of sia
and eighteen ¢~ a vear-round or peren-
nial basis are required to meet Section

]Such unlicensed programs must requestand receti ©
a warver from the State Department ot Social Ser-
vices m order to abtam approval of thewr Certthicate
ol Incormporation

Q

48-A of the Health Code of . ¢ New York
Citv “fealth Department. Such programs
must have thew Certificate of Incorporation
approved by State Department of Soctal
Services through the Metropolitan Regior,
office The following sechion ot the sample
Certificate of Incorporation will need to
he rewritten to retlect regulations apphi-
cahle to programs in New York City

Section 3b The purpose of the corpora-
tron shall include the estab-
hishment and operation ot one
or more after-school and or
vouth center programs as de-
fined by Scction 48-A of the
New York City Health Depart-
ment,

Regional Family
and Children’s
Services Office

State Department
of Social Services

For Allegany. Cattaraugus. Chautauqua.
Erie. Genesee, Niagara. Orleans, and
Wyoming Countres

Contact:

New York State Department of Socral
Services

Buffalo Regional Office

338 Ellicott Square Bullding

Buffalo. New York 14203

Telephone: (716) 847-3145

For Chemung. Lmingston. Monroe,
Ontarto, Schuvler, Seneca. Steuben, Wavne,
and Yates Counties
Contact:

New York State Department of Socal

Services
Rochester Regronal Office
259 Monroe Avenue
Rochester. New York 14607
Telephone: (716) 238-8191

o

)

For  Broeme, Cauvga.  Chenango,
Cortland. Herlimer. Jetferson, Lewis.
Madison, Oneda, Onondaga. Oswego. St
Lawrence, Tioga and Tomphins Counties

Contact:

New York State Department ot Social
Seniaces

Svracuse Regional Othice

351 South Warren Street. Room 204

Svracuse, New York 13202

Telephone (315) 428-3235

For Albany, Clinton, Columbia, Delaware,
Essen, Franklin, Fulton, Greene, Hamilton,
Montgomerv, Otsego, Rensselaer, Saratoga,
Schenectady. Schoharie. Warren  and

Vishington Counties

Contact:

New York State Department of Social
Sernvices

Eastern Regional Office

330 Rroadway

Albany. New York 12243

Telephone: Toll Free (800) 342-3715,

Extension 432-2763

For Dutchess. Nassau, Orange, Putnam,
Suffoi, Sullivar. Ulster and Westchester
Counties

Contact:

New York State Department of Social
Services

Metropohtan Regional Office

80 Maiden Lane — Fifth Floor

New York, New York 10038

Telephone: (212) 804-1198

For New York City” please contact:

New York City Department of Health
Bureau of Day Camps and Recreation
93 Worth Street, 10th Floor

New York, New York 10013
Telephone: (212) 566-7763

) .

= Chld Care programs i New York City munt contact
the Metropolitan Regronal Otic e reqarding the Cer-
titicate ot Incormoraton
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This technical assista: ce paper is supported by funds granted to the Council’s School-Age Child Care Project by the
Division of Criminal Justice Services and the United Statos Department of Health and Human Services.

The Council’s School-Age Child Care Project. as well as the production of this lechnical assistunce paper. s under the
direction of Fred Meservey. The principal author is Mabel Leon

Robert Fr wley and Frank Bogardus of the NYS Council on Chuldren an " Famuldies assisted in the devclopment of these
materials. Clerical and staff support were ¢ mtributed by Lisa Morin. .t Dotterer. and Karen Chauis.

In addition, ive would like to acknowledge the assistance of the interagency team composed of staff trom DSS, SED,
DFY, and DCJS. We would also like to express our appreciation to the statf of the Internal Revenue Service. New York
State Department of Labor. and the New York State Department of Taxe. nn and Finance tor their review of the
information.

For further ir ‘ormation contact. The NYS Council on Children and Families
(518) 474-6293
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Throughout \New York State. signtticant
changes are occurring m tamuly ltfe  {n par-
ticular. there s an mcreasmg number o, king
parents with school-age children and un -
creasmyg number of sigle purents One ot the
consequences accompanying those chanyges s
the large number ot children i need ot school-
age chuld care when school is not i session

When chuld care for school-age Children s
unarwlable, parents who must work ave torced
te leare thewr children unattended Ut 15 esti-
mated that betieen 100,000 - 300,000 such
children i New' York State are unsuperrised
for sereral hours cach day

nrespons o this problem. the State of New
York has undertaken g number ot mitiatives to
encourage the devclopment of school-age <hilid
care programs  Durmy 1984, the Legislature
enacted a bl which authorized a tunding
program to support the ! nb-up of new school-
age child care programs L nes Pl ivas siynced
by Gorernor Cuomo m July ot that year

As part of the states ettort the ew York
State Council on Chiddrere and Fam s has
coordincted an mteracency project, School-
Age Child Care, m comunction with the De-
partment of Socwal Services, Dwision tor Youth,
and State Educaton Department. and supported
by the Durston of Crimmal Tustice Sert wces
The purpose of this project s to assist com-
munit os i starting and operating school-age
chld care programs

Planning and maplementing a new school-
age child care program meolres a series ot
complextasks Resources and imtormation are
often needew .o tacilitate, support and promote
the derelopmert of such programs

The Council s developing a series of tech-
nical assistance papers to addross the needs ot
communitics establishing sc hool-age chidd care
programs. These papers discuss the iwgon steps
that should be taken and otter practical suy-
gestions on how to develop anality programs
Each paper provides a begmnaung pomt tor
Qs and community groups planniny

E MC “ams.

Aruitoxt provided by Eic:

Tax-Exemp

t Status of

School-Age Child Care
Programs

School-age child care programs provide
child care for clementary and middle school
children during the hours when parents
are at work and school 1s not in session
‘This technical assistance paper will prese..
procedures and eritera for obtaining tos
aempt status

Tav-exempt status 1s determined by
criteria estabhished by the federal govern-
ment and enforced by the Internal Rev-
enue Serviee (IRS), Tav-exempt status
permits corporations to be exempt from
paving corporate taves to the federal and
state government and allows such corpo-
rations to receve grants and donations
which can be deducted on the donor's
imcome tas Foundationsare able to award
grants to tax-exempt program without
endangering their own not-for-profit status
Tav-exempt status 1s sometimes required
v tunding sources as a condition tor
granting funds. for example. the United
Ste Department of Agriculture regunes
tax-cxempt status as a condition for pro-
viding funds for the Child Care Food
Program

Federal
Requirements

What Federal Requirements Must
a School-Age Child Care Program
Meet?

School-age child care programs are ch-
Jible for tax exemption under Intermal Rev-
enue Service Code, 50T (3), 1t they meet
the following requirements.
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® The organization must be organized
and operated exclusively for exempt
purposes such as religious, chartable,
or education purposes  Aceording to
the Internal Revenue Senvice (IRS),
exclusively means primarilv:  other
activities must be insubstantiak;

©® Earnings of the organization mav not
henetit any individual,

¢ The organization may hot devote a
substantial part of its activities to carry
on propaganda or attempt to mftluence
legislation. and.

® ‘The organization mav not participate
m any pohtical campaign on behalf of
any candidate

Which Category of Tax-Exempt
Purpose Applies to School-Age
Child Care?

There are several categories of the RS
code tor which an organization mav quahfy
tor tax-oxempt status However, the simgle
most appropriate categony s education
The 1984 amendment tothe Internal Rev-
ente Code has simphitied the process by
which sehool-age child care programs are
able o qualifv tor tas-exempt status usimg
the edu ation category This provision
amended the exisiing category to inctude
child care programs that meet the tollow-
mg two requirements

L1 Substantialtv all of the care prove ted by
the organization 18 tor the puipose of
nabhing individuals to be gamulle
emploved. and

21 The services provided by the organ-
zation are ava lable to the general pubt ¢,




What Is the Application Process
for Tax-Exempt Status?

The Internal Revenue Service Form
1023, Application for Recognition of
Exemption Under Section 501(c)(3) must
be completed and filed with the district
IRS office. The application must have the
following attached:

Organizational Document - An organ-
ization must submut a conformed copy
of the orgamzation’s Certificate of Incor-
poration, Constitution, Articles of Asso-
clation, or any other form of organiza-
tional document. A conformed copy 1s
one that agrees with the onginal and all
amendments to it This copy must be
signed by the principal officer or he
accompanied by a wrnitten declaration
certifiing that the document isa complete
and accurate copy of the onginal. Orig-
inal documents should not be submitted
because they become part of the Internal
Revenue file and cannot be returned.

Organizational Bylaws - The IRS r
quires that bvlaws of an organization be
adopted prior to granting tax-exempt
status. A copy of the bylaws must be
included.

Financial Data - If a program has not
yet begun operation or has operated for
less than one vear, a proposed two-year
budget and a current statement of assets
and labilities must be attached. For
those programs thai have operated more
than one vear, a statement ot receipts
and expenditures and a balance sheet
for the current vear and for previous
years must be included. Inboth instances,
the sources of anticipated funds and
revenues must hbe indicated

Organizations that submit a complete
application will recerve an acknowledgment
from their district IRS office. A ruling or
determination letter will follow.

What Are the Appeals
Procedures?

Ifanorganization s refused tav-exempt
status. the rvgamization will ke advised of
its right to appeal. Subsequently, the or-
ganization will need to request an appeals
office conference within 30 days. Such an
appeal must be filed with the IRS district

office and include the following information:

1. The organmization's name and address
and employer identification number,

2. Statement of the nature of the appeal
including the date of the determination
letter and the identification code.

3. Siatement of facts including statutory
and other authoritative references.

F ‘llC{equest for a conference.

Aruitoxt provided by Eic:

An officer or member of the board of
directors mav represent the orpanization
at the appeal or the organizat.on may be
represented by anattorney. certified punlic
accountant, or an individual enrolled to
practice betore the IRS If «omeone other
than an ofticer or membes ot the board
represents the organization, such a rep-
resentative must tile a Power of Attorney
Form 2848 or a Tax Information Autho-
rization Form 2848-D,

Ifan administrative appeal 1s unsuecess-
ful. a suit may be filed in a United States
District Court or a United States Claims
Court for a iedetermmation. It may be
helptul to refer to IRS publication 556,
Examinations of Returns, Appeals Rights
and Claims. This publication 1s available
from the IRS by calling 1-800-225-0717

New York Stcte
Requirements

What Are the New York State
Requirements for Exemption
From State and Local Taxes?

In addition to the federal exemption,
not-for-profit corporations can file for
exemptions from state and loeal taves
Section 116(a)4) of the New York State
and Local Szles and Use Tax Law specifies
tax exemption requirements for not-for-
profit corporations or organizations  For
school-age child care pregrams, the fol-
lowing criterta apply”

® The orgamzation 1s organized, and will
be operated. exclusively for religrous,
chantable, iterary, or educational pur-
poses

® No part of its net income will inure to
the benefit of private sharcholders or
indwduals,

@ [t will not, as a substantial part of 1ty
activities, carry on propaganda or attempt
to influence legislation:;

® [t will not participate to any extent i a
political campaign for or agamnst any
candidate for public office, and

® The assets of the organization are
permanently dedicated to an exempt
purpos >, This means that should the
orgamzation dissolve or terminate, 1its
assets will be distributed for & purpose
specified as exempt in the Sales and
Use Tax Law. or to the federal govern-
ment or to a state or local government
for a public purpose
-
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The application for State Tax Exemp-
tton Form ST-1193 and an mstruction
booklet are avatlable trom the New York
State Departmentof Taxation and Finance
bv calling 1 00-462-8100  The applica-
tion must have the following items melnded

Certtficate of Incorporation or Constr-

tution - The Certificate of Incorporation

1s submitted for a not-for-profit corpo-

ration If an organization 1s not incorpo-
rated. an orgamizing document, e g..
constitution, must he submutted

Organizational Bylaws - A copy of the
bvlaws of either the corporation or un-
incorporated organization must be 1n-
clided

Program [nformation - A statement of
program activities icluding current
operation and plans for the future must
be provided.

Financial Data - A financial statement
of receipts and expenditures and assets
and liabilities must be attached. See
instruction f»m S€T7-119.3 for proper
format of statements

IRS Determination Letter - If the organ-
1zation has already received exemption
from feacrel taves under Section 501(c)
{3), the determmation letter must be
attached.

The process of obtaining state tax exenmp-
tion 1s tacilitated it the federal application
iscompleted priorto the state apphcation.,
If an organization has not obtained federal
tax exemption. itmust be fully operational
heforet canapply tor state tax exemption.

After recawing its exemption, an orga-
nmization may file an Application for Re-
fund of State and Local Sale. or Use Tax
(Form ST-137) tor any taxes paid dunng
the threevear penad prior to the granting
of the exemption, if the organization met
the requirements for tax exemption during
that period However, it the organization
Is required to amend its orgamizing doe-
uments, ¢ g. Certificate of Incorporation
or Constitution, to qualify for state tax
exemption, no retund will be granted.




For Further Information

Individrals involved 1n planning pro-
grams should obtain resource materials
and contact knowledgeable people who
have already established programs to learn
from their expr riences. For a list of avail-
able technica! assistance papers and the
names of programs and resource people
in your area, please contact the School
Age Child Care Project at the New York
State Council on Children and Families.
Mayor Erastus Corning 2nd Tower. 28th
Floor. Empire State Plaza. Albany. New
York 12223, (518) 474-6293.

Listed below are resources that may
provide additional information on the topic
of tax-exempt status for school-age child
care programs.

Internal Revenue Service (1984). Taa-
Exempt Status for Your Organization.
(Publication 557) Washington, DC: De-
partment of the Treasury.

Murray. K. (1980). 501(cX3) Tax Exempt
Status - and How to Get It. San Fran-
ci1sco. CA: Child Care Law Project.

YMCA of Greater New York and Council of
New York Law Associates. (1982). The
Legal and Requlatory Affairs Manual:
A Guide for New York Noi-for-Profit Or-
ganizations New York: Author.
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Throughout Neir York Stute, swgnificant
changes are occurrmg m famly e In par-
ticular there is an imcreasmg number ot iworking
parents with school-age children and an -
creasing number of smyle parents  One of the
consequences accompanyimg these Cranges s
the large number of children i need ot school-
aye child care when school 1s not i session

When child care tor school-age culdren s
unavatlable, parents who must work are torced
to leare thew children unattended Ut s esti-
mated that betireen 100000 - 300,000 such
children in New York State are unsupert ived
for sereral hours cach duay

response to this problem. the State of \ewr
York has undertaken a number of nutiatives to
encourage the derelopment of school-age child
care programs  Durtng 1981 the Legislature
enacted « bl which authorized o funding
program to support the start-up of new sc hool-
age chuld care programs  This bill 1ras sigacd
by Goternor Cuomo m July of that year

As part of the state s ettart, the Nows rork
State Council on Children and Famidies has
coordmated an mteragency project School-
Age Chuld Care, i compunction with the De-
partment of Soctal Sereices, Durtsion for Youth,
and State Education Department. and supported
by the Dirision of Crinunal Justice Services
The purpose of this project 1s o assist coni-
mumtics m starting and operabing schond
child care programs

Plannig and muplenienting a nett s hool-
age child care program i oles a series of
complexta 7 Resources and mtormation are
otten needed to focilitate, support and promate
the decelopment ot such program,

The Council s developmy a series of tech-
nical assstance papers o address the necds of
conununities establishung school-age culd care
programs  These papers discuss the major séeps
that should be taken and otfer practical sug-
gestions on how to derelop quality programs
Each paper provides a begmning pomnt tor

- JQ; *als and community groups plunning

E MC rams.

Aruitoxt provided by Eic:

Employer Requirements
of a School-Age
Chiid Care Program

¢ wol-age child care programs provide
coweart forelementary and middle school
children during the hours when parents
wortkand school1s notin session Not-for-
profit school-age child care programs are
emplovers, and as such, must meet a
number of state and federat legal reguire-
ments. This technical assistance paper
will briefly summarnize specific New York
State and federal vequirements and will
suggest turther resources to consult for
more detatled information  In particular,
the paper discusses obtaming a Federal
Emplover tdentification Number, hiring
practices, employee benefits and pavroll
deductions, and reporting regquirements,

Federal Employer Identification
Number

All not-for-profit corporations are re-
quired toobtaim a Federal Emplover Iden-
tification Number This number s needed
to apply tor tax-exempt status, to tile the
organization’s annual tax return, ind to
open checking and savings occounts  In
order to obtain a number, the organiza-
tion must complete the form (8S-4), Apy h-
cation tor Emplover [dentification Number
This form is available at anv Internal Rev-
enue Senvice Office (IRS) 1t should be
tiled with the district IRS Oftice as soon as
the ageney is incorporated  There s no
filmg tee For New York City, Nassau,
Rocktand. Suffolk, and Westchester coun-
ties, fife this form with

Internal Revenu Service Center
1040 Waverly Place
Holtsville, New York 11799

[For all other counties in New York State,

file with: 3 .
> |

Internal Revenue Service Center
310 Lowell Street
Andover, MA 01812

Hiring Practices

Emplovers are required to meet a number
of state and federal laws and regulations
i hiring emplovees  These include re-
quirements dealing with the following
ISSUCS.

Youth Employment

In New York State, vouth under 18 must
obtain an Employment Certificate (com-
monly reterred to as working papers) of
they are to be emploved. The certificate
can "¢ obtamed through tocal school
districts While 1t 1s desirable to employ
vouth m school-age child care programs,
there are day care heensing regulations
which restrict the age of vouth who can
supenvise children According to New vYork
City Depart nent ot Health program regu-
lations, personnel working direc’ v with
children are referred to as group leaders
and thev must be at least 19 vears of age
Youth age 16 and over are able to assist
group leaders, but are not counted m the
required statf ratio For those programs
outside New York City hicensed by the New
York State Department of Social Services,
aperson must be 18 vears of age or a high
school graduate to be m full charge of
children at anv time

Non-Discrimination

Title VI of the Federal Crvit Rights Act
ot 1964, as amended. prohibits diserimima-
tion agamst applicants tor emplovment
on the busis of race, color, veligion, sex
and or national origm Further, in New
Yorh State, inguiries about age are hmited
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towhether the apphicantis 13 vears of age
arvounger. Inguines about disabilities must
be specifically relevant to the reguirements
oftheiob Organizations receving tederal
funds or ergaging in mterstate commerce
and emploving 50 or more emplovees are
required to submut to annual affirmative
action plan. (Annual Emplover Report Form
EEO. 1) to the Equal Employnient Oppor-
tunity Commussion i Washmgton, D ¢

Background Checks

The New York State Child Abuse Preven-
tion Act of 1985 requires licensed (hild
care progrems to complete background
cheeks of potential emplovees, Emplovers
must request the ollowing information
from apphcants  emplovment luston,
personal and employment references, and
asigned statement indicating whether the
person has ever been convicted of a erime

Immigration Documentation

Emplovers are required to verify that
all emplovees hired after November 6,
1986 are US citizens or aliens author-
1zed to work. Emplovers must hll out
Form [-9 within three business days of
hiring a new employee. After the employ-
ee fills out the top portion, the emplover
must examine supporting  docuiments
proving the emplovees dentity and
eligibility to work. The completed from
should be retained in the emplover's
files,

The new law also prohibits emplovment
discrimination on the basis of atizenship
status and national ongim  Employers
should not fire or fail to hire anvone on
the basis of foreign appearance. lan-
guage, or name.

-9 Forms with casy-to-tollow mstrue-
tions are availlable at the Immigration
and Naturalization Service Regional and
Disurict Offices, as well as local governme at
printing office book stores. For more
information on emplover responstbilities,
6
Equal Pay

Underthe Federal Far Labor Standards
Act, amended by the Equal Pay Act of 1963,
all employees must be paid equally for
jobs which require cqual skill. effort, and
responsibility when performed under sim-
ilar working conditions An official Fair
Labor Standards poster stating the provi-
sions ofthe Equal Pay Act must be displaved
ina prominent place  This poster 1s avail-
able from the Equal Employment Oppor-
tunity Commission at the followmg address.

90 Church Street
New York, New York 10007
(212) 204-7161

Minimum Wage
Under the Federal Fair Labor Standards

E MCCL emplcyees must be paid a minimum

wage unless they are classitivd as exenmipt
In New York exempt emplovees mdude
certam saloried emplos ces (e g eneeutne,
admumistrative, or protessionaltwhao carn
mimum wage salary per weeh 1825125
as of TORTY Also exempt rom mimmum
wape standards are volunteers, students,
apprentices, members of rehgious orders
and statt counsetors who work m children s
camps tor not more than three moaths
annuallv - These exemptions trom mim-
mum wage apply only to not-tor-profit
agensies that are orgamized and operated
exdusively tor rehigious, chantable, or
educational purposes An official poster
outhmmg the Farr Labor Standards \ct
must be promimently posted  New York
State also regusres that a schedule ot min-
imum wage rates and allowances be posted
formtormational purposes The New York
State schedule of mmimum wage rates s
available trom the New Yok State Depart-
ment of Labor, Division ot Labor Stan-
dards at the following district ottices:

State Office Campus
Albany. New York 12240
(518) 437-2730

63 Court Street
Buffalo, New York 14202
(716) 847-7141

One Maim Street
Brooklyn, New York 11210
(718 797-7499

30 Glenn Street
White Plams. New York 10603
{914)997-9521

40-42 Mon Strect
Binghamton. New York 15003
(607) TT3-TR01

175 Fulton Avenue
Hempstead. New York 11330
(316} 4816064

1535 Mam Street West
Rochester, New York 146014
(716) 4543710

To pay wages by chedk. an emplover
must requesta permit(Form 1R-354) trom
the New York State Labor Department,
Division of Labor Standards, District Offices
at noted above. Not-for-profit ageneies
are required to pay emplovees at least
semi-monthly

Wage Garnishment

Under certain aircumstances, an em-
plover may be instructed through a court
orderte wrmishee anemploveeswages. A
wage garmshment s deducted directly from
the employee’s earnings and sent to a spe-
cific court for non-payment of taxes. out-
standing debts, or child support.
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The Federal Wage Garmishment Law
defimes the mavimum amount that mav be
parnisheed tor an emplovee s weehly pay
atter tanes and legal deductions as not
more than 23 percent of an emplovee’s
total pav or thnty times the tederal min-
imuniwage whicheveristhe lesseramount
Mhe U mited States Labor Department
entorees this Law, and emploverswhoviolate
1t are subject to enmuinal prosecution.

Employment Records

The Federal Wage and Hour Diviston
and the New York State Department of
Labor, Divisior o Labor Standards require
that records must be kept onall employ-
ces for siv vears and must include the
following intormation

® Namce ot employee, address, birthdate of
IN years of age or under, sex. and de-
seription of position:

® Hours worked cach dav and total hours
worked per week:

® Basis on which wages are pand. deduc-
tions from emploved's wages for cach
pav period. total wages pad per period,
and dates of pavment

Payroll Deductions and Employee
Benefits

Employers are required to make vanious
deductions from an emplovee's salary. In
addition, an employer may choose to pro-
vide benefits that mav involve emnloyee
wage deductions and reporting require-
ments to goverrment agencies,

Withholding Taxes

Income taves (federal, state, New York
Citvand City of Yonkersimust be withheld
from emplovees through pavroll deduce-
tions and paid by the emplover

Every orgamization that has employees
15 required to obtain each employee’s sig-
nature on a Withholding Exemption Cer-
trficate (Form W-4) which must be retained
in the files ot the program. A new W-4
must be tiled on or before December 1 for
cach employee whaose withbolding allow-
ance will be difterent in the next vear, A
tull-time studentis ehgible for anexemption
trom having income taxes withheld if the
total anninad inee me s to he Tess than the
amount set by the federal government,

A particularly uscial booklet regarding
cemployer’s federal tax responsibility, Cor-
cular I, Employers Tax Guide. s avail-
able by writing to the following address:
Internal Revenue Service Center
1040 Waverly Avenue
Holtsville. New York 11799

New York State, New York City, and Cuy
of Yonkers tax information for employees



ception of teachers and non-manual tabor-
ersin charitable, rehigious, and educational
organizations. Agamn. since 1t 18 unclear
whether this exemption would apply to
employecs of school-age child care pro-
grams. such programs are encouraged to
provide worker's compensation benetits to
their emplovees for the protection ot both
the program and the employees.

Employers provide worker's compensa-
tion benefits by securing nsurance cover-
age. This coverage can be obtained by
contracting with a private insurance carier
orby contacting the State Insurance Fund
at the following district offices

Albany

State Insurance Fund
879 Mudison Avenue
Albany, New York 12208
(518) 458-2580

Buffalo

State Insurance Fund
161 Delaware Avenue
Buffalo, New York 14213
(716) 847-3653

New York City

State Insurance Fund

199 Church Street

New York, New York 10007
(212) 962-8900

Syracuse

State Insurance Fund

901 James Street
Svracuse, New York 13203
(315) 428-4822

Rochester

State Insurance Fund

24 Plymouth Avenue. North
Rochester, New York 14614
(716) 325-7242

Reporting Requirements
Employers Quarterly Federal Return

All employers subject to income tax
withholding or FICA must file an Employ-
ers Quarterly Fede 1l Return (IRS Form,
941) due on or before April 30. July 31,
October 31. and January 31. This form
must be sentto the following Internal Rev-
enue Service Center for New York City,
Nassau, Rockland. Suffolk. and Westchester
counties:

Internal Revenue Service Center
1040 Waverly Avenue
Holtsville. New York 11799

and for all other counties’
Internal Revenue Service Center
O " owell Strezt

EMC’er, MA 01812

Aruitoxt provided by Eic:

Report of Miscellaneous Income

Anv program which pays $600 o1 more
In tees oy other compensation to any indi-
vidual who 18 not an emplovee must hll
out Form 1094-MISC  The emplover must
report to the Internal Revenue Senace (1RS)
that this amount was paid to an indn idual
without any taves withheld A copy should
ne retamed by the program, one sent to
the person recewving the monev, and one
to the IRS

New York State has a simifar requirement
that pavments amounting to $600 or more
must be reported on Form 11-2102 1, In-
tormation Return Form IT-2102,4, Trans-
mittal of New York State Information
Returns, must be used as o transmittal
form when fonwarding tas returns to *he
New York State Department of Taxation
and Finance

Annual Tax Returns

Eveny incorporated school-age child care
program 1s required to file an annual federal
taxreturnregard . of tax-exempt status
All tax-cxempt programs should file a Form
990-Annual Report after they have received
at least $10.900 from program fees or
other funding sources m e year

Thereafter, this form s filed each vear.
This form must be filed by May 13 ot the
following ecalendar vear and sent to the
following address:

Internal Revenue Service
11601 Roosevelt Boulevard
Philadelphia PA 19155

All forms and supporting documenta-
tion (¢ 8. checks and invoees) should be
kept for a mmimum of seven years

New York State Registration and Re-
porting Requirements for Charitable
Organizations

Anyschool-age child care program which
solicits, or intends to solicit. contributions
in excess of $10,000 annually, or which
pavs anvone for fundriusing, must regis-
ter and file subsequent annual reports with
the New York State Department of State,
Office of Chanties Regi-tration. “Contnb-
utions” include government and founda-
tion grants as well as individual contrib-
utions of money or goods. but do not include
allocations from the United Way or Com-
munity Chest, membership dues, or fees-
for-service.

Imtial registration with the Department
of State is made on Form G750-410. Later
amendments to Form G750-410 are made
on form G750-411 and sent to the fol-
fowing address

Department of State

Office of Charities Registration
162 Washington Avenue
Albany, New York 12231

Lo
<

When soliciing funds from the publie,
New Yerk State requires that the sohieitation
material should contain . ¢tollowingwords
“Acopv of tAgeneys Name)'s latest annual
report filed with the Department of State
mav be obtamed by writing NYS Depart-
mient ot State, Otfice of Charities Regis-
tration, 162 Washmgton Avenue. Albany,
NewYork 12231, or by contacting (\gencey
Name)

It any ageney obtamns funds from which
theincome is requiied to be used for char-
itable purposes, the ageney must submit
form NYCF-1 annually to the New York
State Department of Law, Charitable Foun-
dation Bureau. Two World Trade Center,
New York, New York 10047, The form
should be accompamed by a hist of any
transactions that occurred 1n the fund, a
copyof anaudit, IRS Form 990, G750-411.
and a check for $100 00,

Wage Reporting

New York State's Wage Reporting System
15 designed to use information submitted
by emplovers to the Department ot Tas-
ation and Finance for the purposes of:

® venfying public assistance ehgiimlity and
bend fit amounts administered under the
Soctal Services Law:

® locating absent parents and establishing
support obligations admimistered urder
the Social Services Law and the Famly
Court Act; and

® ;dentifving fraud and abuse 1n connection
with the unemplovment msurance ben-
efits svstem admimistered by the De-
partment ot Labor

Every emplover must submit quarterly
reports of wages paid to each employee
who resides or 1s employed 1n New York
State. whether or not the wages are subject
to the withholding of tax. Reports are
made on Form WRS-2, Emplover's Quar-
terly Report of Wages Paid to Each Em-
plovee, and ace due on Apnl 30, July
31. October 31. and January 31 Reports
should be sent to the following address:

New York State Department of
Taxation and Finance

WRS Report Processing Unit

W.A Harnman Campus

Albany. New York 12227

For Further Information

Individuals involved 1n planning pro-
grams should obtain resource material and
contact knowledgeable people who have
already established programs to learn from
ther experiences For a hst of additional
technical assistance papers and the name
of programs and local resource people,
please contact the School-Age Child Care
Program at the New York State Councilon
Children and Families. Mayor Erastus
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Corning Tower, 28th Floor, Empire State
Plaza, Albany, New York 12223. (518)
474-6293.

A packet of relevant forms specific to
the legal respensibilities of emplovers 1s
available from the Office of Business
Permits and Regulatory Assistance and can
be obtained by writing to the following
address;

New York State Office of Business Permits
and Regulatory Assistance

Executive Department

State of New York

Alfred E. Smith Building

17th Floor

Albany, New York 12225

The following resources will provide
usetul informationon the topic ot the legal
responsibilities ot emplovers

Baden. R, Genser, A Levine. ) & Sehigson,
M. (1982). School-\ge Child Care n
Action Manual. Boston. Auburn House

Brooklyn In Touch Iniormation Center
Inc. (1981). Forming and Operatmyg a
Nonprofit Organization Information
Packet Brooklyn. NY. Author

Council of New York Law Associates, Vol-
unteer Lawyers for the Arts and Com-
munity Law Offices. (1978)  The New
York Not-tor-Profit Organization Man-
ual New York: Author.

YMCAot Greater New York and Council of
New Yorh Law Associates, (1982). The
Legal and Regewtory Attars Manual:

1 Guide tor New York Not-For-Profit
Organizations New York: Author.




is summarized in the two documents: Em-
ployer’s Withholding Tax Instructions

(IT-2100). and Neu: York State. City of

New York and City of Yonkers Withholding
Tax Table and Methods (IT-2100 1). These
documents are available by writing to the
following address:

New York State Department of
Taxation and Finance

Taxpayer Assistance Bureau

Forms Control Section

W.A. Harmiman Campus

Albany, New York 12227

Social Security (FICA)

The Federal Insurance Contributions
Act(FICA)was amended in 1983 to require
not-for-profit agencies to participate in the
social security system. The social security
system provides pensions. survivor's ben-
efits, permanent disability insurance. and
special benefit payments to eligible em-
ployees. The Social Security Administra-
tion administers the system and determines
all benefits.

The employeescontnbutions to the social
security system are made through payroll
deductions and the employer pays an equiv-
alent amount based on a percentage rate
of the employee’s current salary. The rate
1n 1987 was 7.15 percent, and the maximum
paymenit for an employee is $3.003

Payment of Withholding Taxes and So-
cial Security

Payment of federal withholding taxes
and social security payments including both
the amount contributed by the employer
and the amount withheld from the em-
ployee, must be deposited by the 15th day
of each month at the regional Internal
Revenue Service Office or at a federal
depository bank at which the program
maintains a checking account. After re-
ceipt of aFederal Employer Identification
Number, forms (Form 501-Monthly Federal
T-x Deposit) will be sent to the agency to
be submitted with these funds. If payment
is not filed on time, a penalty will be
assessed. If an organization 1s unable to
make payment, penalties will be com-
pounded and the board of directors will
ultimately be liable for paymert.

Payments for New York State. New
York City and City of Yonkers withholding
taxes must be accompanied by Form 2101,
Employer’s R~*..u of Tax Withheld, and
sent to the following address:

New York State Department of
Taxation and Finance

Processing Unit

Box 1970

Alhany, New York 12201

Form IT-2101 mustbe filed either quar-
ter-monthly, semi-monthly, monthly. semi-
"@’"'ally or annually, depending on the

MC amount of New York State, New

A ruiToxt provided by ER

York City. and City of Yonkers taxes
required to be withheld 1n a semiannual
period ending June 30 or December 31,

Unemployment Insurance

Employvees whe lose their jobs through
no fault of their own are entitled to unem-
ployment insurance benefits. Such ben-
efits are paid from a reserve fund which
employers finance through payroll taves

The New York State Department of Labor
reau.res employers to submit information
on Form IA-100., Report to Determine Lia-
hihty Under New York State Unemployment
Insurance Law. The Unemployment In-
surance Division of the New York State
Department of Labor determines contrib-
ution rates for each employer based on
experience 1n tne system with regard to
claims and taxes paid on the history of
claims of the employer. As of 1987, the
first $7.000 of each employee’s total earn-
ings dunng a calendar vear 1s taxable. This
report should be sent to the following
address:

New York State Department of Labor
U'nemployment Insurance Division
State Campus. Building 12. Room 359
Albany. New York 1224()

An organization pays unemployment
insurance premiums quarterly and is pro-
hibited from withholding this payment from
an employee’s salary. A completed Em-
plover's Report of Contributions (Form [A-5)
and the quarterly payment are due on or
hefore April 30. July 31. October 31.
and January 31 of each vear.

Not-for-profit programs have the option
of paving this payroll tax or directly reim-
bursing a state reserve fund for the amount
the organization must pay to persors eh-
gible for unemployment benefits.

Em.ployers are required to maintain wage
records 1n such a manner that the infor-
mation necessary to process benefit claims
can be obtained within seven days. Records
must be maintained for three complete
calendar years.

When an employee files a benefit claim,
the employer will be senta form requesting
the reason for the employee’s termination.
The unemployment benefits insurance
claims office will determine whether the
former employee 1s eligible to unemploy-
ment benefits. The employee .. employer
can challenge determination within 30 days
and ask for a hearing before an Adminis-
trative Law Judge.

Particularly useful -esource materials
on unemploymentinsurance, the New York
State Unemployment Insurance Informa-
tion for Claimants (LO 318.3) and the
Employer's Guide to Unemployment In-
surance (IA-318.1). can be obtained by
writing to the Department of Labor at the
following address
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New York State Department of [ abor
Otfice of Communications

State Campus Building 12

Albany. New York 12240

Additional intormation may be requested
from local unemplovment otfices located
throughout New York State - The telephone
number of the nearest office can be found
in the local telephone directory.

Disability Benefits

The Dnsability Benefits Law entitles eh-
gible wage earners to cash benefits while
they are out of work due to illness or injury
that 1s not related to employment. Under
the Pregnancy Discrimination Actof 1978,
an amendment to the Civil Rights Act ot
1964 and a similar New York State Law,
women affected by a pregnancy-related
disahihty must be treated the same as other
disabled employees,

Teachers and non-manual workers in
charitable and educational organizations
are excluded from disability coverage unless
the employer voluntarily provides such
coverage. At this time, it is unclearwhether
school-age child care programs would be
included in exempt categories. In any
case, since disability insurance provides
an important employee benefit, programs
should seriously consider providing such
coverage.

An employer providing disability insur-
ance may pay the total cost of disability
insurance or require employees to share
in the cost up to a hmit of $.30 per week.
Employers i obtain coverage for disablity
insurance through a private insurance
carrier or through the State Insurance
Fund.

If the disabihity occurs during employ-
ment or within four weeks of termination,
the form DB-450 should be filed by the
employee with the employer or the insur-
ance carrier. If the disability occurs four
wecks or more a.ter termination, the form
DB-300 should be filed with the Disabilities
Benefits Bureau of the Worker's Compen-
sation Board at the following address:

Worker's Compensation Board
Disabilities Benefits Bureau
100 Broadway

Albany, New York 12204

The forms are to be completed by the
employee and his her doctor within 20
days after the disability occurs.

Worker’s Compensation

Worker's Compensation provides weekly
cash benefits and the cost of medical care
for an employee who is disabled because
of an accidental injury occurring in the
course of employment. Employers are
required to provide worker's compensation
benefits to their employces, with the ex
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Throughout New York State, significant
changes are occurrg in famuly e In par-
i ular. thereisancereasmyg number of uorking
parents with school-age children and an -
creasing number of single parents  One of the
consequences accompanying these changesis
the large number of chuldren i need of school-
age child care when school 1s not in session

When child care for school-age children 1s
unat ailable, parents who mustwork are forced
to leave thewr children unattended It 15 esti-
mated that between 100,000 - 300,000 such
children ' New York State are unsuperresed
for several hours cach day

Inresponse to this problom, the State of New
York has undertaken a number of imitiatires to
encourage the development of sc hool-age ¢ uld
care programs  During 1984, the Legislature
enacted a bl which authonzed a funding
program lo support the start-up of new school-
age chuld care programs  This bull was signed
by G 1 ermor Cuomo m July of that year

As part of the state’s cttort, the \ew York
State Council on Children and Famulies has
coordirated an interagency project, School-
Age Child Care. i conjunction with the De-
partment of Social Services, Diwvision for Y outh,
and State Education Department, and supported
by the Dwision of Criminal lustice Services
The purpose of thes project 1s to assist com-
mumties in starting and operating school-age
child care programs,

Planning and implementing a neur sc hool-
age chdd care program mrolres a series of
complex tasks Resources and mformation are
often needed to facilitate, support, and promote
the development ot such programs

The Council is developing u serwes of weh-
nical assistance papers to address the needs of
communtizs establishing school-age child care
programs  These papers discuss the major steps
that should be wken and otfer practical sug-
gestions on how to develoy quality programs
Each paper provices a begirring pomt for
individuals and community groups planning

l: l{ll C grams.
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Writing Bylaws for a
School-Age Child Care
Program

School-age child care programs provide
child care for elementary and middle school
children during the hours when parents
are at work and school 1s not 1n session.
This technical assistance paper outlines
content areas that should be addressed in
hylaws for a school-age child care program.
Each content area 1s discussed 1n the
framework of the decisions that should be
made to tailor bylaws to meet the needs of
a spectfic program,

Incorporated c¢hild care programs are
required to have bvlaws, Bvylaws consti-
tute the basic rules by which a corporation
operates, defining a process for orderly
decision-making. They outline how a board
of directors will function and specify the
delegation of power and authority,

While it can be helptul to review bylaws
of asimilar organization, 1t 1s not advisable
to copy them, 1t 1s important that bylaws
he wrieten to reflect the mission and goals
of the corporation,

Bylaws should be written as part ot a
developmental process All ot the members
of the group developing a school-age child
care program should be mvolved m making
deasions about the structure and dele-
gatwon of power and authority A working
comnuttee should then draft the bvlawsto
reflect these decisions and focus attention
on technieal fanguage. [t mav be helpful
to have an attorney participate 1n the
drafting of the bvlaws Due to the impor-
tance of bvlaws, careful ottention should
bhe given tothe review of this document hy
the imtial board of directors

[n drafting bylaws, the following arcas
should be addressed: \
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® Purpose of the Organization
® Mcembership

® Board of Directors

@ Meetings

® \oting Procedures

® Officers

® Committees

® A\mendment Procedures

® Dissolution

® |- demnification

Purpose of the Organization

The stated purpose should be brief and
divect and reflect the function of the
program. Nothing should be added to the
bylaws that 1s contrary to the purpose as
stated 1n the Certificate of Incorporation
For not-for-profit corporations. the Internal
Revenue Serviee (IRS) requires that belay s
be adopted before tav-exempt status 1s
granted and reviews them as part of the
application process. The stated purpose
of the orsamzation in the bylaws and 1n
the Certificate of Incorporation must meet
[RS regulations and should mclude the
name and location ot the program. (See
technteal papers on Incorporation and Tax
Exempt Status )

Membership

There 1s often confusion between the
terms “members of an organization” and
“members of the board of directors,” Some
not-for-profit corporations have large num-
bers of general members giving an organ-
1zation much Froader representation,
Such members usually elect the board of




directors. adopt or revise the bylaws, and
may have other powers which can be de-
fined. Local task forces on child abuse
and ncglect and local child care councils
are often organized in this snanner. If a
corporation 1s going to | ave a general
membership, the requirements for such
membership should be defined and the
powers and duties of members should be
specifically stated in the bylaws

Most school-age child care programs are
operated solely by a hoard of directors and
do not have a separate membership Ifan
organization does not have a sceparate
membership, bylaws should indicate that
r 2mbers of the corporation will consist of
the members of the board of directors only

Board of Directors

The bylaws should define the scope of
the authcrity of the hoard of directors and
determne the size, composition. and tenure
or ‘*< members,

New York State requnes that a corpo-
ration have a board of directors composed
of at least tliree persons For those programs
that will be licensed by the New York State
Department of Social Services. the Depari-
ment of Social Services recommends a
board of at least seven members. A board
should be large enough to obtain broad-
based community support and small
enough to be efficient. Usually a board 1s
composed of 10 to 20 members

The composition of the buard may be
specifically defined 1n the bylaws. Parents
or representatives of relevant organiza-
tions such as PTA's, local school hoards
or county departments of social services
may be designated a specific number of
seats un the board of directors.

The selection process, including nom-
ination of members, shouid be cicarly stated
in the bylaws. It is important to establish
terms of office that ensure the stahility of
the board while encouraging the partic-
ipation of new members. To accomplish
this. beard members usually serve more
than one year, and terms of office are often
staggered so that only a portion of the
board is elected each year. The length of
the term and the number fterms that a
board membter can serve are often limited
to encourage the participation of new
people.

Policies regarding meeting attendance.
resignation. and removal of board members
should be estabhi.hed Procedures o fily
vacancies on the board should be out.ined
.n the bylaws.

Meetings
The bylaws should establish the fre-

notitving board members, and the pro-
cedurestor calling specral meetings Bylaws
generally mdicate that wirtten notice ot
the time and piace of regular meetings
should be sent to board members a spectiied
number of dave nrior to the meeting

Voting Procedures

The bylaws should address the rules and
procedures for conducting a meeting:
Roberts Rules of Order (Robert, T981) 1s
oo mmonly used for this purpose  Such
procedures should melude the detinttion
of aquorum, the rumber of board merabers
who must he present in order to conduct
official business. and the specific number
otvotes needed to pass an official motion
These procedures should also address how
general husiness 1s conducted. how board
membersare clected, and whether members
are allowed to vote by proxv

Officers

“ypically. the delegation of puwer and
authonty of the board of directors 1s de-
fined by the assigned function and tasks
of specific officers. The following officers
and designated tasks are commonly used
and may be adapted to meet the needs ofa
specific school-age child care program:

® The chair or president establishes agen-
das, presides at meetings. and repre-
sents the program  The chair or pres
ident does not make decisions for the
hoard. but . ;ay take actions to imple-
ment decisions of the coard such as
signing contracts

® The vice chair or viee president presides
at meetings and generally undertakes
the functions of the chan i his or het
ahsence.

® The treasurer participates 1 budget
preparation, oversees hookkee nng, and
prepares regular financial reports.

The se:retary records minutes and 1s
responsthle (or correspondence. written
records, and distribution of minutes

In developing bylaws, the following
should be considered-

® Election of officers and the length of
terms of office,

® Procedues tor removal or re s nation
o officers

® Procedure for fillir vacancies

Committees

Most boards use ¢ ittees to carn
out therr work m a mai. able manner
Bylaws either provide a fr. ..cwork inwhich
committees can be established or they can
name sperific standing committees and
their functions. It 1s important that the

power and responsibilities of cach com-
mittee are specteally indentihed Some
ot the committees that might be formed
are hrted below

® \n Exceutive Commttee 18 made up of
the ntticersot the board The Executive
Committee 1s otten responsible tor pro-
mulgating agenev policy and making
decisions in emergenaes

® A\ Personnel Commuttee 1S responst” le
tor personnel polictes and their imple-
mentztion, 1t often 15 responsible for
deasionsregarding the hinngand firning
of staff and handling staff grievances.

® A ‘mance Committee oversees book-
keeping procedures, hudget prepara-
ttons, and budget implementation,

® A Nominating Commuttee recrunts and
rceemmends people toserve onthe board
or as officers.

® A Fundraismmg Committee plans events,
membership drives, or solicitation of
funds to henefit the prograni.

® A Parent Involvement Commutte. pro-
motes the participation ot parents 1n
the school-age child care program.

® Program Commuttees address 1ssues
related to programs operated by the
agency.

The hylaws often address how commit-
tee charrs are selected, how longthey serve,
and who ¢an be committee members In
addiion to standing commuttees. the bvlaws
usually permut the addition of short-term
and ad hoc comnuttees. Committee mem-
bers do net necessanly have to he board
members

Amendment Procedures

It 1s important that bylaws be developed
in such a way that they are flexible enough
to meet the changing needs of the program.
However, to facihtate tuture changes, pro-
cedures for making amendments should
he included  Fhese procedures should
specify voting requirements and how prior
no.ice of a proposed change of the bylaws
will be given to board inembers, It may be
destrable to establish a routine review and
revision period toensure that they remain
appropriate In mak'ng changes i the
hylaws, a review ot tne mcorporation certifi-
cate 1s necessary to ensure that anv amend-
ments are conststent with the certificate,

Dissolution

In New York State, a hoard can dissolve
the corporation hy a two-thirds vote of che
drrectors present. and the directors can
choose a <imilar not-for-pront corporation

E TCCY of meetings. requirements for
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toreceve itsassets ftisimportant to state
this in the bylaws. I the board does not
indicate an agency. the decision will be
make bv the New York State Supreme Court.

Indemnification

Indemnification reters to an agreement
to allocate lability and tinancial respon-
sibility to the orgamzation ratherthan inui-
vidual board ntembers or cmplovees. In
other words, the organization agrees to
pay for certain liability costs that might be
assessed against individuals  However,
nonpavment of withhelding taxes or un-
emplovmentinsu= % avments mavresult
in the personal liability of board members.

For Further Information

Individuals mvolved i planning pro-
grams should obtam resource matenal and
contact knowledgeable people who have
alrcady ostablished programs to learn tom
then expertences For a list of available
papers and the names of progrars and
resource people invour area. please contact
the School Age Child Care Protect at
New York State Counctl on Children d
Families, Mayvor Erastus Cornmg Tower,
28th Floor, Emprre State Plaza. Albany
New York 12223, (518) 474-6293.

The following recomces will provide
usetul mtormation ter those mvelved
writing hyvlaws tor a school-age child care
program.,

Baden, R Genser. A Levine, T Sehpson,
M (1982) School-ge Child Care n
\etrom Manual Boston: Auburn House

Council on New York Law Assocrales,
Volunteer Lawvers tor the Arts and Com-
munity Law Offices (1978) The New
York Not-For-Profit Organization Man
ual New York Author.

Hummell, L A1981) Starting and Running
a Non-profit Organzation Minneapols,
MN: Unwversity of Minnesota Press

Robert, H (19810 Koberts Rules of Order.
Glenville, 11 Scott. Foresman

YMCA ot Greater New York and Council
ot New York Law Assoeiates (1982). The
Leyal and Regulatory \ttairs Manual:
A Guide for New York \Not-IFor-Profit
Organizations New York: Author
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Throughout New York State., swguificant
changes are occurrmyg i tamily Lfe  in par-
Liculdar, there is anncreasig number ot worhing
parents with school-age i’ ien and an m-
creasing number of sigle parents (e of the
consequences accompanymyg these changes i
the large number ot uldren mneed o school-
age child care when school is not i sesston

When child care tor school-age children i
unaredablo, parents u ho must work are torced
to leare therr culdren unattended Ut s estr-
mated that betueeen 104000 - 300 aun h
cheddren i New York State are unsupert ised
for several hours each day

In response to this problem the State ot Neu
York has undertahen a number of ittt os to
encourdge the detcropment of s hool-age uld
care programs - Durig 1984, the Legislature
enacted a bl wchich authorized a tundimyg
program tosupport the start-up of neu ~chouol-
age (ld care programs This bill wwas signed
by Gorerner Cuomo m fuly ot thai yew

As part ot the states ettort the New Yook
Sweée Councl on Choldren and Famudres Tiis
coordmated an mteragoncy progect, SChool-
dge Child Care m contunction with the De-
partment of Social Services, Duesion 1o Youth
and Sate Education Departneent, and supported
by the Dirision of Crimunal fustiee Sereices
The purpaosc ot this project Is to assist comn-
munities m startma wnd opcrating school-age
child care programs

Plamunyg aned 0 plementingg - nete <choo-
age child care program e oltos @ scries of
comploy tasks Resewrces a vl mtonmation are
often needed to tocilitate suwort, ard promate
the development ot sach programs

The Council i (/v"u/upnu/ asertes of o
nical ass'stance pupers to addross the needs ot
communitios estahlisiung school-age child care
programs These papers discirss the magor stems
that should be tahen and oty mactical sug-
gestions on how to develop guality programs
Fuck /*upu provices a begmmimmy pocit tor
R o “als and community groups plannimyg

l: MC grams
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Forming an Effective
Board of Directors
for a School-Age
Child Care Program

Schooi-age (' Leare programs provide
child care forelen oo and middle school
childrendurmg| owmswhen parentsare at
work and school 1s not m session This
technical assistance paper outlines the legal
responsittldy of o board of directors and
rrovides gundelnes tor selecting and mam-
tanmgan etrective board for a s_hool-age
child care progrom 1 New York State,

While this paper stresses the very impor-
tant and senous nature of sening on a
board ot d rectors, such servie provides
anopnortunih for personal rewards, a sense
ot contribution to the communmity s well
as a direet service to childiven and therr
families School-age child care programs
depernd o mdnaduals who vel intanly
donate therr ime energy, and commitment
toserve on such a colmmunity board

What Is the Responsibility of the
Boar.i?

e hoard ot directors s the governing
sodv of the corporation and 1s Tegalle ve-
sponsibie tor setting ageney policies and
overseenig the operatior of an etfective
and nsaally sound program

Aeencvpolicies are those prinaples which
estabhis! the tramework for program op
crahions Specitic policies should address
dReney himancees, program dL‘\I;in. person-
nel, and parent mvolvement  In cadh
mstance the agency policy should be
consistent with the mission of the organ-
174ton

1t 1s cucromary to compile hoard policies
in o manual tor distribution to new boatu
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membuers, staff. and parents  The follow-
ing provides mformation regarding spe-
¢ Ac areas that should ke addressed by the
voard.

Fiscal Management

The board 18 responsible for the fiscal
eperation of the oreanization It must
approve the agency’s operating budget., and
it1s Tegally accountable for overseeing ex-
penditures and bookkeeping methods

One of the most mportant policy doc-
uments of an ageney 1s the operating
budget. hecause it determines the param-
cters within which services are provided.
Thercefore, board members must have o
Jear understanding of the relationship
between proposed expenditures and the
successtul aperation of the program  In
particular. the level of statf salarres and
emploace bonehits will direetly atfect the
numbers and gquahitications of staff who
can be hired, as well as the rate of staff
turnover  In addition, sufficient equip-
ment and supplies are necessan to ym-
plement program activities The task of
the hoard will be to balance these expen-
wtureswithin the constraits of the income
eencrated by the program

Membees o1 the board of dirvectors of
school-age child care programs are often
mvolved m o divers -+ tasks as paie of the
budget process, meludmgevplormg fund-
INg oplions, assisting with actual budget
preparation, and estabhshing a parent fee
seale Foensure that a program s fiscallv
accountable, a board must develop a fiscal
management svstem that provides safe-




guards from the misuse or mismanagement
of funds. Safeguards that should be con-
sidered melude documentingall incoming
revenue n a cash recempts journal, pro-
cedures for cross-checking bank deposits
and receipts, requirements for written
approval of all expenditures; board approval
ot large expencitures, and procedures for
1ssuing checks A regular financial report
will help the board monitor the current
financial status of the program  An annual
independent audit by a certified public
accountant 1s highly recommended and 18
often required by public fundig sources.

Personnel Management

Asthe legal employer of all agency staff,
the board of directors 1s responsible for
the actions of its employees. Therefore,
the board must oversee personnel 1ssues
and program functioning.

Personnel policies should include the
agency's defimition of a normal work day
and work week. and a description of the
agendy's wage and salasv scale. Employee
benefits such as vacation, sick leave, and
maternity leave should be clearly stipulated.

Personnel policies should also md'vide
procedures for hiring. dismissal, proba-
tionary penods. staff grievances. and resig-
nation of emplovees. Specific job descrip-
tions should be wnitten and included in
the personnel policies for each posittonr.
=n agency. Tasks and designated responsi-
bilities should be clearly stated and care
should be taken to ensure that these job
descnptions meet New York State and local
licensing regulations where applicable,

Staff evaluations are an important part
of personnel procedures. Assuch. a process
for ongoing staff sup  viston and evaluation
shonld be establisheu. Evaluations should
be written. signed by the emplovee and
maintained in an official record They
should be used to plan staff development,
correct appropriate behavor of staff,
provide information for grievance proceed-
ings. and. if necessary. staff firing. In
addition, they provide an opportunity to
reinforce positive employee attributes,
encourage staff intherr professional devel-
opment. and promote an enjoyable, effec-
tive. and efficient work environment.

Affirmative action 18 an important com-
ponent of personnel nolicies. Such policies
should prohibit llegal discrimination
agamnst potential and existing emplovees
and encourage a staft to be culturally and
ethnically repre.entative of the community
1t serves,

One of the board's most important tasks
is the selection of the dircctor who has
day-to-day resporsibility for program ad-
ministration, There is sometimes confu-
@ 1 between therole of the hoard and the
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role of the divector, \While the role of the
board mcludes establishing policy and
overseemng the program. board members
do not usually become mvolved 1n the rou-
tine tunctioning ot program operation it
18 essential. therefore, tor cach program to
clarifv the respective roles ot the board of
directors and the divector of the progran
in a manner that will tacilitate ongomg
communication and mutual respect

Who Should Be Recruited to
Serve on a Board of Directors?

Prospective board members should be
mterested and commutted to the mission
and goals of the program and have time
and energy to devote to the organization
The board of directors should represent
the ethnic diversity of the community served
by the program and should provide a
halance between men and women  For
schook-age child care programs, 1t is partic-
ularly important to have parents repre-
sented on the board.

Board members 1deally should provide
expertise from dwerse perspectives, and
individual members should be recruited
and selected for the specific skills and
support that they can offer the program.
Board members should be chosen who
provide an essential Iimk to community
agencies {e g, public schools and vouth
serving agencies ). and to community leaders
who have influence and aceess to resources
It 15 also mportant to choose members
who have skills mn fiscal management,
admumistration, legal 1ssaes, fun Irasing,
and programming.

How Is »: Effective Board Main-
tained?

Because board members are volunteermg
their time, 1t 1s particularly important to
conduct effective and efficient meetings
Therefore, an agenda should be prepared.
followed, and preferably a written notice
of the meeting should be sent to board
members one week prior to the meeting
Attendance can be encouraged by estab-
lishing a regular meeting time and place,
and 1f necessary, providing transportation
and child care to allow parents to attend
mectings.

Each member’s participation should be
encouraged and recognized. This can be
accomplished by involving board memners
In cominittee responsibilities mn areas ot
their specificexpertise and interest. During
full board meetings, committee members
will have vesponsihility for reporting on
1ssues related to their committee. In this
way. each board member plays in impor-
tant role in the operation of the agency.

Assigning speaific tasks to committees
enables the board to function more etfi-
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cientlv The comnuttee structure permits
maximum participation of each member
i the operation ot the agenev and re-
ducesthe nurber otissues that have to be
discussed and decisions that have to be
made by the full board Commuttees can
mnelude people other than board members
which 1s a usetul mechanism to increase
community participatin.

To function effecavely as a board mem-
ber, individuals must have specifie skills,
program knowledge, and the ability to
communicate and make decisions within
agroup Therefore, ongomg board tramnimg
should be provided to develop these skills,
Workshops on such topies as commu-
nication skills, group process, and fiscal
management can enhance the skills of
board members.

A thorough orientation should be pro-
vided for ne a board members that famil-
1arizes them with the mission and goals of
the agencey, it polictes, a tour of the facilities.
and an opportunit' to observe programs
i opeation Direct contact with the pro-
gram I help board m:mbers maintain
their interest and teel that thewr contrib-
utions are valuable

What Is the Personal Responsi-
bility and Liability of a Board
Member?

A board of directors 1s provided the legal
protection of Iimited personal hability
through incorporation. However, 1t 1s
important for board members to understand
their legal responsibilities and the impli-
cation ofthese responsibilities as it relates
to the liability of the corporation and them-
selves as mdviloals

The board has ultimate responsibility
for executing all contracts involving the
agency and should discuss all such con-
tracts. Board or staff members should
s1gn ¢ntracts accompanied by the name
of the program and the official eapacity of
the signatory so that o signatw e oes not
result in indwidual hability,

Personal habiity of board members only
oceurs when illegal or improoer acts have
heen commutted or authorzed A particular
area of concern 1s the failure of the cor-
poratton to pay withholding taxes which
can restlt i the personal iability of board
members Therefore, board members need
to be actively mvolved n the fiscal man-
agement of the corporation by approving
the budget. reviewing monthly written re-
ports of operating expenses and revenues,
analyzing an annual mdependent audit,
and mplementing appropriate recom-
mendations of the audit report.

Injuries sometimes oceur 1n the routine
actnvities of school-age child care programs.



Legally. an accident refers to a specific
type of injury which was unforeseeable or
one for which all reasonable precautions
have been taken. Nonetheless neghigence
can bedetermined whenthereis: a breach
of the duty to protect children. a failure to
conform to licensing standards, an indi-
cation that the breach of duty caused the
njury. and ademonstration of actual imury

Since injuries may occur, the board of
directors has a responsibility to devclop
routines and procedures which will be
impieraented by the director of the program
in the event of an injury. The board also
has the responsibility to promote a safe
environment with appropriate equipment
and - gencral policy of safety by devel-
oping procedures which reduce hazards
from injury or tllness. To further protect
both the staffand the children. it1s crucial
for a school-age child care program to
aruire appropriate fiability insurance

A child caie center employee who inten-
tionally harms a child 1s lizble for criminal
penalties, and ultimately, both the indi-
vidual and the organization itself mav be
hable for civil damages. The corporation
as the official employer 1s responsible for
the actions of its emplovees m the course
of thewr duties.

Since a school-age child care program 1s
responsible for the actions of its employ-
ees, it 1s important for the board to im-
plement an effective system of personncl
administration, In addition. the board
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should monttor hiring practices. program
functioning, and the mplementation of
personnel policies which address the on-
going evaluation and supervision of indi-
vidual staff members i conjunction with
staffdevelopm ent activities, and encourage
staff awareness of satety 1 program activ-
ittes and the environment

For Further Information

Individuals involved n: planning pro-
grams should obtamn resource material and
contact knowledgeable people who have
alrcady established programs to learn from
thewr experiences For a hist of available
papers and the name of programs and
resource people myourarea. please contact
the School-Age Child Care Program at the
New York State Council on Children and
Families. Mayor Erastus Corning Tower,
28th Floor, Empire State Plaza. Albany,
New York 12223, (518) 474-6203.

The {ollowing resources will provide
useful formation for those involved in
developing a board of directors.

A Handbook for Day Cere Board Mem-
bers edited by Secor.1sa partcularly useful
resource on forming and maintaining an
eifective board for child care programs
This handbook ($10.50) can be obtained
bvwriting to the Day Care Council of New
York City at the following address:

Day Care Council of New York, Inc
22 West 38th Street
New York, New York 10018

[}
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Information pachets (8500) and fact
sheets (5 25) covering such topies as board
trainmg, tundrassing, and management tor
not-for-protit organizations are avatlable
trom the organization, Brookivn InTouch.
at the following address

Iniormatton Center

101 Willoughby Street - Room 1508
Brooklvn. New York 11210

(718) 237-9300

Baden. R Genser, A Levine, ) & Sehigson,
M (1982) School-Age Child Care. An
\ction: tiunual Boston Auburn House

Hummel.) (1981). Starting and Running
a Nonprofit Orgamization Minneapolis,
MN- Unwversity of Minnesota Press

Resources for Child Management (1985).
Legal Issues for Child Care Providers.
Summit, NJ: Author

Resources for Child Management (1985).
Making Child Care Work: Managing
for Quality. Summit. NJ: Author

Sccor, C (Ed  (1984). 4 Handbook for
Day Care 1oard Members. (2nd ed.) New

York. Dav Care Council of New York,
In¢

YMCA of Greater New York and Counctl of
New York Law Authority, (1982). The
Legal and Regulatory Affairs Manual:
A Guide for New York Not-For-Profit
Organizations New York' Author,
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Throughout New York State. significant
changes are occurning in fanuly lite  In par-
ticular. there s anincreasing number of working
parents with school-age children and an -
creasing number of simgle parenis One of the
consequences accompanying these changes is
the large number of hldren in need of school-
age child care when school s not i sesston

When hdd care for school-age cnddren s
unaratlable, parents who must work are forced
to leave thewr children unationded 1t os esti-
mated that between 100 000 - 300,000 such
chiddren i New York State are unsuperi iscd
for soveral hours cach day

In response to this problem. the State of New
York has undertuken a number of imitiatires to
encourage the development of school-age child
care programs  Durin, 19814, the Legislature
cnacted a bdl which authorized a funding
program to support the start-up of new: school-
age child care programs  This bill u as signed
by Gorernor Cuomao i July of that year

Is part of the states effort the Neu York
State Councd on Chddren and Fanulics has
coordiated an mmteragency project. Schonol-
lge Chila Care. i compunction with the De-
partment of Socal Services Duresion for Youth
and State Education Department, and supported
by the Dicision of Crimanal Justice Serrices
The purpose of thes project s to gssist com-
munities in starting and operating school-age
child care programs

Plunnng and implomenting o new school-
age child care progre i meolves a series of
complevtasis Kesou, osand mtormation are
often needed to tacilitate. support, and promote
the derelopment of such progravis

The Councid s developing a sernes of tech-
nical assistanc ¢ papers to address the needs of
communities establishing school-uge child care
programs  These papers discuss the maypor steps
that should be taken and offer practical sug-
gestions on how to develop quality programs
Fuch paper provides a begimning p ot tor
indiwiduals and community groups planning
"""""" ngrams
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Meeting the
Developmental Needs of
Children in School-Age

Child Care Programs

School-age child care programs provide
child care for elementary and middle school
children during the hours when pa.ents
are at work and school 1s not 1n session.
This technical assistance paper offers
suggestions for program activities based
on child development, and offers techniques
for working with groups and individual
children.

Why is it Important to
Address the Developmental
Needs of Chiidren?

While children are temperamentally
different and therr rates of growth vary,
there are predictable patterns of develop-
mentdunngthe middle years .fchildhood
Throughout this period, social needs usually
intensify and staft from family to peers as
children become more aware of the world
outside of bome. As children mature, they
hecome increasingly able to understand
that there are generally accepted rules tor
behavior at school and m the community

An effective program provides activities
that are matched to the developmental
stages and interests of the cluldren Such
a program fosters feelings of awareness
and self-esteem .n children, while at the
same time exposing them to new, challeng-
mgexpenences Family values and cuitural
traditions are respected and parent par-
ticipation 1s encouraged at every levei of
program planning, implementation, and

evaluation, Careful provisions are made
for mdividual special needs or handicapping
conditions,

Understanding some of the developmen-
tal 1ssues between the ages of five and
fourteen will help staff in planning a range
of activities to meet the diverse needs and
interests of individual children Knowledge
of child development, however. is only the
hegimming. The heart of an effective pro-
gram hes in the sensitivity, commitment,
and skills of staff members as they get to
know indmnvidual children and promote
feehngs of umty and cooperation within
the group

What are Some of the
Common Patterns of Child
Development?

During the first five vears of life, yourg
children establish a sense of trust in the
people who care for them They begin to
understand that they exist as persons apart
from their parems, and that they possess
the ability to make independent choices
and deaisions. They tearn to have confi-
dence n therr own creative 1deas When
these healthy feelings of trust, autonomy,
and mitiative are well estabhished. chuldren
ot school-age begim to be interested m
learnming skills, As children gro »older, they
move away from play that s primarly
experimental and exploratory and toward
more  purposeful.  product-oriented
activities.,



This move toward product-oriented activ-
ities ~an be seen. for example, in the move
from the joy preschoolers experience in
hammering for its own sake to the elemen-
tary schooi-age child hammering to make
a recognizable object. Over the years. the
crude attempts of a six orseven year old to
hammer together a clumsy wooden boat
evolve into the meticulous efforts of a pre-
orearly adolescent to construct an elaborate,
scaled model of a boat.

The school-age child also begins to move
away from the world of pretend and make
believe. and to unuertake tasks that are
reality-based and product-oriented. Thus.
while a five-year old may still be content to
pretend to cook at a play stove or in the
sand pile. a twelve-year old may be inter-

ested in preparing an entire meal for the
famly. As children struggle to move from
play actiities toward skill mastery, they
can become their own most severe critics
and will necd help in establishing realistic
goals and standards for themselves and
therr friends.

One of the most striking characteristics
of the middle years of childhood 15 that
children form a special subculture with its
own traditions. games, tasks. values. loyal-
ties. and rules. Program activities should
capttalize on this. providing ample oppor-
tunities for children to form their own
groups or clubs. and allowing children to
plan and develop their own projects such
as plays or newsletters.

Adult recollections of childhood are often

What Program Activities Should Be Provided in a
School-Age Child Care Program?

In planninga school-age program. adults
should be aware that each child is develop-
ing a sense of personal competence as
well as a perception of himself or herself
as amember of the social world away from
home. A wide variety of activities will provide
children with opportunities to discover new
interests and develop new skills. The ages.
interests, and temperaments of individual
children will be important considerations
in the selection of specific activities for
them.

Space. time. and staff assistance may be
available to children who want to do home-
work. but 1t is not recommended that
homework be required or become the focus
of the program. School experiences may
be supplemented or complemented, but
not be repeated 1n the hours before and
after school. It 1s important to be sensitive

to parental views about homework and to
reach a balanced program approach. Tk
following list. while not inclusive, provides
a vanety of 1ceas for activities n school-
age child care programs.

Animal Science

Art Activities (e g.. paint, markers,
crayons, clav)

Clubs (e.g.. 4H. Scouts)

Community Services

Computers

Construction

Consumer Economics

Cooking

Cosmetology

Crafts (e.g . macrame, jewelry, hnitting,
models, leatherwork)

Current Events

Dance and Creative Movement

How Can Program Activities Meet the Specific
Development Needs of School-Age Children?

Many of the activities listed above are
applicable to school age children. However,
it is the task of staff to adapt and expand
on such ideas to meet the needs and inter-
ests of the children. Therefo. _. the following
four pages contain descriptions of stages
of child development:

The Transition Years — Fire ana Six Year
Olds

The Middle Years — Six t: Mine Year Olds
The Preadolescent Years — Ne to Tweelre
Year Olds
The Early Teen Years — Ticelee to Fourteen
Year Olds

~
~J

roote<} in their grade school years and these
recollections can help them be sensitive to
feeunss and opimons of children. Recalling
the exquisite agony of pushing one’s tongue
agamnst a very loose tooth can help most
adults be more patient with a seven-year-
old's ambivalence about pulling her own
very loose tooth. Being the last member
chosen for a team, the only child wearing
the wrong kind of sneaker, or being teas2d
because one 1s the largest, smallest or
skinniest child in the group are among
childhood experiences that can have a
lasting effect upon self perceptions. Reflect-
ing on similar childhood experiences can
help an adult he more compassionate.
positive, and supportive

Drama te.g.. plavs, puppets)

Exercise Classes

Field Trips

I re1gn Languages

" e Play

Games

Groups Discussions (¢ g., rap groups.
counsehng, grour. meetings)

Gymnastics

Literature (e.g . hooks, stories, poems)

Movies

Music

Nutntion Education

PParental Hobbies

PPhotography

Sports (e g, swimming and team sports
such as kick balli

Woodworking

The implications for program activity
for each of these developmental periods
are discussed to provide general guidelines
for planning age appropriate tasks and
experiences.
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The Transition Years — Five and Six Year Olds

Sometimes exuberant, often shy, five and
six year olds present a special challenge to
staff in school-age programs. Because they
have only recently emerged from the pre-
school world of home and parents. new
routines, relationshins, and activities re-
quire them to make major adjustments.
When they feel rested and confident, five
and six year olds may greet new people
and experiences with delight. On the other
hand, if they are tired or under stress, they
may behave in ways that seem more char-
acteristic of much younger children. For
example, they may cling to familiar adults,
routines, or old comforts such as thumb-
sucking. Seemingly grown up at one time,
at another a child may scramble into an
adult’s lap, snuggle up againsta story teller,
or retreat to a solitary place, perhaps to
think private thoughts and prepare to face
again the demand's of life away from home.

Play continues to provide useful and
powerful opportunities for five and six year

olds to arrange and rearrange the raw
materials. tovs. and relationships that allow
them to enact the themes and scen s they
obs 'rve and seek to master. Play themes
can ften become complicated. absorbing.
and sustained. Unlike preschoolers, five
and six year olds can cooperate in elaborate
fantasies which may continue for hours or
even days and weeks. While they require
adult help in continuing cooperative re-
lationships and finding appropniate props
and matenals. their ability to dramatize
and re-enact themes of interest to them
¢nables them to become absorbed in rich
and complicated play that 1s deeply mean-
ingful to each participant.

Intellectual skills are expanding, although
children of this age often interpret language
quite literally and, as a result, sometimes
form bizarre 1mages of the world. For
example, hearing an aduit exclaim, “Mrs.
S. has gone to pieces over her son's
accident!” can produce revealing expres-

— Program Implications

Five and six year olds are often tired
afteraday in school. Some children unwind
through vigorous physical activity and enjoy
time spent on jungle gyms or other large
equipment, or in spaces appropriate for
running and letting off steam. Qther chil-
dren prefer to make the transition from
school to child care quietly, perhaps linger-
Ing over a snack to talkwith a trusted adult
or friend. Physical comfort needs. such as
toileting or a change into play clothes or
shoes may be part of a necessary transition
activity.,

Because five and six year olds are rela-
tively inexpenienced with life away from
home and parents, sustained relationships
with a few adul. may ke moreappropriate
thana program that re juires them to relate
toa new adult withevery change of activity.
Continuity of relationships with nurturing
adults, an atinosphere that 1s calm and
accepting, a choice of simple, interesting
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sions of shock and horror on the face of a
five oranvear old Children are also forming
a primitive code of right and wrong n
which fairness becomes an important, often
disputed, component. They continue to
need adult help ininterpreting and abiding
by the rules and traditions of our culture.

Sometimes staff members feel they are
not fulfilling their responsibilities if children
spend time structuring their own play
activities. However, five and six vear olds
are often overly regimented It is sometimes
easy to forget that five and six year olds
enjoy long periods of free play. They need
time, space, and opportunities for play
under the careful supervision of staff who
will help them maintain cooperative socia!
relationships and provide props and mater-
1als to enrich play experiences.

activities 1n small groups, nutritious snacks.
and opportunities for self-directed play
alone o1 with friends are essential compon-
ents n a program for the youngest children
in a school-age child care setting.

Blockbuildig, dramatic play, and creative
arts allow children to make sense, n con-
crete. participatory fashion. of the world
theyobserve, from fresh and inesperienced
points of view. Books, stories. and puppet
shows encourage language development
and promote reading and communication
skills. Children in this age group need many
opportumities for vigorous phy<ical activity
with limited emphasison structured, com-
petitive sports Many of the same materials
found 1n good preschool classrooms will
be used by five and six vear olds in mereas-
mgly organized, sustained and varied ways.
As language. physical and soaial skills
develop, childr 'n become more able to
tunction in congeital peer groups and to
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carry out complicated themes 1 play over
davs or even weceks,

The role of adults witn five ard six vear
olds 1s to:

— provide firm, loving supervision with-
out too much interference:

— observe carefully 1in order to provide
appropriate space. props or time for
elaborate child-imitiated play and
sequences;

— plan ample concrete experience to
encourage new “plav themes” as
needed:

- recognize the need for rest, privacy,
aad mdividual attention. and.

— establish a rhythm of active’quiet,
inside 'outside activities that 1s predict-
able and enjovable




The Middle Years — Six to Nine Year Olds

The life of a six to nine year old is full
and demanding In additionto leavinghome
and establishing themselves as members
of a school and a peer group. children in
our society are expected to acquire a
number of skills. Some of these skills
demand intense concentration, persistence,
and hours of practice. yet few of them are
recognized as important in formal learning
programs. Adults who are sensitive to the
needs. interests and increasing maturity
of children will acknowledge the importance
of each child's mastery in learning these
types of tasks.

whistle

snap finger and thumb together

ride a bike

roller or ice skate

tell time

cross street safely

use a telephone

read and write

tell jokes. riddles and other *funny things ™

rely on adults other than parents and
teachers

play games with rules such as checkers.

marbles, jacks, hopscotch
develap collections thottle caps hasehall
caerds. coins. etc )

assimilate the rhymes. rites and rituals of

childhood
acquire knowledge of the songs or music
enjoyed by the peer group

Children of this age group are willing to
learn almost anvthing, particularlyif adults
they like and respect are interested and
enthusiastic.

Early grade school youngsters often
welcome evidence that they have sncceeded
at ir.portant tasks, Checking off completed
lists of chores. reading posted schedules,
recenvingstickers or badges may be effective
tn reinforcing positive behavior because
they provide concrete evidence of success.

Although children in this age group are
learming thatour society frowns upon tears,
most of them stil! cry when angry. insulted
or hurt. They will need reassurance from
adults that expressing feclings in this way
is acceptable. and they will also need adult
protection from teasing by their peers.

Program Implications

Excessive tatthing often peaks during these
vears and staff will need to make firm
statements to children to help them focus
on their own behavior, while understanding
whenitis appropriate to call staff attention
to the action of others.

Dunng these vears, children establish
moral codes and often have a strong, even
nigid, sense of what 1s wrong or right, fair
or unfair. They tend to see only one side of
an issue at a time and have trouble thinking
about extenuating circumstances, or con-
sidering two moral principles at once
Although they can often be kind ai.?
compassionate, their ability to empathize
will be overshadowed b, their emerging
moral convictions and they may be severz
in their condemnation of their own. or a
peer’s behavior. Staff should involve them
in estabhishing clear and simple rules under
which the program can function. Posting
these rules in placesthat are clearly visible
will reassure children that the program is
consistent and predictable, and may prevent
arguments among children and between
children and staff.

Planning programs for six to nine vear
olds may be similar to planning a smorgas-
bord meal with a wide variety of activities
to sample, thus allowing children many
choices. Although some children in this
age group may show strong preferences
for a particular sport, game. or computer
actmity, effective programs offer several
choices. Inaddition to structured activities,
children need time to make triends, estab-

lish small groups, and have opportunities
for discussion and contact with an adult
who s able to relate to them ma predictable
and stable fashion, Such activity may b
intormal. but it 1s we' supervised by staff

Although chuldren of this age can seem
verymature, many of them are still working
on the developmental tasks of the pre-school
vears, and almostall of them regre..» under
stress, over-stimulation, or when they are

I

tired A relaved atmosphere, a nich play
environment 1n which children structure
therr own acuvities. small groups. and a
nirtunng staft, are key components in a
good program tor this age group. Children
of all ages need opportunities to be by
themselvesto rest, read. think, or draw: six
to nine vear olds may need help in recog-
mzing, as well as meeting this need.




The Preadolescent Years —Nine to Twelve Year Olds

During the period between nine and
twelve vears of age. children become n-
creasingly anxious to grow up. In fact. therr
behavior can be far more organizeu. more
sustained. and generally more mature ina
relatively short penod of time. Their necd
forloving and supportive relationships with
adults may b. camouflaged by theirintense
loyalty to a peer group. The self-image of a
child in this age group is often very fragile
anddepends toa large extent on recognition
and acceptance from friends.

Some ninc to twelve year olds may
experience a sudden growth spurt. Rapid
growth acceleration can be expected for
givls between the ages of 10 to 14: for
boys, it occurs more generally between the
ages of 12to 16. It 1s common to see girls
of this age tower over boys; and it becomes
important for adults not to predict age on
the basis of physical development alone.
Rapid physical growth and changes brought
on by the onset of puberty can be hoth
puzzling and disturbing to pre-teens. Girls
may begin to menstruate and experience
breast development and boys may be
alarmed by wet dreams. Both boys and
girls may be confused by the barrage of
information and msinformation they
receive about sex from friends and the
media. and alarmed by emerging feelings
of sexuahity. Ch'ldren may eng~ge in secret
inspections of their bodies as they check

to see, for instance, if puhie. underann or
facial hair 1s appearing. and to assure
themselves that they are normal. Some of
the anxicty children feel around phvsical
growthissues may be expressed in bathroom
humor. d rty jokes, interest in magazines
with pictures of naked women and men, or
in subtle or overt hostihity toward peers of
the opposite sex, or even toward a member
of the same sex whose appearance or
behavior seems to be different from therr
own

Most children begin the early vears of
middle childhood from the ages of five to
eight with self-centered thinking. It 1s
difficult for them to take another person’s
point of view because they have neitl er
the developmental maturity nor the exper-
tence to think as adults do. Between nine
and twelve, children begin to ~derstand
another point of view, although they may
need adult help in accepting or acting in
response to what they can intellectuallv
comprehend. Inaddition, childrencan now
think about and understand why things
happen and they can mnake pred:ctions
aboutwhat might happen in certain situa-
tions over a period of time. Tney are
begimning to reason deductively

This more mature ability to think and
reason. comhined with increasing physical
skills. and a developing commitment to

Program Implications

Itisimportant that children have ample
opportunities to discuss their thoughts and
feelings. Children need help from adults
in defining the roles thev can play In
creating a world that 1s safe and healthy.
Time for discussion, reflection. reading.
talking with a friend. must be balanced
with opportunities to explore a hobby. sport,
or a special mterest. Health education
activities inareas of nutrition, and personal
hygiene can be introduced informally in
response to expressed interest and direct
questions from chi' 'ven.

Time for comfortable group discussion
and for imparting information to the total
group should be bhalanced with time for
children to be alone, to read or chat with a
friend. or with a friendly adult. Younger
children may be very direct 1n expressing
confusion and fears. Nine to twelve vear
olds often have a great. but sometimes
fragile sense of personal dignity. Any action
on the part of an adult that might cause
them to look silly or inadequate in front of
their pecrs is an action to be avoided.
Dealing with the emo*'onal. and sccial
r‘h&nﬂ% brought about by dramatic physical
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the peer group leads children to develop
passtonate interests or hobbies in which
thev may remarn interested over a period
of time. The five to eight year old might be
deseribed as a sampler who is eager for
new experiences, anxtous to try any inter-
esting new activity, welcomingopportunities
te participate in vaned program achvities.
In contrast, nine to twelve year olds may
have strong opinions about the activities
they will or will not enjoy. If they have a
strong interest, be 1t baseball cards or
geology, they will want to pursue that
interest over a period of time

Adults who work with nine io twelve
vear olds may be faced with a wider range
of individual differences than exists in
almost any other group. Children n this
age group come In all shapes and sizes,
and are at varyving stages of emotional and
physical matunty. They are trying to become
independent of adults while at the same
time establishing themselves in a peer
group. Children of this age are sometimes
very concerned about not being normal or
not having f.iends. They may begin to feel
responsible for their parents or to confront
social injustices and world problems such
as hunger. prejudice. nuclear war. home-
lessness, and disease. These discoveries
are often painful. and the pain may be
compounded by the children’s realization
that they are still too young to have much
of a positive impact.

growth should be a major consideration in
planning programs for pre-teens. Staff
should be well-informed and have available
the excellent array of books about fictitious
characters coping with the same human
problems confronting children in this age
group.

Group experiences should be arranged
carefully to butld on the strength of all
oivldren i the group Variety mayv be
necessary to ensure that cach child has a
chance to excel. Soctal interactions and
the development ot triendships are ot crucial
mmportance for children. Adults will be
mmportant in pointing out that. for cvample,
a child may not sing as well as others, but
she 1s a great addition to a softball team.
Without strong adult models ot kindness
and compassion, children can sometimes
appear to be msensttive or cruel to others.
A major program emphasts should melude
group discussions to estabhish  msensus
on standards for behavior. farrness, and
consideration of the needs of cach individ-
ual. with emphasis on supporting strengths.,

Developing expertise in a sport or physical
actwity can be one way to help a nine to
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twelve yearold feel competent and tn control
of husorherbody. However. not all children
experience success 1n physical actwities,
so programs will have to provide other
ways for them to build and increase self-
confidence The role of the adult leader 1s
cntical in achieving this goal.

The hist of activities planned for nine to
twelve vear olds may be similar to that
used with younger children. but observa-
tions of the children will enable staff to
adapt the actwvities very differently 1n
planning a developmentally appropnate
program For example, during one three-
hour peniod, a six vear old might listen to a
story. play in the sandbox. ride a bike,
pamnt a picture. engage i a brief group
game, and spend time talking and gigghng
with a friend. During that same period,
one 12yearold may be completely absorbed
in a game of chess, while another works on
amodel and istens to music, a third devotes
herself entirelv to a ¢ e of baseball. and
a fourth sits under a tree and talks to a
friend.




The Eaxly Teens — Tsvelve to Fourteen Year Olds

Undenstanding the dramatic changes that
occur as children enter the teen years should
be helpful to adults as they establish or
maintain comfortable relationships with
young adolescents. Rapid physical changes,
combined with wide variation among indi-
viduals. tend to make adolescents extremely
sensitive *o their appearance. At no other
time in life are feelings about the self so
closely tied to feelings about the body.
Physical appearance also affects the ways
in which adults and peers treat an adoles-
cent. Teens who have arapid growth spurt
may be treated as adults while those who
have not grown as quickly continue to be
treated as children.

The physical changes of pubescence can
also affect emotions. Cyclical changes in
hormonal balance are associated with

changes in emotions, behavior and think-
ing. Since these cycles are new to adoles-
cents. they may not be handled well

The most important mental change
durnng adolescence 1s growth in the capacity
for abstract thinking. This capacity to think
about many possible realities becomes a
fascinating activity and may be increasingly
important as the adolescent establishes a
personal moral code. Rules and principles
simply accepted from parents and other
authorities are essential to children, but
adolescents need to think through rules
and principles and consider the alternatives
in order to adopt or adapt them for
themselves.

One of the most obvious social changes
for adolescents is the imtiation of interest
in and interactions with young people of

Program Implications

th 2 opposite sex. Learning to handle the
emotions 1nd hehavior that go along with
attracting and forming emntional attach-
ments can be stressful inadditionto being
exciting,

Adolescents undergo dramatic physical
and mental changes 1n a short period of
time. and ther place in society often seems
confusing to them. Adolescents need guid-
ance and support in establishing themselves
as contributing members of the society.
Adults who are effective in working with
adolescents must be flexible and willing to
accept a vanety of behaviors and encourage
young people to make choices and become
more independent. At the same time, their
flexibihty must be balanced with the ability
to set and enforce hmits for appropriate
behavior.

Young adolescents need opportunities
to exercise their rapidly changing bodies
as well as opportunities for rest and relaxa-
tion. Adults should encourage a balance
of competitive and non-competitive physical
activities. The development of skills and
talents are important in fostering self-
confidence and self-esteem and may bolster
an adolescent’s status in a peer group. As
young people develop the capacity for
abstract thinking. they can be e."couraged
to find value in a wide variety of social,
intellectual and artistic activities, in addition
to the physical sports which often hold
a permanent place in programs for
adolescents.

Positive adult role models will help young
people affirm their identification with their
racial, ethnic or gender group as well as
gently challenging their stereotyped views
of their own or other groups. Adults can
encourage adolescents to express feelings
and thoughts through dance, wnting music,
art or any other medium available in the
community. Perhaps most important of
all, staff can help young people see them-
selves as useful citizens by making it
possibie tor them to make r.eaningful
contributions to their communities. For
example, some programs give adolescents
the opportunity to be involved in commun-
1ty service activities. such as visiting elderly
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people confined toa nursing home or caring
for younger children. Since young adoles-
cents have a need to prove their competence
and exhibit achievement. it may be impor-
tant for staff to encourage projects which
require a serious commitment and sus-
tained effort resulting in a formal produc-
tion or product such as adrama production
or publication of their writing, or exhibit
of their artwork. Assuming responsibilities
forservice within the program or commun-
ity car be impertant m reinforcing an
adolescent’s sense of personal importance
or self-worth.
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How Can Group Behavior Be Managed in a
School-Age Child Care Program?

Adults who have an understanding of
child development and who may be well
acquainted with several school-age children
are often surprised at the unpredictable
nature of groups. Sometimes, kind,
cooperative, and kelpful, chilaren in groups
can alsnbe cruel, defiant, and destructive.
While all six of these charactenstics can
be exhibited by the same child within a
twenty-minute time span, some children
have periods of time when one or two of
these traits may seem to dominate their
personalities for hours, days, or weeks.
Particular personalities of children can
combine in ways that have a dramatic effect
upon mood, tempo, and general cohesive-
ness of a group.

Each gro 7 has adifferent dvnamic which
functions & . a unique personality. Some
groups are turbulent, while others are
harmonious almost from the first meeting.
The emotional functioning of a group can
be affected by experiences children have
had at home or iu school, weather condi-
tions, or unusual or special events such as
holidays. At times, even under the best
conditions and with skilled sensitive 'zader-
ship, group activities can fall apart. Some-
times overly high or low staff expectations
can feed group instability and at other
times there may be disruptive circumstances
outside the control of the staff member.

It 1s important for tlie adult and the
group memb-rs to realize that when this
happens, 1¢is not necessanly anyone's fault.
Instead of allocating blame, staff can

verbally describe what seems to be happen-
ing with the group n a nonjudgmental
and direct manner. Staff acknowledgment
of the disruptive activity will not necessanly
improve the situationand it may temporanly
make 1t even worse. However, the children
will hearthatstaff are not angry or punitive
and theaccepting attitude may catch their
attention.

If possible, the larger group should be
dwided into smaller groups. A staff leader
can request the group to choose activities
in pairs or groups of three. Staff can then
circulate quietly among small groups in-
stead of trying to remain in control of a
large one. In addition, it should be possible
forthose participants who want to concen-
trate on a project or activity to do so in a
protected space. Staff should continue to
supervise the rest of the group for safety
reasons, but not force them to join the
activity.

As a group develops cohesiveness, pat-
terns of communicating and relating to
one another occuramong the participants
of the program. It is iinportant for staff to
recognize these patierns so that they can
ensure that individual children are not
excluded from activities or treated badly.
It 1s also important for staff to recognize
that changes in the make-up of the group,
such as a child leaving or entering the
program, can be disruptive, causing changes
in patterns of communicating and relating
to one another.

To create pos,tive group interaction in
school-age children, some or all ot the
following suggestions may be useful.

— Respond to children’s ideas seriously
and respectfully.

— Provide a choice of activities for
children

— Allow children to establish their own
pace in the program by providing areas
for relaxation as well as for vigorous
physical activity.

— Provide opportunities for children to
play alone as well as with friends.

— Establish n es which are simple, clear,
and consistently but -leasantly
enforced.

— Develop friendly relationships with
children; staff are neither teachers
nor parents, but are instead trusted
and respected aduits.

— Encourage communication among
adults and children which includes
discussion of positive and negative
feelings, as well as conversations about
activities and events.

Staff who work with mixed age ¢ <"1ps
may face a particularly difficult challenge
in creating a sense of unity. Childr>n may
benefit from interactions with peers who
are slightly older oryounger than they are,
but mixed age groups usually require a
more flexible schedule, more varied activ-
ities, and more opportunities for children
to work and play in small groups.

How Should Problems With an Individual Child’s Behavior Be
Addressad in a School-Age Child Care Program?

Children’s behavior is often interpreted
by staff to be the direct result of the | ome
environment or of the parenting techniques
children have experienced. While families
and neighborhoods are certainly powerful
influences in children’s lives and on tue
development of their personalities, it 1s
also important to consider individual tem-
perament 1n understarding a child’s
behavior.

Examining how a child deals with change,
responds to new experiences, is distracted,
persistent, or predictable can help staff
understand a child’s behavior without
judging orlabeling the behavior in negative
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terms. Clearly, some children are temper-
amentally more difficult than others. For
example, a child who is easily distracted,
has difficulty adapting to change. and
responds negatively to new people or
experiences may be difficult to manage in
a group. It is helpful for staff to recognize
individual temperament as a means for
understanding children. planning actnities,
and developing strategies to meet therr
needs.
The following suggestions may help staff
deal with children’s negative behavior:
— Observing children’s behavior and
focusingon useirindividual strengths
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is an tmportant first step in working
with them effectively,

— Staff should express their feelings
honestly and directly.but brietly. Be
sure the children know pusitive feelings
of staff as well as those that may not
be quite so positive,

— It 1s important for staff to delegate
authonty and responsibihity to children
whenever rossible, preferak!v in ad-
vance of the activities. If children ovrve
knowing they share responsibihity for
the success or faiture of the program,
they may be raore inclined te engage



in constructive actions. For example: a
staff member might say to a child.
“Susie, thanks for collecting the tools
we need. Will you arrange them on
that work table and be in charge of
giving them to the people who need
them?”

— Astaff member who is having particular
difficulty with one or two of the chil-
drenin the group could try to establish
individual contact alone with these
children, for example: “Paul. 1 find
myself yelling at you far more than |
like. I think we'd be better friends if
we knew each other b_..er. Would you
be my hiking partner when we go to
the State Park tomorrow?”

— Staff should offer one or two realistic
choices for adisruptive child, such as.
“Shall we walk over to the park where
we canwork off some energy orwould
vou prefer to go to the gym today and

see if we could use the tumbling mats?”

— Forsome children, the touch ofa hand
or an arm around the shoulder 1s a
steadying influence. while other chil-
dren prefer not to be touched and can
be very active in attempts to maintain
distance between themselves and the
adult. The staff should know the chil-
dren well in order to determine whet-
her brief affectionate physical contact
will be helpful and appropriate.

While the above suggestions reflect
positive actions staff can take to work with
children. there may be instances where a
child may have continuing difficulty
adjusting to the program. In such cases.
parents and the child’s teacher should be
integrally involved in information sharing
and in devzloping constructive solutions.
Staff and parents should meet to discuss
the child’s behavior and explore additional
ways (n which the program can meet the
needs of the child.

Listed below are several resources and
references that may provide additional
information on the topic of school-age child
care.

Baden. R., Genser, A . Levine, J & Seligson.
M. (1982). School-Age Child Care: An
Action Manual Boston. MA: Auburn
House Publishing Company.

Bredekamp S. (Ed.) 1986. “Position
Statement  on  Developmentally
Appropriate Practice in Early Childhood
Programs Serving Children from Birth
Through Age 8" Washington, DC.
National Association for the Education
of Young Children.

Colhins. W. (Ed ) 1984. Decelopment During
Middle Childhood Washington, DC:
National Academy Press.

Department of Human Development and
Famuly Studies (1980-1988). Resources
for Parents, Teachers and Caregivers.

Ithaca. NY: Rescarch Park. Cornell
Uiniversity.
Hamilton. 8 (1981). Adolescents. Ithaca,

NY: Cornell  Distnbution  Center,

7 Research Park.

Scofield. R. (Ed.) 1981-1988. School-Age
Motes Nashville TN

Spedding, P. (1983-88). “School Age Child
Care.” Child Care Notebook. Ithaca,
NY: Cornell Cooperative Extension.
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v, ghout New York State. swyniticant
C s dre o Ting m tanuly Ul In par-
teular. there is an mereasimg umber f 1weorkimy
parents with school-age ~hil7ren and an m-
creasing number of simgle parents One of the
consequences uccompany iy these changes is
the lirge number of children mneed of s hool-
age child care when school 1s not i session

When child care for school-age children 1s
unacailable, parents who mustiworh are torced
to leare ther children unattonded 1t s esti-
mated that betweeen [0 - 300000 such
childion m New York State are unsuporrised
for several hours cach day

lrerosponse to this problem, the Sate of New
York has undertaken a numbe  “mutiatives to
encouraye the derelopment o wol-age child
care programs  During {981 the Legislatun e
enacted a bill which anthorized » tunding
program to support the start-up of new school-
aye chuld care programs Thes bill was swned
by Gorernor Cuomo i July of that year

Is part of the stutes cettort the New York
State Counct? o Children and Familios ha-
coordmated an imteragency prorect School-
lge Child Care, i conpumction weith the De-
partmient of Social Services Dwvrseon tor Yonth,
and State Lducation Department a;id supported
hy the Duviston of Crinunal Justrce Serrices
The prrpose of Hus project s to assist cont-
munities i startinrg and operating schoolage
Huld care programs

Llunning and paplementmyg a new s hool-

o Child care program pucelves a series ot
complextashs Resources and imtfornation are
often needed to tactlitate, suppaort, and promote
the derelopment ot such programs

The Cou o derclopmy a series of ted-
nical ussistunce pupers to address the necds of
cosnmunities e tablishing sc hool-age child care
programs Thes pupers discuss the magor sieps
that should be taken and ofter practical suy-
gestions on how to develop guality programe
Lach paper providcs u begmmung pomnt tor
ndirduals and commumnity groups planning

]: lillcjlyrums

Aruitoxt provided by Eic:

«1eparing a Budget
for a School-Age
Child Care Program

School-age chil: .+ are programs provide
child care for clementary and muddle school
o dren during he hours when parents
are at work and school 1s not in session.
e techreal assistance paper will provide
deneral gundelines on how to develop a
budget tor a school-age child care program
Individual programs can adapt this intor-
mation to mect the particular needs of therr
own program A separate technical assis-
tance paper addresses guidelimee ©edevel-
opmg ettective hmancial ma..agement
procedures

What is a Brrdget?

A budget 1s a fiscal plan for operating a
program It 15 a wntten summary of the
annual estimated costs and sources of
mcome of a program Used as a manage-
ment tool, 1t allows progiams to plan how
much money 1s avauable to spend and to
determime how it will be spent Inaddition
to desenibing the nances of a program,
the budget also reflects the scope of the
program and ite priorities Preparing and
balancing a budget reguires making poliey
Jeasions that determine how the school-
age child care program will operate. Such
pohicy decisions melude plans tor statfing
patterns, salor s seales, program activities,
and parent fees

The budgeting process consists of item-
1zing the expected vearly ome and
CAPERSES 0f oneraling a progsany, assignimg
a dollar amount to cach. and balanang
the figures In nonprofit organmizations, the
esumated mcome 1s generally equal to the
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expenses. Budgets for proprietary programs
usually project an income which exceeds
the expenses.

Each item listed 1s referred to as a line-
item Specific ine-items require back-up
sheets to explain in detail how costs were
calculated. For exarm e, the line-item
“Saleries” indicates the otal cost for staff
salanes. The budget back-up sheet lists
ihie indivieal staff positions, identifying
the . - it of ume worked per week and
per vear, the salary rate, and the annual
salary The back-up sheet for “Fringe
Benefits™ identifies each benefit and ai-
cates how the figures were calculated.

Some funding sources also require a
budget justification or budget narrative.
This 1s a wnitten explanation « “ each line-
item describing why it 1s essentia 1o the
operation of the program. In the budget
narrative, the discussion of the hine-item
“Salaries” would include a description of
the staff positions, ¢ .plaining the duties
of the staff members and the required
quahfications for each position.

Budgets are lso nrepared to meet ac-
countabihity  requirements of tunding
seurces For example, in New -k State.
the Department of Social Services requires
speatal budget forms to & used by pro-
grams, as do the Divisien for Youth and
Jocal Umited Way Ager aies Rather than
include the speeific budget form of any
one agency, the o llowing sample budget
torm {see Boy A) attempts to meorporate
th. inost common categories of income
and oxpenses These categories may need
to be adapted to specific funding sources.



¢
How is a Budget
Developed? BOX A
A budget should reflect the program’s Sample Budget

mission and the scope «f program activities.
Once these have been defined, expenses
and income can be calcuiated accordingly.
At that point, program planning and bud-
geting take place simultaneously. A decision
made in one area almost always has conse-
quences in the other. Income, expenses.
and program r.iorities need to be coordin-
ated to arrive at a balanceda budget that
accomplishes the program’s objectives.

It i< helpful for programs to define
pracedures for developing, approving, and
revising budgets. Such procedures should
include plans to:

— identify who will prepare the budget
and how input from staff, parents,
and board members will be obtained:

— establish atime frame to indicate when
the budget will be prepared and pr :-
sented to the board for approval;

—develod a timetable for submitung
approved budgets to funding sources;

— determire what reports will be used
to compare budgeted amounts to
aci:1al expenses and income; and,

— designate 4 proced: ire to be tollowed
to revise the budget when necessary.

Who Should Be Involved in
Pyeparing the Budget?

The budget 1s usually prepared by the
program director or a small committee
consisting of the director and representa-
tives of parents. staff and the hoard 1t is
helpful fora fiscal staff person to participate
in the budget process. but 1t is not advisable
to delegat. budget preparation to this
person alone. Becausethe  udget process
involves program as well a< fiscal decistons,
- director must take an active role in its
preparauion

In prepaiing the budget. it 1s a good
idea to recewe additional information from
nther people involved i the program. Staff
and parent perspectives are often very
important. and their involvement can 1lso
help them understand the policy decisi ns
that have to be made during the process of
developing a balanced budget. Guidance
from funding sources may also be helpful
when the budget reflects major changes in
policy and programming. A broad pase of
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@ '“ipation in the budget and planning

Name of Program
Annual Program Budget. 10

INCOME
Parent Fees $
Registration Fees
Funding Sources
(e.g. Department of Sucial Services,
Diwvision for Youth, United Way)

Fund Raising
Other

TOTAL INCOME $

FXPENSES
Personnei
Salaries [
Fringe Benefits
Travel
Staff Trael
Transporta . n of Children
Field Trips
Occupancy Costs
Space Costs
Utilities
Building Repairs and Maintenance
Equipment
Fuiuiture
Program Equipment

Supplies
Classroom
Office
Custodial

Contractua!
Consult: nts
Substitutes
Other

Food

Other
Insurance
Advertising
Training

YJTA. XPENSES $
B/ LANCE ( Income — Expenses) $
IN-KIND $(

-)




processes generally improves the quahty
of the decisions. At the same time. 1t 15
critical that the process for soliciting
p .ticipation and the s1ze of the group be
i de manageable.

Once prepared, the bud _:t1s presented
to the board of directors for their approval.
Since the budget represents policy deci-
sions, the board mus!. clearly understand
the proposed expenses and what effect
they will have on program operations. The
board is legally responsible for overseeing
ihe fiscal operation of the program and
must approve the operating budget

What Types of Budgets Are
Needed and How Are They
Developed*

There are basically two types of budgets
needed for school-age child care programs,
astart-up budget and an annual operating
budget. A start-up budget idertifies the
initial .sts needed to set up a program on
aone-time orlv basis; it also indicates how
money will be acquired to pay for the
start-up costs. An annual operating budget
includes the regular ongoing expenses of
operating a program and the anticipated
sources of income.

The annual operating budget for the
first year of a program should not include
start-up costs. The first vear's Fudget needs
to establish the wiability of a program by
determining if the income generated will
pay for the cost of services on an ongoing
pasis. Bothb idgetsm  seprepared before
starting a program. Each provides important
information; one indica’ ¢s 1t the program
has enough resources to get started and
the other indicates if there 15 enough
income to operate on an ongoing bhasis

When developing a budget for a school-
age child care program. expenses are
generaliy calculated first. and then income
is uetermined. It 1s usually nec ssary,
however. to go back and forth between
income and expenses and hetween program
and fiscal prionties to arrive at a realistic
budget. Since both expenses and income
are estimates, it 1s wise to include arv
potential costs and estimate income con-
servatively to prevent {uture tinanciai
problems

The following section desertbes the
categories included 1n an annual budget
For the most part, these same categories
must also be included 1n a start-up budget,
Special considerations for developing »
start-up budget are described in o soparate
section.
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Annual Operating Budget
Expenses

When detcommimg program costs, it s
essential that expenses are caleulated as
acetrately as possible and not artived at
by guessing Specific prices should be
obtained for items whenever possible
Back-up sheets should be prepared for most
line-1tems to document now the tigures
were determined

Salaries — Staft salaries represent the
major cost of schoal-age child care pro-
grams. The number of staff hired. the
amcunt of hours allocated for them to
perform their job, and the rate of pay they
recenve are important aspects to consider
when determining staff salaries. & f
salaries are usually establisbed by 1dentify-
ing exactly what the job will be and what
qualificaiions will be required. and compar-
g this to similar positions in the com-
munity. Monies tor staff raises and accrued
vacation and sick leave must also be bud-
geted. Salaries for substitutes are placed
in this category if payroll taxes are deducted
from their checks. If monies are not de-
ducted from therr paycheck, substitute staff
should be included under "Contractuai
Services "

Fringe Benefits — This linc 1item -
cludes benefits required by law as well as
discretionary benefits offered by the pro-
gram, such as health insuran-e. Benefits
required by law. such as Scvial Secunty,
Workers Compensation. 1 ability, and
Unemployment Insurance are described
movre fully inthe. technical assistance paper
“Emplover Reituire ments of a School-Age
Child tare Program.” The personnel poli-
cles cra program should describe specific
intormation about the fringe benefits
provided to staff members Each fringe
benefit s computed separately and noted
on the budget back-up she:ts, the total
figure 18 recorded in the budget It s
advisable to chedk for vearly rate increases
for many fringe benefits, soch as health
msurance, Social Security, and Worker's
Compensation,

Travel — When considering this item
of the budget, the prosram must pre ot
the cost of how the childiven will get to and
from the program Manv programs do not
incur student transportation costs b “ause,
pursnant to Chapter 683 of the Laws ot
1986, school distrios m New York State
mav be reimbursed tor transporting stu-
dents to school-age child care nrograms

“onev s also allocated under this Iine
iterm to remimburse staff who drive ther
own vehicles when conducting program
business such as shoppmg for snacks or
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attendmng training workshops A rate per
mile 15 determined by the program To
determine a dollar amount for the budget.
1t 1s important to estimate how trequently
staff will have te travel te conduct program
business

Occupancy Costs — This categon con-
sistsof all the costs associated with occupy-
ing a building and the space outside. It
includes rent or mortgage payments, utility
costs, and mz:,tenance and repairs of the
butllding. Utihity costs include electricity,
gas, oil. water. and telephone ¢itility com-
panies can provide information on their
ratesand will often assistin determining a
realistic estimated cost, based on how the
space wiil be used. Maintenance and repairs
include eosts for snow and rubbish removal,
painting. lawn mowing. plumbing, and
repairs for major appliances. The majority
of unforeseen probleras that require
immediate altention are associated with
occupancy costs. Therefore, it is important
to include extra monies for unanticipated
expenses under this ine item.

Equipment — Equipment consists of
such items as furniture. vehicles, and
program equipment that will not need to
be replaced within a vear. Some funding
sources. such as the New York State
Department of Social Services, also establish
a specific dollar amount which defines
equipment, for example the purchase must
be more than $50 to be categorized as
equipment.

Supplies — Supplies include tems
purchiased that have a life span of one vear
or less This category can be separated
into tynes of supplies use 11n the program:
classroom, office, and custodial Examples
of classroom supplies include art materials,
games. records. and books; oftice supphes
can include stationery, photocopving costs,
typewriter ribbons, and paper chps: and
custodial supphies melude such items as
vacuum cleaner bags, garbage bags. and
cleaning prod-icts

The costof supphies should be estimated
reahstically to ensure that enough funds
are allocated to meet t o cupply needs of
the program  Supplies are a necessary
2apense of a program, theretore, an ade-
quate amount ot money needs to be avail-
able to purchase supples morder to provide
a variety ot activities and an enrichmg
emvironment 1ov children

Contractual Services — I'ees tor con-
sultants such as lawvers, tratners, account-
ants. and spectal resource people such as
artists, musicrans, and dancers, are meluded
n this category Substitute teaching staff
salaries are placed m this pa. cof the budget
1if pavroll tases are not deducted from therr




paycheck. If they are deducted, then costs
for substitutes are included in the “Salares”
section.

Food — The cost of food 15 included in
this section. A realistic figure can be cal-
culated by prepaning a sample weekly menu
an determmiing the cost per child for each
week. This figure is then multiplied by the
number of children attending the program
and then multiplied by the number of weeks
of operation.

Another me.hod to determine food
costs 1s to use the rermbursemer.t rate for
snacks established by the Ur ted States
Department cof Agriculture (USDA). This
rate can serve as a guideline for the actual
food custs for one child for one snack and
can pe multiplied to calculate costs forthe
year. Information about reimbursenient
rates can be obtained by contact:ng one of
the following USDA field offices: Albany
{518) 472-7636. New York City (212)
620-6322. Rochester (716) 263-6744.

Other — Expenses i this category
nclude insurance, advertising, tramning,
and other line items as needed by individual
programs.

Income

Parent Fees — The majonty of income
recerved by most school-age (hild care
programs is from the parents ofthe children
enrolled in the program. Fees are deter-
minedby balancing the amount of income
needed with an affordable parent fee.
Programs must icentify the population that
will be served and the appropnate pavment
svstem and fee schedule before the amount
of income receved from parent fees can
be determined. Creating a quality program
that is afforé-ble to parents 15 often a
difficult task. 1 he development of parent
fee systems will be discussed turther in
the following section.

Registration Fees — Some programs
charge a registration fee for child:en who
are enrolled in the program or who are
place<d on a waiting list. It 1s a fee to cover
the costsof enrollinga child. which requires
additional staff time. For bud<etir.g pur-
poses, registration fees are calculated by
estimating the number of new enrollees
for the coming year and multiplying this
figurc by the amount of the registration
Tee.

Funding Sources — It 1s often necessary
to scon outside funding to supplement
parent fees for families who cannot afford
the fees. In areas where many low income
families live, the funding support of the
tl:rogram willaLiL 1, F rrent fees to other
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funding sources. A variety of funding
sources, such as the New York State
Departmentof Social Services, !'nited Wav.
and local organizations may , . uvide addi-
tional mcome to schonl-age child care
programs. The furds listed under “Funding
Sources” in the income section of the budget
should be amounts that have been officially
approt . for the same period of time
covere s by the budg t.

Fund Raising — Many programs ‘ind
that fund raising is needed to increase the
program’s income to a level that is equal to
the expenses. Other progra:ns raise extra
funds 1n case of an emergency situation or
to assist wih cash flow problems. If fund
raising1s necessary to balance the budget,
a fund raising plan should be developed.
This plan identifies fundraising events,
expected revenues. who will be involved in
the project, and the approximate number
of hours of work that will be required. It 1s
wise to be realistic instead of optimistic
when calculating funds earned ihrough
fund raising and to determine if the money
earned 1s worth the time invested by staff.
board membei:. and volunteers.

Other — Other si.arces of funding n-
clude cash contributions from community
organizations and grants from private
foundations. Include only ‘ne dollar
amounts that have been officially awarded.

In-Kind Contributions

In-kind contributions are donated ser-
vices or goods that have a measwable
market value and serve a useful function
to the program The estimated monetary
value of in-kind contributions 1s include.
n a hudget to determine che total cost of
the program. The figures can be hsted in
the budget in a scparate column, or pre-
pared on a separate page as a budget
back-up sheet. The amounts are generally
placed in parentheses to distinguish them
from cash expenditures or income

The value of donations 18 determimed
hy estimating the cost of a comparable
item or senvice. For example. the value of
custodial senvices donated to «. program
would be hased on the fec or salary that
would he paid for the same services; the
value of space provided to a program would
he equivalent to the rent charged for similar
space. Some funding sources require that
anamount of income or donated goods or
services be recenved to match a part or all
of the funds they award to a program In
this situ.tion, the donation of m-kind
cotrrhutions and therwr value must be
documented.

~
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Start-Up Budget
E:tpenses

A start-up budget 1s a budget that repre-
sents the costs of starting a new program.
The budget 1s simi'ar to the annual operat-
ing budget, but the costs include one-time
only expenses that are not included in the
annual operating budget. Common start-up
costs include:

Personnel — Salanes and fringe benefits
fo. staff prior to the beginning of the
program are ir.cluded n start-up costs.
Staff will be needed to plan the program.
order supples. set up classrooms, .. ruit
children, and receive training.

Contractual Services — A lawyer and
an accountant are often needed in the
beginning uf a program to set up the legal
and fiscal aspects of a program. Trainers
may also be needed te train new staff.

Occupancy Costs — Space for the
school-age child care program will have to
be occupied prior to opening. If the facility
will be licensed, renovations may be needed
asaresult oflocal fire. health, and building
mspections. Anticipated telephone instal-
lation costs and secunty deposits are listed
n this part of the budget.

Equipment — Equipment necessary to
start a program could include tables. chairs.
couches, rugs. shelves. easels, and re.. rd
player  for the clas -oms, and possibly
equipment for the witchen. office, and
outdoor play area.

Supplies — T'he annuil operating budget
ir ades the costof replenishing supplies.
Tue cost of purchasing all the supplies
needed to begin the program 1s includ=d
mn the start-up budget. Classroom supplies
could include games. art supplies. books,
and rueords, office cupplies include staplers,
staples, stationery, paper chps. and
envelopes.

There are many costs involved 11 starting
up a new program that are dificult to
foresee. Contacting new programs 1iv neigh-
normng communities could be nelpful in
wdentifving hidden start-up costs.

Income

T e mcome needed to pay for start-up
expenses can be obtamed through com-
munity organtzations, state start-up grants,
fund raising. and donations Because most
school-age child care programs do not start
with full enrollment, start-up income should
also include funds to supplement personnel
and occupancy costs until full “nrollment




is acnieved. Funds to pay for the start-up
costs are necessary to secure before de-
veloping a program.

Since 1984, the New York State BOX B
Department of Soci2l Services has had
funds available to assist new school-age NYS Department of Social Services
child care programs with start-up costs. School-Age Child Care Programs
Under this program, g-ants of up to $10,000 Budgegt for Start-Up Fung ds

are awarded to programs selected for
funding through a competitive application

process. The budget form presented in Ptogram Development

Box B is part of the grant application

package and is required to be used. and Demonstration
How Are Parent BUDGET SUMMARY BY OBJECT OF EXPFNSE
Fees Developed? PROGRAM
DEVELOPMENT &
‘ P.al.'e nt fees are determined by each OBJECT OF LOCAL DEMONSTRATION | TOTAL
individual program based on a variety of EXPENSE SHARE* | FuNDS COST
factors. The expenses of the srogram wil'
largely determine how much money must A, Personal Services
b. raised through fees or other sources of 1. Personnel

funding. If grants are recewved or space

and services are donated. parent fees will 2. Fringe Benefit

be less cestly than if the program had no 3. Total (Lines 1 & 2)
other sources of funding. Parent fees must )

be affordable to families, or they wiil not B. Non-Personal Services
be abie to enroll their children. The cost of 4. Consultants

the programw  letermine who can afford

the services and the quality of the program. 5. Travel Per/Diem

A balance b-tween the quality of the

program and ics cost to parents should 6. Equipment

guide the decision‘-making regarding parent 7. Supphes
fees. Fee reductions for siblings in the
program are considered by some programs. 8. Contractual Services
as well as charging additional fees for special - -—
activities, such as dance lessons or photo- 9. Total (Lines 4 thru 8)
grarhy workshops. C.  Other Expenses
The process of developing a parent fee -
system includes the following general D.  Indirect Charges
Quidelines: . Project Total
— identify the annual cost of the program. (A+B+C+D)

the daily cost per child. and the supple-
mental funding available;

— analyze the amount of money parents

* Include amounts for all funds other than Program Development and Demonstration
Funds. including in-kind contributions to be used 11 support of the proposed
project. Indicate amount of in-kind portion of Local Share tn parenthesis next to

in communi fford.
the ty canla or are Local Share Project Total (E).
currently paying. for school-age child
care,
. ) Note: This budget 1s similar to the budget torm presented earlier However. it is important to note some of

— examine thetypes of parent fee systems the diffevences The Department of Social Services’ budget does not have categories for food or occupancy

described 1n the next section and costs. Food expenses are included i the “Other” category and accupancy costs are generally placed 1n the

determine whichr  10d establishes “Contractual” category Consultants are listed 1n 2 separate category instead of being included n the

the best balance oetween program “Contractual” category

philosophy and cost; and.

— establish clear, consistentpoliaes that Information about the eligibility cntena cnd the application process can be ohtained by writing to the

School-Age Child Care Program, New York State Department of Social Services. 40 North Pearl Street.

communicate the program's position Albany. New York 12243.(800) 342-3715. extension 474-9454. or by contacting the School-Age Ch'ld Care
regarding parent fees. and issues such Project of the NYS Counciton Children and Families. Mayor Erastus Corning 2nd Tower, 28th Floor, Empire
as fee reductions for siblings, and the State Plaza. Albany, New York 12223, (518) 474-62C.

cost. if any. for days children do nct
attend the program due to illness or
vacation.
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The following information describes two
systems of establishing parent fees for
schooi-age <hiid care programs.

Flat fees — This fee method charges each
family an equal amount of money for the
care of their child and is an casy system to
implement and maintain. To determine a
flat fee for chilu care, idc.aur, the total
projected expenses and subtract any anti-
cipated income, excluding the anticipated
parerit fees. This figure represents the
amount of money needed to cover the
expenses of operating a progiam. Next,
dwvide this figure by a realistic estimate of
the number of children who are, or will be,
attending the program. This figure is then
divided by the number of days the program
is in operation to arrive at a daily cost per
child.

A realistic estimate of children attending
the program can be obtained by taking 80
to 90 percent of the children enrolled. or.
for new program 50 to 75 percent of the
number of enrollment slots (Baden. 1982).
This adjustment takes into account the
inevitability of children leaving the program.
new enrollees starting a few weeks l¢*er,
and families neglecting to pay their full
bills.

Thz daily cost per child 1s multiplied by
the number of days in the payment period
toarrive at the flat fee. F- ~ <ample, tuition
paid ona weekly basis would be determined
by multiplying the caily cost per child times
five days.

A flat fee system can be modified to
include scholarships for children whose
parentsare unable to afford the fuil cost of
the program. It is a method used by pro-
grams who have insuffictent funds to
support a sliding-fee scale, but want to

make the program accessible to as many
low-income families as possible.

Programs offering scholarships must first
determine the cost of care for all families,
which 1s calculated in the same way as flat
fees. Next, the source and amount of funds
available forscholarships must be identified.
Programs can then decide how many
children will be able to receive schotarships
and the amount of the subsidv.

Written criteri should be developed to
communicate the eligibility requirements
and selection process for awarding scholar-
ships. If the criteria are based on financial
need or personal hardship situations. 1t 1s
important that the information provided
by the parents be kept confidentuai.

Sliding-Fee Scales — Parent fee schedules
based on fa.ailies’ abilities to pay are
referred to as sliaing-fee scales. The purpose
of this type of fee system 1s to make care
more affordable and thereby more acces-
sibie to low-income families. Siiding-fee
scales are more complicated than flat fees
toset up initially. However. once the sliding-
fee scale is established, its implementation
is comparable to the flat fee system. An
important advantage of a sliding-fee scale
is that it provides the opportunity for low-
.ncome parents to obtain school-age child
care.

The following information provides
guidelines for developing an effective
sliding-fee scale:

1. Calculate the revenue needed to cover
the cost of the program.

2. Set up a trial fee scale with graduated

income levels based on family size and
corresponding fee charges.

Gu

3. Estimate the number of famihies in each
income range.

4. Project the amount of money generated
b parent fees according to the tnal fee
scale.

5. Compare this income with the cost of
the program.

6. Adjust the tnal fee scale, as necessary.
to ensure income is equal to. or greater
than. the cost of the program.

It 1s important to review the scale to
ensurethat the fees are afforuable to parents
in all income levels. and that the money
generated is sufficient to on:vate a quality
program. If afforda®ie parent fees yield
only part of th< actual operating costs.
program: wil! have to raise funds or locate
additional sources of funding.

The use of a shding-fee scale may make
it difficult to assess if income will cover
expenses because the income produced
from parent fees changes as enrollment
changes. To compensate for this, some
programs establish enrollment quotas
for eacli income level on the sliding
scale. This methed ensures that income is
received as budgeted, provided an adequate
number of children are enrolled acccrding
to the quotas established.

Once a shding-fee scale is developed. it
should be put in wrniting along with the
procedures for calculating and document-
ing parents’ incom. \lthough shding-fee
scales are developed according to each
program’s indivtdual costs and resources.
1t can be very helpful to contact programs
that use shding-fee scales to learn from
their expeniences




For Further Information

Individuals mvolved in planning pro-
grams should obtain resource materials and
contact knowledgeable people who have
already established programs to learn from
their expeniences. For a list ot available
technical assistance papers and the names
of programs a 1d vesource people 1n your
area, please cuntact the School-Age Child
Care Project at the New York State Council
on Children and Families. Mayor Erastus
Corning 2nd Tower. 28th Flor. Empire
State Plaza. Albany. New York 12223.(518)
474-6293.

The following resources and references
may provide additional information on the
topic of reparing a budget for a school-
age chilC care program.

Baden. R.. Genser. A.. revine, J. and
Seligson, M. (1982). School-Age Child
Carc: An Action Manual Boston, MA:
Auburn House Pubhishing Company.

Bangs. D..and Osgood, W. (1976). Business
Planning Guide. Boston, MA: The
Federal Reserve Bar k of Boston.

Bowe, G. (1975). “Where Do All the $ $
Go " What Every Board and Staft Member
of a Nonprofit Organization Should
Know About Accounting and Budgeting.
Concord. NH: New Hampshire Chantable
Fund.

Community Accountants. (1983). A
Simvlified Manuel for Financial
Management of Nonprofit C ganiza-
tions. Philadelphia. PA: Author.

Gross, M., and Warshauer, W. (1983).
Finar cial and Accounting Guide for
Nonprofit Organizations (3rd Edition).
New York. NY: John Wilev and Sons.

Host. M. (197D D2y Care Administration
Washington. DC: Department of Health,
Education. and Welfare

J.K. Lasser Tax Institute. (1970). Common
Sense Guide to Accounting. New York,
NY: Cornerstone Library.

Morgan. G (1984) Managing the Day Care
Dollars. Cambndge, MA: Steam Press.

Public Management Institute. (1979).

Budgeting for Nonprofiss. San Francisco.
CA: Author.

Setterberg. F and Schulman, K. (1985).
Beyond Profit. NY: Harper and Row

United Way of Amenica. (1974). Accounting
and Fiancial Reporting — a Guide for
United Ways and Vot for Profit Human
Service Organizations. Alexandria, VA:
Author
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Throug sat New York State significant
changes are occurring in tanuly Lite In par-
ticular. there tsan increasing number ot working
parents with schooluge children and un in-
creasing number of simgle parents  One of the
consequences accompanying these changes s
the large number of children i need of sc hool-
age child care when school 1s not i session

When child care for school-age children 1
unarailable, parents who must work are torced
to leace their children unattended 1t s est:-
mated that betieeen 100000 - 300,000 such
children in Neie York State are unsupervis.d
for sereral hours cach day

Inresponse tothis problem. the stute ot \eu
York has undertaken a number ot irittatr, s to
encourage the devolopment ot sc hool-age ¢ hild
care programs . During 1954, tie Logslature
enacted a bill which authorized a tunding
program to support the start-up of neu s« honol-
age chuld care programs  This bill was signed
by Goremor Cuomom Inly or that year

IS part of the states ottt the Neu York
State Council on Chddren and Famidies has
coordinated an interagency project SChool-
Age Chuld Cure in compunction waith the De-
partmert ol Socal Serrices Dieeston tor Youth
and State tducatun Department and supported
by the Duision ot Crioninal Tustce Sertices
The pumpose ot this project 1s to assist com-
munities i sturtmg o d operating school-uge
Chilid care progro==s

Planning and paplementing a nea school-
aye child care program mrolt os a scries of
complevtasks Resources ¢ vl mtormation are
often needed totacilitate support, and promaote
tho development ot such programs

The Council s devclopimg u sertes ot tech-
nical assistance papers to address the needs ot
commumntiies establishing school-age Child care
programs. These papers discuss the magor steps
that should be taken and otfer practical sug-
gestions on kou 1o develop qual ty programs
Each paper provides « beginnimg pomt tor
indiridiuals and community groups planning

o grams
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Developing Effective
Financial Managerient
Procedures For a
School-Age Child Care
Program

School-age child care programs provide
child care for elementary and middle
school children during the hours when
parents are at work and school 1s not n
session. This technical assistance 1 per
provides guidelines for establishing effec-
tive financial management procedures for
a scanol-age child care program,

The establishment of efficient and
effective financial management procedures
15 extremely important to the functioning
of a school-age child care program In
addition to reviewing the information n
this paper. 1t may be advisable to consult
»1th an accountant or other qualified
financial expert for assistance in develop-
ing fiscal procedures which meet the needs
and arcumstances of mdividual programs

What Is A Financial
Man: Zement System?

A financial management svstem 1s an
organized set of procedures and principles
designed to control and manage program
funds It ensures the proper management
of money through a svstem of checks
and halances, and provides a clear record
and audit tral for all financial transactions
An effective financial management svstem
15 cvezted by developing a budget and
estantishing financial management pro-
cedures. A separate technical assistance
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paper zddresses guidelines for preparing
a budget.

Financial management procedures
establish controls which safeguard funds
and create systems for recordkeeping and
financial reporting. An imitial step in the
development of financial manage nent
procedures 1s to choose an accounting
system that will provide reliable and time!
financial information

Accounting System

An accounting system provides infor-
mation about a program’s actual costs
and income It ereates orgamzed proce-
dures to record income. control the dis-
bursement of funds, und periodically
r.port on the financial status of the
program Two basic methods of accounting
include cash and acerual accounting

Cash Accounting

Cash accounting records ar expense
when 1t s paid and meome whan it 1s
reeeived. The transaction 1s recorded
on the actual date that money 1s trans-
ferred A major advantage of cash
accounting 1s that 1t 18 a simple book-
keeping method that readily provides
information about the cash position of
a program. A disadvantage ot cash
accounting 1s that 1t does not provide
information on monies that have been




obligated. Consequently, funds that will
be reimbursed at a later date. or ex-
penses that have been financially obh-
gated by the program are not recorded.
For example, if bulk snpphes were
ordered for £1,000 on August 15 and
received and paid for on September 2,
the $1,000 would not be recorded unti
Sept. 2. A review of the records before
that date would rot provide information
about the »1.040 obhgation, thercby
not nresenting a complete description
of the program's finances

Accrual Accounting

Accrual  accounting records  an
expense when 1t 18 encumbered and
income when 1t 1s earned. Income and
expenses are recorded at an carlier point
than w th cash accounting. In the
example given above. the $1.000 for
butk supphes would be recoreoa on
August 15, the date the supplies were
ordered. This provides a more complete
and accurate picture of the program’s
financial status.

A disadvantage of accrual account-
ing is that 1t 1s more time consuming
because of the frequent adjustments
that need to be made between the
amounts encumbered and paid. and
between the amounts earned and re-
cerved. For example, a $1,.000 supply
order 1s initially recorded s $1.000;
adiustments to this figure may have to
be made if the bill 1s a different amount
due to price changes. A modification
of accrual accounting 1s used by some
programs to mintmze the number of
adjustments This svstem records ea-
penditures when an invoice 1s recer ed
and income when it s hilled

How Are Effective
Financial Management
Procedures Created?

The program director and a comnittee
of hoard members usually develop the
programs financial management proce-
dures Their task 15 to establish procedures
that ensure the proper management of

money and meet the requirements of

funding sources. Once developed, the
, «ocedures for financal management are
presented to the board of directors tor
their approval. The hoard s responsible
for the fiscal operation of the program
and is legally accountable for overseetng
expenditures and bookkeeping methods

xTO develop financial management pro-
E ‘[Cres, the program director and hoard
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must dentifv how monevy s recened o
spent Thev deade which tashs are neces-
sarv and who will bevesponsable tor camving
them out Generallv araatirg tmancral
management procedures will lead ta o
written manual which sets forth tiscal
management responsibilities that gunde the
financial operations ot a program The
tollowing section deserthes procedures tor
receving and spending tunds, actions to
prevent or alleviate cash flow problems,
and necessany tiscal reporting

What Safeguards

Are Needed for
Receiving Funds?

Procedures should be developed and
used for managing the funds receved It
1s essenbial to document all financial
activrties to provide a record that can be
traced n the event an explanation s
needed later. General procedures for
safeguarding funds include:

I Recordmg mcome in more than one place
by more than one person to ensure
accuracy and control of program funds.
The staft member who mitially recenves
and records income 1s generally a dif-
terent staff person than the one who
records the figwres in the timanaal
te ords

2 Depositing all tunds daitly, o im atimelh
manner. Generallv, 1t s unwise to have
large sums ot cash on the premises

Depositing all cash recened Cashshould
never be used directh for purchases

Lo

Controls are needed to ensure that
tunds are recened on a regular basis
Poliaes and procedures should be devel-
oped for collecting parent fees, mamtain-
mg attendance and teo records, and
developimg a warting hst. <o that fees are
collected and adeguate envollment fevdls
are mamtained

Collecting Parent Fees

Parent fees usually comprise the ma-
jorty of funds reccaed i scho slage enld
care programs It s essentiet to collect
fees i a timely manney, othenose inan-
clal difficulties wilt anse: Developmg clear
pehicies and procedures aegardird fees
and commumicating this mformat .. to
parents will greathy assist m the cotlection
Process.

The importance of clearhy wntten pohi-
cies for collecting fees cannet be over-
stressed. Parents must be advised of the
polic s of the program betore en, lhing
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then cld to ensure they understand
therr fimanaal obhgatrons They also need
to know the expectations of the program
regarding pavment procedures and the

Answars to the following guestions will
provide a ramework for creating pohicies
10r wolledtimg parent fees.

I When are fees due? ldentitving aspecific
dav tor payment (¢ ¢ every Monday,
Iridas, or the ftnst of the month) com-
municates to parents an exact date for
pavment, and cuts down on the amount
ot time spent collectmg and recording
pavments The program also must de-
ciderf pavment isdue i advance or after
care 1s provided

2 Who will collect the fees? Many pro-
grams make an effort for a 1mHn-program
statf inember to collect turtion payments,
sice fate pavments or a dispute over
previous pavments can create difficulties
with parent staff relationships In smaller
programs, where this may not be possible,
program staft should be trained to deal
with problems relating to fee collection.

Will parents be charged ior days that
children cannot attend due to sick-
ness, racations, or snow days ? Parents
must be informed 1f fees are required
when a child 1s not able to attend the
program. and it additional costs are
charged for carty arrivals or late depar-
tures  Once a poliey 1s established
regarding absences and tate prch-ups. it
should be entorced consistently

o

What happens when parents are late
with their payments or do not pay
and withdraw their child? Programs
should determine the consequences of
late or nonpavment ot fees and imple-
ment this policy as soon as pavment
pmoblems oo Machadaraical approach
fosvvard timd v pavments often results in
provrams ha g cash flow problems,

Maintaining Attendance and Fee
Records

Attendance and fee records are financial
management records that should be re-
viewed weekhlv They can be combined
mto one torm. or tees tor cach family
can be recorded on senarate pages. A
sample form that consolidates mformation
about attendance and fee collection for
admimistrative review 1s shown i Bo o A
Pavment records identifs the tamihes who
are behid i ther teess reviewg them
1s the tiest step toward mutiating the
pohcies that have been developed o wollect
late pavments




A purchase requisttton form 1s used by
many programs as an internal document
to control the expenditure of funds. Itisa
written request for a purchase which imdi-
cates costs and signed approval. After the
requisition form is approved. a purchase
order is comspleted and given to the vendor.

Establishing a Petty Cash System

A petty cash svstem 1s set up in many
prograins to pay for emergeacy costs or
tc reimburse staff for inexpensive pur-
chases to support program activities. The
amount of the fund generally ranges from
$25 - $100. depending on the size of the
program. A maximum limit. usually $5
or $10 per reimbursemert is set: a.ay
purchase greater than that hmit should
he paid .w check

‘ne person 1s assigned the responsi-
bility of handling petty cash Staff submit
receipts for purchases to this individual
and then recetve reimbursement. Each
transaction 1s recorded by documenting
the amcunt spent. the item(s; nurchased
the date. and the nar ¢ and signature of
the staff member who received the reim-
bursement. The receipt should be attached
to this documentation. When additional
cash is needed in the fund. the receipts
are totaled and a check is made out for
the amount that was spent. In this wav.
the amount of the cash plus the sum of
the receipts always equals the original
amount of monev in the fund.

Care needs to be taken 1n setting up a
system that is fiscally accountanle. yet
serves the purpose of providing immediate
cash when needed. Limiting its use and
reimbursing staff onlv when a receipt 1s
presented are restrarmts that are often
placed on an effectively managed petty
cash system.

Controlling the Issuance of
Checks

Issuing checks 15 the final step in
spending funds. Procedures need to be
established that wdentify who will write
the checks and how frequently, and what
methods will be used to record and
dccument the payments. One person in
cnarge of making all payments results in
a consistent approach and also provides
accesstbility to an indwidual who can
respond to financial nquinies. Time
sheets, reczipts for petty cash purchases,
requisition forms, and purchase orders
provide the supponing documentation
required prior to writing a check. This
docamentation proves that a legitimate
@ nse was incurred and should be paid.
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Payments made should be recorded in
several places: the system should provide
for recording pavments i the check
register and recording similar expenses
to accounts that correspond to line-items
in the budget. For example. all salaries
paid are allocated to a saiary account so
that the total amount spent can be com-
pared to the amount budgeted. Similarly,
all classroom supplies nurchased are
grouped together. indicating the total
amount spent to date on classroom sup-
phes. To facthtate this process of grouping
like transactions, categories hsted in the
budget are assigned numbers This num-
ber scheme 1s called - Chart of Accounts
{see Box B).

The person assigned to writing checks
should not be the same person who 1s
authorized *u sign checks. It 1s a com-
monly accepted practice that the person
who has access to funds should not also
keep the financial records. This division
of duties provides control over funds and
ensures the accuracy of records. Some
programs require two signatures to be
obtained for all checks, usually the signa-
ture of a program director and a board
member This can be an effective safe-
guard 1if botl individuals review the checks
and background documentation. However,
if blank checks are signed n advance or
signed without reviewing the information,
obtaining a second signature s not a
useful procedure.

Reconciling Bank Statements

Another control over funds 1s the
monthly reconcihation of the bank state-
ment. If a program depostts all of 1ts
cash receipts and issues payments only
by checks, the hank statement should
contatn the same figures as the cash
receipts journal and the check register.
Tharefore. this bank statement provides
a second record of the pogram'’s financial
transactions. The bank statement should

he compared to the program’s records on
. monthly basis to dentify any mistakes
that may have heen made by the bank or
the program. Ideally, a third individual,
someone who has no duttes connected
to recording cnecks or signing checks,
should compare the bank stetement to
the program’s records.

What Acticas Can be Taken
to Prevent or Alleviate Cash
Flcw Preblems?

Cash flow is a term used to describe
the movement of monev into and out of
a program There may be specific times
during the year when a program has cash
flow problems even thougn the annual
operating budget balances. or indicates
a surplus. This can occur because an
annual Hperat.ng budget compares the
income aid exsenses of a program on a
vearlv basis: it does not balance the fi res
on a monthly basis. To alleviate or prevent
cash flow problems. a cash flow budget
should be prepared.

A cash flow budget identifies the casn
needs of a program by indicating when a
cash shortage might occur and by provid-
Ing an estimate of the amount of the
deficit. It 1s prepared by hsting all the
cash transactions that occur within each
month. The figures should be estimated
as realistically as possible on actual ex
penses and income: they should not be
based on monthly averages. For example.
the amount of money allocated for staff
salaries 1s based on the actual number of
pay periods in a month. not by dividing
the vearly cost of salaries by twelve
months The figures for fringe benefits
will reflect large quarterly payments for
payroll taxes mstead of equal monthly
amounts. Programs receving reimburse -
ments for child care or food should hst
the mcome n the month 1t 1s expected
to be receved.

100 SALARIES
111 Drrector
112 Teacher
113 Bookkeeper

120 FRINGE BENEFITS
121 Social Securtty
122 Health Insurance

BOX B

Sample Excerpt from a Chart of Accounts

220 OCCUPANCY
221  Rent

222 Electriaty
223 Water

20 SUPPLIES
1 Office
2 Classtoom
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After the monthly figures are identified.
the expenses are subtracted from the
income to arrive at a monthly figure for
net cash flow.. This figure is added t. the
previous month's net cash flow figure to
arrive at a cumulative figure for cash flow.
The completed budget will identify when
shortages and surpluses in the budget
will likely occur. Programs should analyze
this information and make plans to avert
periods of cash shortages.

One way to achieve a balanced cash
flow 1s to rearrange the timing of pur-
chases and the receipt of income. If the
monthly cash flow figures are consistently
close to zero, meaning expenses are nearly
equal to income. late nayments or a drop
in enrollment could seriously threaten
the program’s financial stability. Programs
in this position may decide to require
parents to pay for care in advance to
ensure that funds are available to pay
staff salaries. If cash flow is a problem
only during certain months. rearranging
when purchases are made could alleviate
the problem. Often a negative cash flow
exists during the winter months due to
he.ting costs. Purchasing bulk supplies
in the summer mignt be one way to
compensate for this; another possibility is
to pay for fuel or: an installment basis.

Sometimes the negative cash flow is so
large during one time of the year. that
rearranging the timing of purchases and
income is not enough. Ir this event.
programs may find 1t necessary to obtain
a short-term loan or to raise additional
funds. The monies earned from fund
raising could be placed in a special
account used only for cash flow purposes
They would be used when needed and
returned when the cash flow situation
was positive. In this way. funds would be
available to meet a program’s financial
obhigations even durng periods of negative
cash flow.

What Fiscal Reports
Are Necessary?

Fiscal reports summarize the financial
activities of an organization. They provide
the information that directors and board
members need to ealuate the financial
status of the program. Tue content of
the reports and the frequency with which
they are compiled depend on the require-
ments of funding sources and the needs
of those who use the data. Financial
reports that are colamon to most child
care programs include monthly and yearly
financial status reports, balance sheets,

Q udits. They are described below.

Financial Status Report

A Financial Status Report indicates the
actual money reccived and spent during
a specified time period and compares 1t
to the amounts budgeted. Prepared on a
monthly basis. it can reveal early svmptoms
of financial trouble. Programs can then
address the problem{s) and make plans
to cut expenses. raise add*’.onal income,
or revise the budget. The yearly Financial
Status Report compares total figures for
actual expenses and income to the yearly
budgeted t, ‘es This information 1s
useful to prepare more precise and reliable
estimates for next year's budget.

A yearly Financial Status Report consists
of the line items hsted in the budget.
focusing on three areas: the amount
budgeted, the actual amount spent or
received. and the difference. Formats for
monthly financial status reports van
widely in terms of degrees of comparing

actual costs to budgeted costs. An example
of a monthly financial status report 1s
presented i Box C. Adaptations can be
made to meet the needs of individual
programs.

Balance Sheet

Abalance sheet 1s prepared annually as
another means of reporting on a program’s
financial status. It identifies the program’s
net worth by subtracting its hahilities or
deb  from the program’s assets. Assets
include cash and anvthing that can be
turned mto cash. such as approved grant
awards. buildings. and cquipment. The
difference between the habilities and assets
determines the financial worth of the pro-
gram. Thisamountsthe Fund Balance. A
halance sheet 15 usually prepared by an
accountant It 1s important for directors
and board members to understand the
report because it provides useful informa-

Month

BOXC
Monthly Financial Status Repor:

Yearly Actudl

Budget

Monthly

Actual  Budgeted  Difference
YTD YTD YTD

EXPENSES
{list all line
items 1n the
budget)

INCOME
(hst all
sources)

TOTALS

Yearly Budget —

Actual Monthly —

Actual YTD (Year-To-Date) —

Budgeted Y11 —

Difference in YT —

lists the figures that are in the approved
budget

identifies the actual amounts of money that
were spent or earned during the specified
month

indicates the amount of money actually
spent or recerved from the beginnung of the
year, to the present

identifies the amount of money that was
hudgeted to be spent or carned from the
heginning of the year to the present
indicates the difference between the Actual
YTD and the Budgeted YTD expressed in
an amount or a percentage

~
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The attendance records provide infor-
mation on the number of children enrol-
led. Even if all the pareats ar. regularly
paying their tuition, the program could
be n financial trouble if enrollment 15
low. Reviewing the attendance records
weekly will indicate if there are any
openings to be filled and will 1dentify
frequently absent children «ho r:ay he
in the process of dropping out of the
program.

Since the income of a school-age child
care program is largely based on the
numbers of children attending the pro-
gram. every opening should be filled as
quickly as possible. Over the course of a
year. one- or two-week lapscs between a
child leaving the prograri and another
child enrolling 1n the program can result
in a substantial loss of income. Recruiting
children year round can assist in filling
openings as quickly as possible.

Developing a Waiting List

To ensure openings are filled quickly,
programs may wish to keep a hst of
famihes whe are waiting to enroll their
children. It is important to develop policies
that clearly define how openings will be
filled from the waiting list.

Programs differ widelv in establish:ng
policies that determine which child on a
waiting list will be selected when the next
opening occurs.

Methods can range from accepting
apphications in the order they are recenved.
to selecting childr2n based on need. Refer-
rals from Child Protective Services. coni-
munity ageacies, orschools mavdetermine
a first prionty status for some students
Financial status might also be an indicator
of chgibihity 1f the program allocates a
specific number of slots tor Jow-income
fambes The entena established by the
program should be an equitable policy,
communicated to parents m wnting. nd
followed when selecting new emollees

What Safeguards Are
Needed for Spending
Funds?

Every school-age child care program
should develop procedures for spending
funds based upon a carcfully conceved
internal control system These procedures
arrange necessary fiscal duties in such a
way that they are not duplicated. automa-
tically provide control of the program’s
funds, and ensure the accuracy of the

) _s. These measties minimize staff
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BOX A

Administrative Summary of Atteadance and Parent Fees

Child Care Program

Week of. 19
Balance Balance
Amount From Rec’d
Attendance Due This Previous This Bal.
Name Rate MTWTF Week Week Week Due

Total Dailv Attendance

Average Daily Attendance

Note: Adapted from Managing the Day Care Dollars by Gwen Morgan.

# of Children Enrolled

Staff Signature

Date

error and provide protection against mis-
appropriation of funds. They are commonly
praticed procedures recommended by
accountants, auditors, and fundimg sources.

Ata mimmum, such procedures include
creating a pavroll system, establishing
procedures for purchasing good:. and ser-
vices, ostablishing a petty cash system,
controlhing the issuance of checks. and
receaciling bank statements Discussions
ot c1ch or these topies tollow below

Creating a Payroll System

The largest expense of most school-
age ~hild care programs is staff salaries.
As such, 1t s entieal that an efficient
pavioll system be developed Payroll pro-
cedures iclude estabhshing methods of
paving staff salaries, recording deductions
from then salanies, and keeping accurate
time cards which reflect the time worked
and the time accrued for vacation and
sick leave. A system needs to be developed
that identifies who is responsible for the
required reports and payments to the
Internal Pevenue Service, Social Security,
health wsurance agencies. and other
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fringe benefit providers. Personnel pol-
des, definng overtime and the use of
vacation and sick leave, must be developed
to inform staff of the program's payment
requirements. Some programs find it cost
effective to have the payroll and required
reports prepared by a commeraal payroll
senvice.

Establishing Procedures for
Purchasing Goods and Services

Purchasmgproceduresidentifvwho can
order materials o1 services. what prior
aproval 1s necessan. and how the pur-
chase will be recorded. Generally, the
director of the program approves all pur-
chases or ar proves a budpeted amount of
money that 18 available for specific staff
members to make purchases Any purchases
that exceed the amount ot noney allocated
m the budget, must be presented to the
board of directon s for thew approval Pur-
chasmg procedures generally mclude a
recommendation or a requirement to obtaim
prices from several vendors The use of a
competitive approach to obtamn goods and
services results in receving the best quality
for the best prices.
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tion about the carrent financial status o
the program

Audit

An audit 15 an examination of a pro-
gram’s fiscal records and procedures to
check their accuracy and effectiveness It
is conducted by a professtonal accountant
and certifies that the program’s fiseal
practices ave in compliance with general
accounting principles and grant purposes
An annual. independent audit by a
Certified Public Accountant (CPA) s
highly recommended and s often required
by public funding sources I an audit 15
not required. a Yearly Financial Review
can be performed by an accountant This
review is less detailed and less expensive
than an audit and provides important
information to a program. The financial
advice received may well be worth its
cost, recommendations may include prac-
tices that increase effectiveness and effi-
ciency, suggestions for resolving financial
problems. and updat. on new laws per-
taining to pavroll and taxes.

The reports mentioned above will only
be useful to a program 1f they are prepared
in a timely manner so that the information
1s current They also need to be reviewed
and analyzed so that the finances of
a program are carefully planned and
controlied.

For Further Information

Indraduals involved in planning pro-
grams should obtain resource matenals
and contaci knowledge. 'e people who
have already established programs to learn

from their experiences, For a hst ot
avatlable technical assistance papers and
the names of programs and resource
people mn vour area, please contact the
School-Age Child Care Progect at the New
York State Council on Children and
Families, Mayor Erastus Corning Tower,
28th Floor. Empire State Plaza, Albany,
New York 12223, (518) 4746293

The Scrvice Corps of Retired Exceutives
{(SCORE), sponsored by the U.S. Small
Business Administration, provides fre..
on-site, business counseling to small
businesses and  organizations.  SCORE
can advise programs on recordkeeping
and accounting systems, purchasing pro-
cedures, and financial statements. For
more information on SCORE contact the
U'S. Small Business Admmistration. 455
Broadway, Room 242, Albany, New York
12207, (518) 472-6:300,

The tollowing resources and reterences
mav provide additional information on the
topic of fmanaal management procedures
for school-age child care programs

Anthony, R (1478)
lccounting  Readmp, MA- Addison-
Wesley Publishing Company.

Baden, R, Genser. A, Levine, ). and
Sehgson, M (1982) School- \ge Chud
Care. An Action Manual Boston, MA
Auburn House Pubbshing Company

Bangs., D. and Osgood, W (1976)
Busmess  Plannmg  Guide.  Boston,
MA The Federal Reserve Buank of
Boston

Essentials  of

Bowe, G 1975 “Where Do All the s 8
Go"What Frery Board and Staft M mber
of a Nonprotit Organization Should
Know Vhout Yeco.mtmg and Budgeting
Concord, N+ New Hampshire Chantable
Fund

Community Accountants  (1983) A
Stmplified Manual for Financial Man-
agement of Nonprofit Organizations.
Phaadelphia, PA: Author.

Gross, M., and Warshauer, W (1983),
Fancial and Necounting Guide for
Nonprofit Orgamzations (3rd Edition),
NY John Wiley and Sons,

Host, MA197]) Day Care Adminstration.
Waslhington, DC: Departrent of Health,
Education, and W elfare.

K Lasser Tav Inshtute (19700 Common
Sense Guide  to ccounting.  NY:
Cornerstone Library

Morgan. G. (1984) Managing the Day Care

Dollars. Cambnidge, MA. Steam Press,
Public Management lnstltutc_ (1079,
Bookkeeping — for  Nonprofits  San
Francrco. CA Author

Setterberg, F. and Schulman, K. (1985).
Beyond Profit. New York, NY: Harper
and Row.

Untted Way of \merica (1974). \ccounting
and Financal Reporting — a Guide tor
adted Ways and Mot for Prot Human
Serewce Organizations Alexandria, VA
Authen
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