
 

 
 

Program Development Committee 
April 27, 2015 at 1:00 p.m. 

 
Proposed Agenda 

 
 

I. Call To Order 
A. Approval of April 27, 2015 Agenda 
B. Approval of February 23, 2015  Minutes 

 
II. Report 

A. Program Development Report – Quarter 3 
 

III. Action Items 
A. School Readiness Provider Monitoring Plan  15.04.01P 
B. School Readiness Provider Enforcement Policy  15.04.02P 
C. School Readiness Attendance Documentation and  

Monitoring Policy      15.04.03P 
D. Client/Recipient Grievance and Complaint Resolution  

Policy         15.04.04P 
E. Coalition School Readiness Plan 

Quality Services & Activities    15.04.05P 
 

III. Discussion 
A. CCR&R Transition 
B. Provider Appreciation 

 
IV. Adjournment 

Next meeting: Monday, June 22, 2015 @ 1:00 p.m. 
ELC Training Room 
5735 Rio Vista Drive 
Clearwater FL 33760 

 



 

 
 

Program Development Committee 
February 23, 2015 at 1:00 p.m. 

Agenda 
Unapproved Minutes 

 
Attendance 
Committee Members:  Anne Ryan, Jane Bambace, Maria Edmonds, Yvonne Malague  
 
Excused: Patsy Buker, Louis Finney, Sandra Downes  
 
Coalition Staff: Lindsay Carson, Matt Bonner, Carrie Culbertson, Matt Spence 
 
Guests: Karen Bogges 
 
Official Recorder:  Rachel Meadors 
 

I. Call to Order 
A quorum was present and Yvonne Malague called the meeting to order at 1:05 p.m. 

 
A. The approval of the February 23, 2015 agenda. 
 

A motion was made by Yvonne Malague and seconded by Anne Ryan to: 
 

Approve the February 23, 2015 Agenda. 
 
The motion passed unanimously.  

 
B. The approval of the October 24, 2014 minutes. 
 

A motion was made by Yvonne Malague and seconded by Anne Ryan to: 
 

Approve the October 24, 2014 2014 minutes.  
 

The motion passed unanimously. 
 

II. Report 
 
A. Program Development Report – Quarter 2 

 
Lindsay Carson presented the 2nd quarter report. 

 
B. Kindergarten Readiness  



 
Lindsay Carson presented the Kindergarten Readiness report, representing readiness 
data for children who entered Kindergarten in the fall of 2013. 
 
Discussion: 
 
Yvonne Malague asked for ECHOS and FAIR to be expounded on. 
 
Lindsay Carson elaborated that: ECHOS are no longer used, but is an assessment that 
at a higher level looks at different domains.  The FAIR is specific to literacy.  Someone 
assesses the child on a one-on-one basis.  The FAIR was suspended, because of 
technology difficulties.  ECHOS has been replaced with, Work Sample System, portfolio 
based system that is initiated within the first 30 days of school. 

 
Yvonne Malague highlighted that some of the children receiving SR without going to 
VPK; she inquired about the Coalitions ability to mandate four year olds to go to VPK in 
order to receive SR. 
 
Lindsay Carson responded keep VPK is a voluntary program, and it cannot be required. 
SR requires the provision of parent’s choice.  They may choose an eligible provider who 
does not offer VPK, such as a family child care home. 
 
Yvonne Malague requested clarification as to what types of disabilities fall under the 
Students with Disabilities Act? 
 
Lindsay Carson replied, those would be documented as IEP. 
 
Yvonne Malague asked by whom does the child need to be screened and verified? 
 
Carrie Culbertson explained the Department of Education does the screening and 
verifying; but that can be prompted by an outsider evaluation.  

 

C. Gold Seal Vs. Non-Gold Seal Providers 

Lindsay Carson presented the Gold Seal vs. Non-Gold Seal Providers study conducted 
by JWB.   Gold Seal is in reference to an accredited pre-kindergarten and VPK, and 
Non-Gold Seal refers to those that are not accredited.  Children who attended Gold Seal 
Providers perform better on FAIR upon entry to Kindergarten, than those who attended 
a non –Gold Seal Provider. 

III. Action Items 
 
A. Provider Insurances Policy    15.02.01P 

 
Lindsay Carson presented the Provider Insurance Policy stating that all new SR 
providers contracts, as of March 1, 2015 and all current SR providers contracts will be 
executed new contracts as of July 1, 2015 to include new language surrounding general 
liability insurance.  To align with the new contract, the Provider Insurances Policy 
(ELCPC-10.16) has been revised. 
 



Any lapse in coverage requires us to terminate that child care provider for five years.  
Currently, a lapse in coverage will result in payment suspension but will not 
automatically terminate contract.  

 
 Discussion 
  

Carrie Culbertson highlighted the five year termination is not a new policy, however, the 
next day, termination is new. 
 
Jane Bambace asked about the Provider Agreement and Disputes Resolution Policy, 
does it provide a reinstatement while being investigated? 
 
Lindsay Carson responds the Coalition is working with our Attorney as to how that 
would work; providers always have the opportunity to appeal.  The only way the review 
would permit a provider back would be if they could prove, they were insured during that 
time.  There are time limits to appeal and responses. 
 
Lindsay Carson highlights that the proposed lapse policy includes a 3 day correction 
action. 
 
Yvonne Malague asked how our current actions will be affected by the new legislation. 
 
Lindsay Carson replied, once the committee and the Board approves the policy it will be 
sent to OEL for approval.  The policy would take effect July 1, 2015. 
 
Yvonne Malague asked how many of our providers would have been terminated under 
this policy last year. 
 
Matt Bonner responded with only ten to twelve. 
 

A motion was made by Yvonne Malague and seconded by Anne Ryan to: 
 

Approved the Provider Insurances Policy 
 

 The motion passed unanimously. 
 

B. Strategic Plan- Quality Programming & Family Engagement 15.02.02P 
 

Matt Spence presented the Strategic Goals and tactical plans for quality programming, 
family engagement. 
 
The Vision and Mission statements have been revised, and approved by the 
Communications Committee. 
 
Discussion 

 
Yvonne Malague asked how the Professional Development Institute would work.  
  
Matt Spence replied a key difference will be the offering of career counseling to support 
and attain formal education.  It will not necessarily function any differently than we 
currently have, but it will give us more exposure to the public.  And a new physical 



location will be of help, allowing the Coalition to reformat the entire presentation and 
training sessions. 
 
Carrie Culbertson explained the Professional Development Institute (PDI) is more 
everything we are already providing.  We will continue offering CEUS and training that is 
CEU compliant, career advising, professional development within the provider 
community, and hold conferences.  PDI formalizes the training, and provides these 
opportunities to our providers.   
 
Lindsay Carson elaborated that PDI programs will help bridge the gap for our providers 
and their formal education. 

 
Matt Spence and Carrie Culbertson expounded further on the plan for increasing 
capacity of quality early learning programs. 
 
Carrie Culbertson clarified the process of expanding professional development through 
the PDI of ELC and wage incentives. 
 
Carrie Culbertson clarified we are currently researching how other Coalitions have 
maintained resources and implemented plans.  
 
Yvonne Malague asked for clarification about the Trauma Informed Quality Care. 
 
Carrie Culbertson clarified there will be a train the trainers section of the sessions that 
the providers are invited to be part of.  Trauma Informed Quality Care is responding to 
trauma based behavior; the foundations of social/ emotional, all the way to the specifics 
situations and as a teacher how to recognize and what to do. 
 
Yvonne Malgue asked how many teachers will be part of the training if there are 
approximately 7 – 10 providers. 
 
Carrie Culbertson replied approximately 30 teachers will be part of the training. 
 
Carrie Culbertson commented we have begun asking family and guardians to complete 
the ASQ for their children when they come in for an appointment; it is the same online 
site as providers use.  This will be expanded for all new enrollments. 

 
Carrie Culbertson clarified the Backpacks for literacy is a program specific to homes.  
We are hoping to make this an ongoing project. 
 

A motion was made by Yvonne Malague and seconded by Jane Bambace to: 
 

Approve the Strategic Plan- Quality Programming, Family Engagement  
 

 The motion passed unanimously 
 
  



C. Child Care Resource & Referral Services  15.02.03P 
 

Lindsay Carson presented CCR&R serves as a “front door” for families.  Child Care 
Resource & Referral (CCR&R) is a FREE community program that offers information 
and referral services to all families that are looking to find care for infants, toddlers, 
preschoolers, before and after care for school-age children and summer camp 
information in Pinellas County. The Coalition currently partners with 2-1-1 Tampa Bay 
Cares to facilitate the CCR&R program in Pinellas County. 

The reauthorization of the Child Care Development Fund calls for enhanced efforts to 
support families selecting child care by providing information on the performance 
standards and quality components of child care providers through Child Care Resource 
& Referral services. 
 
Additionally, the Office of Early Learning is working to rebrand the program and 
enhance parental engagement opportunities. Increased family engagement is also a 
strategic priority area of the Coalition. CCR&R has been identified as an opportunity to 
enhance interactions between Coalition staff and the families we serve. The exchange 
of parent resources and community presence would be strengthened by direct service 
provision. Additionally, transitioning services in-house would allow this FTE to be split 
across multiple individuals thereby increasing the number of staff available to assist 
families.  
 
Discussion: 
 
Lindsay Carson has proposed that we transition the first contact to in house effective 
July 1, 2015.  It would be cost neutral, plus the Coalition would be able to cross-train the 
position.  We would recruit with the intent of hiring a bilingual individual. 
 
Jane Bambace asked what the hours of the position would be. 
 
Lindsay Carson answered, currently it will be from 8:30 am until 4:30 pm, for Child Care 
Resources.  Which is consistent with the current availability at 2-1-1; parents may also 
access CCR&R online. 
 
Yvonne Malague asked what actions we will take to get the number for CCR&R to the 
public. 
 
Lindsay Carson stated she hopes to increase our presence in community events, by 
advertising in Good Living & other publications, press releases, and through the ELC 
website.   
 
Matt Spence inserted that we will also use the Chamber of Commerce’s website, to get 
the word out to new families. 
 
Jane Bambace asked about the logistics of CCR&R being in house. 

 
Lindsay Carson clarified, the Coalition currently maintains the database and web 
requests; it would simply come directly to the Coalition staff.  Instead of a single 
individual previewing those requests, it would be spread across several staff members.  
This will ensure timely service. 



 
A motion was made by Yvonne Malague and seconded by Jane Bambace to: 

 
Approved the Transition CCR&R services to be provided directly by the 
Coalition effective July 1, 2015 

 
 The motion passed unanimously 
 

IV. Discussion 
 

A. Legislative Update 
 

Lindsay Carson led the discussion of the Governor’s’ Budget has asked for a $46 
increase per VPK.  As well as, an increase funding for School Readiness Program, one 
time funding of $30,000,000. 
 
Lindsay Carson relayed Art O’Hara’s comment from the last Board Meeting about 
House Bill 11, looking for school age providers associated with national organizations to 
provide character enrichment type programing to be exempt from licensing. (Known as 
the Boys’ and Girls’ Club Bill.) This is a great concern. It could open us up to funding 
more un-licensing and unregulated care.  The Early Learning bill would require high 
school diplomas for our providers by Jan 2017, and increases requirements for 
providers in terms of notifying Class 1 fines. 
 
The most recent amendment to the Bill in the Senate allows children who are eligible for 
VPK to enter Kindergarten, if the district gives consent. 

 
B. Officer Friendly Book Club 

 
Matt Spence presented on the Officer Friendly Book Club.  A police officer will come to the 
Center once a month to read to the children.  The centers will provide follow up activities 
based on the story the police officer read.  The Coalition will begin with 20 centers in 
Clearwater, hoping to be under way by April. 
 
Carrie Culbertson added the extension activities are part of the book, selecting character 
education themed books.  

 
C. School Readiness Provider Monitoring Tool 

 
Lindsay Carson reported.  Rule Probation process, takes the contract and monitors as if 
it is daily. Not much was done with curriculum monitoring. 
 
Matt Bonner added, we are attempting to streamline as much as possible, and this is a 
state wide tool.  All our enforcement policies will then be amended.  This is for the 
purpose of reinforcing our policies. 

 
  



D. VPK Provider Contact 
 
Lindsay Carson reported that it is to be approved on Wednesday.  
Registration will begin as soon as possible for summer contracts.  The 
House Bill 7165 aligns with this contract. 

 
E. Spring NOW Summer WOW  

 
Lindsay Carson reported.  Official campaign begins within the 2 weeks, in 
the south side community. 

 
F. Project LAUNCH 

 
Lindsay Carson reported, the Coalition is working on contract negation 
now. The proposed budget was minimized.  The program recruits 
providers in the Lealman area the Coalition provide training on positive 
behavior supports.  And enhance what we do, giving us the advantage of 
adding families to the training. 

 
IV. Adjournment   The meeting adjourned at 2:55 p.m. 

 
 
 
____________________________  _______________ 
Louis Finney, Committee Chair  Date 

 
 
 

Next meeting: Monday, April 27, 2015 @ 1:00 p.m. 
ELC Training Room 
5735 Rio Vista Drive 
Clearwater FL 33760 
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PROGRAM DEVELOPMENT REPORT 
 

YEAR: 2014-2015 
QUARTER:  THREE 

 
 
PRIORITY: Increase access to quality early learning programs. 
 
Gold Seal Providers 
 
  
  
 
 
 
 
 
 

School Readiness Enrollment at Gold Seal Provider 
Data: March 31, 2015 

6,200        1,077     17%  
 
 
Volunteer Pre-Kindergarten Enrollment at Gold Seal Provider 
Data: March 31, 2015 

5,791         1,366      24% 
 
 
Infant Toddler Library 
 
The Coalition hosts a resource library featuring quality toys, materials and resources designed 
for infant toddler care.   
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Quality Rating and Improvement System (QRIS) 
 
QRIS is a voluntary program and participating providers will receive coaching, technical 
assistance and grants to support quality enhancements or accreditation fees. The program is 
designed to increase the number of Gold Seal Accredited providers offering School Readiness. 
The recruitment of providers for the QRIS program was suspended due to the implementation 
of the Performance Funding Pilot Project.  
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
The Accreditation Assistance Project (AAP) is an extension of QRIS for child care centers. 
This program is designed to support centers in high need areas attain NAEYC accreditation. 
Providers receive intensive onsite coaching, training, professional development scholarships, 
quality improvement grants and assistance with accreditation fees.  
  
Cohort 1 will be completing Step 4 “Meeting the Standards” by November 2015.  An 
accreditation decision will be made within 3 months of their site visit. 
 
Cohort 2 is working on Step 2 “Self-Assessment”.  They will be submitting their Step 3 
“Candidacy” application in September 2015. 
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PRIORITY: Identify and support children with special needs and challenging 
behaviors. 
Children screened using Ages & Stages Questionnaire 

 

 
 
 
 
 
 
 
 

 
 
 
 
906 children accessed Supportive Intervention Services. 598 children received follow-up 
services including onsite observations, teacher/parent consultation, or referral for formal 
intervention or case management services. 152 new case plans were opened. 100% of closed 
case plans (100) demonstrated improvement in behavior or development.   
 
PRIORITY: Increase family engagement and parent skill building opportunities.  
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Literacy 
 
In an effort to increase access to books, the Coalition supports the Born to Read Program of 
the Pinellas Public Library Cooperative. 
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15.04.01P 
 

Early Learning Coalition of Pinellas County, Inc. 
April 27, 2015 

 
Subject:  School Readiness Provider Monitoring Plan 
 

Section 1002.85, Florida Statutes (F.S.) gives authority to the Office of Early Learning (OEL) to 
adopt rules setting School Readiness (SR) Program plan standardized format and required 
content as necessary for a coalition to administer the SR Program. The Procedures and Criteria 
for Approval of School Readiness Plans (6M-9.115, F.A.C.) was approved by the State Board of 
Education on February 25, 2015. 

Each early learning coalition must biennially submit an SR Program plan to the office before 
spending funds (s.1002.85(2), F.S.). A coalition may not implement its SR Program plan until it 
receives OEL approval. A coalition may not implement any revision to its SR Program plan until 
the coalition submits the revised plan to OEL and receives approval. If OEL rejects a plan or 
revision, the coalition must continue operating under its previously-approved plan. 

The coalition may periodically amend its plan as necessary. The coalition must submit an 
amended plan to OEL and receive approval before incurring any expenses on the new activities 
proposed in the amendment. 

Section V. of the School Readiness Plan requires coalitions to adopt a plan for monitoring 
School Readiness providers for compliance with the Statewide School Readiness Provider 
Contract.  
 

RECOMMENDED COALITION ACTION 
 
To approve the Coalition’s School Readiness Provider Monitoring Plan effective July 1, 2015. 
 
 
Supporting Documentation Attached:   
School Readiness Provider Monitoring Plan 
 

Approval 
 
_________________________________________ 
Program Development Committee Chair Signature 
 
_______________________ 
Date 
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Monitoring Plan Overview 
 

1.  Purpose:  
This monitoring plan outlines the implementation of the Coalition’s monitoring 
of School Readiness (SR) providers. It is the goal of the Coalition to provide 
the necessary technical assistance and resources to support Providers in 
providing high quality programs and maintaining compliance with the School 
Readiness Provider Contract and Coalition policies.   However, from time to 
time issues arise which require the Coalition to take enforcement actions 
to bring providers into compliance. 

 
 
2.  Background:  

The Office of Early Learning (Office) requires that the SR Program Plan a 
Coalition submits must include a description of the procedures for monitoring 
SR Program providers, responding to a parental complaint,  and ensuring that 
the standards prescribed in ss. 1002.82 ,ss. 1002.88, and 6M-9.115, F.A.C 
are met using a standard monitoring tool adopted by the Office. The Coalition 
shall more frequently monitor providers it determines high risk based on 
substantial findings of law violations (s. 1002.85(2)(h), F.S.). 

 
 
3.  SR Provider Monitoring Plan Elements 

 
SR Provider Monitoring Schedule 
a. SR Provider monitoring will be completed by the Coalition’s Provider 

Contract and Compliance department. 
b. The Coalition will select the number of providers to monitor each year 

based on the Office’s minimum annual sample size and a statistically valid 
random sample. 

c. The Coalition may also monitor SR Provides based upon a parent 
complaint. 

d. SR Providers determined as high risk as a result of Coalition monitoring 
will be monitored more frequently throughout the program year and/or 
subsequent years. 
 

Monitoring Tool 
a. The Coalition will use the monitoring tool adopted by OEL to evaluate 

compliance with all requirements in the SR Program provider contract. 
 

Reports 
a. The Coalition will develop reports of each monitoring that include findings 

and recommendations to SR providers. 
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Monitoring Results and Corrective Action 
a. The Coalition will notify the SR Provider in writing of any findings to ensure 

they are given an opportunity to respond and take corrective action.  
b. The written notice will inform the SR Provider of the corrective action steps 

required with a date to come into compliance. 
c. Based on the violation, the provider may receive financial consequences. 
d. If the provider corrects the violation, the Coalition will send a letter the 

provider notifying them that the issue was resolved. 
e. If the provider chooses to dispute the noncompliance, they must follow the 

grievance/due process procedures in accordance with the contract and 
Coalition policy. 

f. If the provider does not comply with the corrective action requirements, 
this may result in the provider being placed on probation or having their 
SR contract terminated. 
 
 

 
 
 



15.04.02P 
 

Early Learning Coalition of Pinellas County, Inc. 
April 27, 2015 

 
Subject:  School Readiness Provider Enforcement Policies 
 
The School Readiness Provider Contract has been approved by the State Board of Education. 
All School Readiness providers must execute the new contract effective July 1, 2015 in order to 
continue receiving funds. The School Readiness contract includes new detailed language 
surrounding program requirements, enforcement and due process. Additionally, the Office of 
Early Learning has promulgated rule outlining provider monitoring procedures. These rules 
supersede local policy.  
 

RECOMMENDED COALITION ACTION 
 
To approve the School Readiness Provider Enforcement Policy ELCPC-60.2 and repeal the 
following Coalition policies effective July 1, 2015: 
 

• Developmental Screening Policy ELCPC-61.1.10 
• Developmentally Appropriate Curriculum & Character Education Policy ELCPC-61.1.3 
• SR Provider Notification Policy ELCPC-61.1.6 
• Health & Safety Requirements for Formal Providers ELCPC-61.1.7a 
• Health & Safety Requirements for Informal Providers ELCPC-61.1.7b 
• Provider Insurances Policy ELCPC-10.16 
• USDA National Disqualified List ELCPC-10.18 
• SR Provider Multiple Areas of Noncompliance ELCPC-61.1.11 
• Child Health & Immunization Records Policy ELCPC-60.3.3 

 
Supporting Documentation Attached:   
 
ELCPC-61.2-School Readiness Provider Enforcement Policy 
 

Approval 
 
_________________________________________ 
Program Development Committee Chair Signature 
 
_______________________ 
Date 
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Policy:  
ELCPC-61.2 
   

 
Title: School Readiness Provider Enforcement Policy 
 

 
 

 
Review Date:  
July 2015 
 

 
Next Review Date: 
 July 2016 
 

 
References:   Statewide School Readiness Provider Contract  

OEL-SR20,  
OEL SR20LE, 
OEL-SR 20L, 
OEL-SR20FFN  

 School Readiness Provider Monitoring Tool, 
Chapter 1002 F.S.,  
Florida Administrative Code Chapter 6M 

 
Purpose:  To outline enforcement actions with School Readiness providers who 

are fail to comply with the terms of the School Readiness Provider 
Contract. 

 
Background:  
This Coalition policy and procedure is inclusive to all caregiver settings: child care 
center, licensed family child care home or informal provider receiving School Readiness 
(SR) funding.  
 
Policy:  
  
Corrective Action 
If the Coalition determines a provider has failed to comply with the School Readiness 
Provider Contract and concludes that corrective action will resolve the noncompliance, 
the provider will be notified in writing. The notice will identify the specific requirement the 
provider has failed to meet and a detailed description of required corrective action and 
timeline for completion. The Coalition will provide confirmation in writing when the 
provider has satisfactorily completed the corrective action.  
 
Probation 
If the provider fails to complete corrective action in the designated timeframe or has 
multiple corrective action plans within the same contract year, the provider will be 
placed on probation for up to 6 months. Terms of probation will be determined by 
Coalition staff and will specifically relate to the areas of noncompliance. Probation may 



 

T:\Board\Meetings\Program Development Committee\2014-2015\April 2015\ELCPC-61.2 School Readiness Provider Enforcement 
Policy.doc 

include one or more of the following conditions: training or staff development, monitoring 
or technical assistance, submission of documentation related to the violation. The 
Coalition will notify the provider in writing of the terms and duration of the probation.  
 
Financial Consequences 
Noncompliance related to insurance, background screenings, reporting suspected 
abuse or neglect, child attendance documentation or child ratios will result in 
nonpayment for school readiness funded children for the affected days.  
 
Terminations 
Notices of termination will include basis for the termination and state that a provider may 
request a review of the determination in accordance with the School Readiness/VPK 
Provider Grievance and Dispute Resolution Policy ELCPC-10.1. A provider whose 
School Readiness Provider Contract has been terminated due to noncompliance will be 
ineligible to execute a new School Readiness Contract for five (5) years from 
termination of the Agreement. 
 
Termination for Cause 
In the event of a termination for cause, providers will be notified 10 days prior to the 
effective date. Parents of School Readiness funded children will be notified at least 5 
days prior to the termination date that the funding for this Provider’s program will cease. 
CCR&R staff will assist parents in finding alternate care.  Parents choosing to keep their 
child enrolled with the terminated Provider will forfeit their School Readiness 
scholarship.  
 
Immediate Termination 
The Coalition must immediately terminate a provider’s School Readiness Contract upon 
notification from Child Care Licensing that actions or inactions of a provider pose an 
immediate and serious danger to the health, safety or welfare of children. Any lapse in 
coverage, non-renewal or cancellation of general liability insurance will result in 
immediate termination.  
 
In the event of an immediate termination, the Coalition will notify the provider by sending 
the provider written notice of emergency termination at least 24 hours prior to 
termination. CCR&R staff will assist parents in finding alternate care.  Parents choosing 
to keep their child enrolled with the terminated Provider will forfeit their School 
Readiness scholarship. 
 
 
 
 
 



15.04.03P 
 

Early Learning Coalition of Pinellas County, Inc. 
April 27, 2015 

 
Subject:  School Readiness Attendance Documentation and Monitoring Policy 

 
BACKGROUND 

 
6M-4.500 Child Attendance and Provider Reimbursements. 

 
(c) Daily attendance documentation shall be maintained by each school readiness provider based on 

the terms of the Statewide School Readiness Provider Contract, specified in Rule 6M-4.610, 
Florida Administrative Code (F.A.C.). The provider must record daily child attendance using a 
paper sign-in and sign-out log or electronic attendance-tracking system that is maintained at the 
provider site to validate the attendance data. For electornic attendance systems, the provider 
must backup records on a regular basis to safeguard against loss. The sign-in and sign-out forms 
will vary by provider but must contain the following information: 
1.  Provider’s name, 
2.  Child’s first and last name, 
3. Time in and out, 
4.  Date, and 
5.  An authorized signature or other identifier that verifies each child’s attendance. Authorized 

signature includes provider designee for children who are transported via school to or from 
the provider site or a parent or person authorized by the parent. 

(d) A provider shall be reimbursed for each day that there is evidence (i.e., parent statement, 
supplemental attendance logs, etc.) that the child was in attendance. 

(h) The coalition must conduct monitoring activities to ensure the accuracy of payments of   the 
monthly reimbursement requests. If it is determined through monitoring of the attendance 
documentation that a provider received an improper payment (overpayment or underpayment), a 
payment adjustment is required to correct the improper payment. 

 
The School Readiness Attendance Documentation and Monitoring Policy outlines these requirements, 
local monitoring practices, and enforcement actions.  The proposed revisions simply the process for 
providers and parents. 
 

RECOMMENDED COALITION ACTION 
 
Approve the revised School Readiness Attendance Documentation and Monitoring Policy (ELCPC-
61.3.5). 
 
Supporting Documentation Attached: 
Proposed School Readiness Attendance Documentation and Monitoring Policy 
Policy Exhibits 

Approval 
 
_________________________________________ 
Program Development Committee Chair Signature 
 
_______________________ 
Date 
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Policy:  
ELCPC-61.3.5 
   

 
Title: School Readiness Attendance Documentation and 
Monitoring Policy 
 

 
Formerly addressed: 
ELCPC- 61.2.1 and 
ELCPC- 61.2.2 

 
Review Date: September 
2014April 2015 
 

 
Next Review Date: August 
2015June 2016 
 

 
References:   Chapter 1002.84, Florida Statute 

Statewide School Readiness Provider Agreement Contract, Form OEL-
SR 20 
6M-4.502500, Child Attendance and Provider Reimbursements, F.A.C.  
 

Purpose:  To establish procedures for School Readiness Attendance 
documentation and monitoring.  

 
Background: Rule 6M-4.500 Child Attendance and Provider Reimbursements, F.A.C. 
states: 
 
Daily attendance documentation shall be maintained by each school readiness provider 
based on the terms of the Statewide School Readiness Provider Contract, specified in 
Rule 6M-4.610, Florida Administrative Code (F.A.C.). The provider must record daily 
child attendance using a paper sign-in and sign-out log or electronic attendance-
tracking system that is maintained at the provider site to validate the attendance data. 
For electornic attendance systems, the provider must backup records on a regular basis 
to safeguard against loss. The sign-in and sign-out forms will vary by provider but must 
contain the following information: 
1. Provider’s name, 
2. Child’s first and last name, 
3. Time in and out, 
4. Date, and 
5. An authorized signature or other identifier that verifies each child’s attendance. 
Authorized signature includes provider designee for children who are transported via 
school to or from the provider site or a parent or person authorized by the parent. 
 
A provider shall be reimbursed for each day that there is evidence (i.e., parent 
statement, supplemental attendance logs, etc.) that the child was in attendance. 
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The Statewide School Readiness Provider Agreement Contract, Form OEL-SR 20 
states: 
 
Sign-In/Sign-Out Process. PROVIDER agrees to maintain daily attendance 
documentation, including a documented “sign-in/sign-out” process approved by 
COALITION and implemented by PROVIDER, and which accurately documents 
attendance and absences. PROVIDER agrees to retain the attendance documentation 
in accordance with COALITION’s records retention requirement established in 
accordance with s. 1002.84(10), F.SMaintain daily sign-in and sign-out sheets and 
submit accurate monthly attendance documentation. The Provider is required to 
document attendance on a daily basis with full parent signatures in ink at the time of 
arrival and pickup with the times noted (with the possible exception of entry of school 
age children into aftercare-see below), accurately document absences, and review and 
submit monthly attendance to the Coalition.  
 
This Coalition policy and procedure is inclusive to all caregiver settings: child care 
center, licensed family child care home or informal provider receiving School Readiness 
(SR) funding.  
 
Definitions:  
Definition: 
Random Selection Process:  
The first criterion of selection will be based on those providers identified by ELC staff for 
which there is a reason for concern. The second criterion of selection will be based on 
unregulated/relative caregivers during the month that received reimbursement. The 
second criterion is to ensure that all unregulated/relative providers are monitored for 
adherence to the ELC’s policies and guidelines. The balance of the providers will be 
selected from the funder billing report by choosing every 20th licensed provider at 
random. The 20th selection criterion may need to be adjusted, depending on the 
numbers selected from the first criteria; i.e. those providers who have been selected 
based on a reason of concern and the second criterion, i.e. the unregulated/relative 
providers who received reimbursement during the month in question. 
 
 
 
 
Full Parent Authorized Signature: 
Authentic full signature or initials of parent, guardian or authorized persons at least 16 
years of age that is not the child care provider. An authorized signature may only 
includes a provider designee for children who are transported via school to or from the 
provider site or a parent or person authorized by the parent. For school readiness 
children who are transported to and/or from the provider site, attendance shall be 
documented in accordance with paragraph 65C-22.001(6)(f), F.A.C. Rule 65C-22.001, 
F.A.C. 
The parent/guardian’s legal signature as it appears on his/her driver’s license, state 
issued identification or other legal document is considered an authorized signature. that 
includes full first name and full last name or first initial and full last name. The 
Ssignature does not need to be legible, however, it. Initials are not accepted unless this 
is a legal signature as it is on their driver’s license or other legal document. Signatures 
must be written in ink. A parent signature may also be in the form of an electronic 
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attendance-tracking system that is maintained at the provider site to validate the 
attendance data. 
 
 
 
 
Policy:  
Daily attendance documentation shall be maintained by each school readiness provider 
based on the terms of the Statewide School Readiness Provider Contract, specified in 
Rule 6M-4.610, Florida Administrative Code (F.A.C.). The provider must record daily 
child attendance using a paper sign-in and sign-out log or electronic attendance-
tracking system that is maintained at the provider site to validate the attendance data. 
For electornic attendance systems, the provider must backup records on a regular basis 
to safeguard against loss. The sign-in and sign-out forms will vary by provider but must 
contain the following information: 

1. Provider’s name, 
2. Child’s first and last name, 
3. Time in and out, 
4. Date, and 
5. An authorized signature or other identifier that verifies each child’s attendance. 
Authorized signature includes provider designee for children who are transported via 
school to or from the provider site or a parent or person authorized by the parent. 

 
Providers are required to maintain daily sign-in/sign-out sheets with Full an authorized 
Parent Signature and the time of student drop-off and pickup including a.m./p.m. 
recorded in ink.  These must be completed and signed daily by School Readiness 
Parent or other authorized persons 16 years of age or older.   Use of white out on 
attendance records will void the document. Inaccurate or incomplete attendance 
records will result in a delay or loss of payment. 
 
Any changes to attendance documentation (rosters, sign in/out sheets or any other 
documentation) must be completed with a strike-through, initialed and dated by the 
parent/guardian. The use of whiteout on any documents for attendance verification is 
strictly prohibited. 
 
The Coalition does not permit siblings to be grouped together on the same sign-in/out 
sheet. Each child must be signed in and out separately. These are the only two 
situations in which it is acceptable for a child or child care provider to sign attendance 
documentation.  
 
If a child care provider has a situation with attendance documentation that does not fit 
into any of the above criteria, an Attendance Documentation Verification Request fForm 
(www.elcpinellas.net) must be submitted to the Coalition and process approval in writing 
must be received by the provider prior to implementation. The form is available on the 
Coalition’s website at www.elcpinellas.net/downloads. 
 
Note: 
Reasonable evidence of false or misleading documentation, action, omission, or 
statement made by individual client, scholarship recipient or provider will result in the 
Termination of the School Readiness Agreement Contract in accordance with the 

http://www.elcpinellas.net/
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Provider/ClientSuspected Provider and Client Fraud and/or Misrepresentation Policy 
(ELCPC-50.1). Cases of suspected fraud and/or misrepresentation will be reported to 
the Florida Department of Financial Services Public Assistance Fraud Unit and the 
Office of Early Learning (OEL) as required by OEL.  
 
Providers may require School Readiness Parents to pay the provider in situations where 
the provider payment was reduced by the ELC due to insufficient or lack of signature IF 
the provider has a policy outlining parent signature requirements. Provider must have 
acknowledgement of the policy signed by all School Readiness Parents prior to 
requiring payment for lost revenue. Providers may implement this policy immediately for 
all new School Readiness enrollments and upon annual registration for currently 
enrolled children.  
 
Providers may appeal action taken in accordance with this policy with the Provider and 
Client/Recipient Grievance and Due Process Policy (ELCPC-10.1 A and B). However, 
providers are prohibited from providing School Readiness or Voluntary Prekindergarten 
services during the appeal process. (1002.84 F.S) 
 
Procedures: 

I. MONITORING  
Monitoring Methodology: 
In accordance with Rule 6M-4.500, the Coalition must conduct monitoring activities to 
ensure the accuracy of payments of the monthly reimbursement requests. All School 
Readiness providers will be monitored at least once during each fiscal year. Providers 
may be monitored more frequently based on the OEL School Readiness Monitoring 
Tool guidelines. Assigned Coalition staff will review each of the providers’ attendance 
records and compare the data with attendance submitted on the Enrollment/Attendance 
Verification form(s) for validation of child attendance on an annual basis for selected 
child care centers, family child care homes, and unregulated/relative providers. 
 
Provider must retain original sign-in/sign-out sheets and attendance rosters for a 
minimum of five (5) years. Records must be retained onsite for a minimum of one (1) 
year.  Coalition staff will monitor attendance records via on site visit, records 
request/desk audit, or both. Providers selected for a desk audit will be notified in writing 
to submit attendance rosters and sign in sheets. This request can be for one month or 
more at the Coalition’s discretion.  The Coalition may require documents to be 
submitted more than once per year. The Coalition can request documents up to five (5) 
years prior.  
 
In the event that there are multiple errors on an attendance audit defined as multiple 
errors on one or more children audited (lack of signature, missing times, etc.-see 
Nonpayment for School Readiness section below) in a given month, the provider will be 
assigned to monthly monitoring for a minimum of three months thereafter at the 
discretion of the Coalition.    Providers may be identified for monthly monitoring due to, 
but not limited to, any of the following reasons: 

1. Provider reports 100% attendance on monthly reimbursement request for most or 
all children in care. 

2. Provider has more children enrolled than capacity allows (ie, 20 children enrolled 
with a capacity of 12) 
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3. Contact from parent that child is not receiving care from the provider requesting 
reimbursement.  

4. Fine for fraud or paperwork issues from Pinellas County Licensing 
5. Food program fraud reported 
6. Discrepancies on parent verification form or parent report on days and times 

child is attending and providers sign in sheets/attendance rosters. 
7. Anonymous tips/non-anonymous tips from other providers, parents, other 

agencies 
8. Ongoing attendance monitoring issues 
9. Site visits by ELC and other agencies and no or few children in care compared to 

requested reimbursement  
10. Parent signatures on sign in/out sheets do not match parent signatures on file 

(SR application, driver’s license, etc). 
11. Referral of suspected fraud (parent)  from Department of Financial Services 

Public Assistance Fraud Unit 
12. Provider found to be over licensing capacity on a site visit by ELC staff or other 

agency staff 
13. Other 

 
Note: 
The Early Learning Coalition of Pinellas regularly compares reimbursement request 
records and sign in sheets with other program and agency records including but not 
limited to programs funded by the Juvenile Welfare Board, the food program through 
R’Club and Community Pride, Head Start/Early Head Start and other agencies. The 
ELC reserves the right to consult with the Department of Financial Services prior to 
referral. 
 
Providers who  fall into  one or more of the above criteria will be monitored each month 
via desk audit and possibly additional site visits for a minimum of three months or until 
the provider has three consecutive months with no audit findings or red flag criteria. 
Providers who achieve three consecutive months of no red flags or audit findings are 
released from the  monthly monitoring list and additional audit requirements. 
 
 

II. ENFORCEMENT  
 
Corrective Action 
If the Coalition determines a provider has failed to comply with the terms of this policy 
and concludes that corrective action will resolve the noncompliance, the provider will be 
notified in writing. The notice will identify the specific requirement the provider has failed 
to meet and a detailed description of required corrective action and timeline for 
completion. The Coalition will provide confirmation in writing when the provider has 
satisfactorily completed the corrective action.  
 
A provider shall be reimbursed for each day that there is evidence (i.e., parent 
statement, supplemental attendance logs, etc.) that the child was in attendance. 
 
 and Technical Assistance: 
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Discrepancies may require corrective action by the provider or technical assistance 
provided by Coalition staff. Discrepancies resulting in corrective action and/or technical 
assistance include, but are not limited to, the following: 

 Unauthorized signatures or incomplete sign-in/out sheets, but providers submits 
other evidence of child’s attendance for reimbursement purposes 

 Parent/guardian signing in pencil 
 Siblings or multiple children on same sign-in/out sheet 
 Incorrect days, dates or month on sign in sheets 

 
Nonpayment for School ReadinessFinancial Consequences: 
Failure to complete required corrective action will result in a payment adjustment to 
correct the improper payment. Discrepancies, not constituting suspected fraud, found 
during the attendance monitoring will may result in a payment adjustment(s) . In 
accordance with Rule 6M-4.500, the Coalition must conduct monitoring activities to 
ensure the accuracy of payments of the monthly reimbursement requests. If it is 
determined through monitoring of the attendance documentation that a provider 
received an improper payment (overpayment or underpayment), a payment adjustment 
is required to correct the improper payment. 
 
The following scenarios Discrepancies will result in payment adjustment(s) if there is no 
evidence that a child was in attendance.: These discrepancies include, but are not 
limited to, the following: 

• Parent/guardian printing, or using initials, or using first name and last initial on 
sign in/out sheets Unauthorized signatures 

• Parent/guardian signing in pencil 
• Arrows in place of a signature 
• Siblings or multiple children on same sign in sheet 
• Incomplete sign in sheet (missing signature, date, or time) 
• Sign in sheets not turned in upon request  
• Sign in sheets not completed during the month of attendance but completed 

afterward (on site audit) 
• Use of whiteout on sign in sheets or rosters 
• Incorrect days, dates or month on sign in sheets 
 Discrepancies between sign in sheets and rosters Discrepancies in full time/part 

time schedules 
• 3rd discrepancy in which the Coalition previously provided corrective action or 

technical assistance 
• Other non-compliances identified by the Office of Early Learning 

 
Further Investigations: 
Discrepancies may be referred the appropriate department for further investigation, 
such as Suspected Fraud/Benefit Recovery or Family Services. In accordance with Rule 
6M-4.500, for a child who is authorized only full-time care, a Coalition shall not recoup 
or adjust a provider’s reimbursement for days a child attends part-time. If through 
monitoring or participant self-reporting, the Coalition determines that a family does not 
need full time care, the Coalition shall conduct redetermination of care to re-assess the 
hours of care needed. 
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Exhibits:  
School Readiness Reimbursement Validation form 
School Readiness Attendance Validation form 
Sample Child Attendance Log 
 



15.04.04P 
 

Early Learning Coalition of Pinellas County, Inc. 
April 27, 2015 

 
Subject:  Client/Recipient Grievance and Compliant Resolution Policy 
 

Section 1002.85, Florida Statutes (F.S.) gives authority to the Office of Early Learning (OEL) to 
adopt rules setting School Readiness (SR) Program plan standardized format and required 
content as necessary for a coalition to administer the SR Program. The Procedures and Criteria 
for Approval of School Readiness Plans (6M-9.115, F.A.C.) was approved by the State Board of 
Education on February 25, 2015. 

Each early learning coalition must biennially submit an SR Program plan to the office before 
spending funds (s.1002.85(2), F.S.). A coalition may not implement its SR Program plan until it 
receives OEL approval. A coalition may not implement any revision to its SR Program plan until 
the coalition submits the revised plan to OEL and receives approval. If OEL rejects a plan or 
revision, the coalition must continue operating under its previously-approved plan. 

The coalition may periodically amend its plan as necessary.  

Section V. of the Coalition School Readiness Plan requires Coalitions to establish a written 
process by which parents can submit to the coalition a grievance against a provider’s or the 
coalition’s actions that may be contrary to state and federal policies, procedures, rules or 
regulations. 

RECOMMENDED COALITION ACTION 

 
To approve the revised Client/Recipient Grievance and Complaint Resolution Policy- ELCPC 
10.1b. 
 
 
Supporting Documentation Attached:   
 
Client/Recipient Grievance and Complaint Resolution Policy- ELCPC 10.1b. 
 

Approval 
 
_________________________________________ 
Program Development Committee Chair Signature 
 
_______________________ 
Date 
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Policy: 
ELCPC-10.1B 

 
Title: Client/Recipient Grievance and Complaint Resolution 
and Due Process Policy 

 
 

 
Review Date:   
November 2014April 2015 
 

 
Next Review Date:  
November 2015June 2016 
 

 
References:   Coalition School Readiness Plan 
 Coalition Anti-Fraud Plan 
 OEL SR and VPK Grant Agreements 
 s. 1002.84(17), F.S. 
 s. 1002.91, F.S. 
 
Purpose:  To establish a procedure for clients/recipients  to submit to the cCoalition 

a grievance or compliant against a provider’s or the coalition’s actions 
that may be contrary to state and federal policies, procedures, rules or 
regulations.  

appeal a Coalition decision to impose a corrective action, funding sanctions, or 
scholarship termination for fraudulent activities or non-compliance of 
program requirements outlined in the School Readiness Participant 
Agreement, School Readiness Parent Handbook,  Voluntary 
Prekindergarten Parent Agreement, Coalition Policies or other state or 
federal  guidelines. 

 
Background: The Coalition may impose corrective action, funding sanctions or 

scholarship termination for fraudulent activities or noncompliance with 
program requirements. Providers contracted by the Coalition offer VPK 
and/or School Readiness programs.All Coalitions are required to have a 
process for providers and clients/recipients to dispute decisions made by 
the Coalition staff. 

 
Policy: The Coalition shall have a procedure in place to address and resolve all 
client/recipient grievances and disputes.  
 
 
I. Client/Recipient Complaint Against ProviderCOMPLAINT 
 

1. Clients/recipients may submit a complaint against a provider to the Coalition via 
phone, email, fax, mail, hand delivery, or the Coalition’s website. 

2. All complaints are forwarded to the CCR&R Coordinator to be recorded on the 
CCR&R Complaint Report. 
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3. The CCR&R Coordinator forwards the CCR&R Complaint Report to the 
appropriate Coalition staff for review and resolve. 

4. The complaint maywill also be reported to the Pinellas County Licensing Board or 
the Florida Abuse Hotline as appropriate. 

1.5. Abuse/neglect complaints must be reported within the hour to the Florida 
Abuse Hotline and the licensing authority. 

6. Once the issue is resolved, the appropriate Coalition staff member will submit the 
results to the CCR&R Coordinator to update the complaint record. 

7. The Coalition must records all parent complaints and retains them in a 
complainton file for a minimum of five (5) years. 

Abuse/neglect complaints must be reported within the hour to the Florida Abuse 
Hotline and the licensing authority. 
8. The Coalition will make information regarding parental complaints available to the 

public in accordance to Coalition Policy ELCPC-10.2, Public Records Requests. 
 
 

II. Client/Recipient Grievance or Complaint Against the Coalition 
I. CLIENT/RECIPIENT APPEALFOR GRIEVANCE OR COMPLAINT ELIGIBILITY 

AND OTHER DECISIONS 
The following procedures must be followed when a client/recipient desires to appeal a 
decision made by the Coalition staff other than Refer to Section III. for grievances 
regarding suspected fraud:. 
 

1. If the client/recipient is not satisfied with an actionbelieves thea Coalition 
decision or action was contrary to state and federal policies procedures rules or 
regulations, they may submit a Client Eligibility Appeal Form (G-10F-15) within 
ten (10) business days of determination. This form is available 
at www.elcpinellas.net/downloads-families or by request and may be submitted 
via certified mail, fax or hand delivery. 

2. The Director of Program Operations or designee will responds to all requests for 
review within ten (10) business days. 

3. If the client/recipient does not agree with the decision made by the Director of 
Program Operations or designee, the client/recipient must file a written request 
with the Chief Executive Officer of the Coalition for review within ten (10) 
business days upon receipt/notification of the decision.  

4. If the client/recipient fails to request a review within ten (10) business days the 
Coalition decision will be final. 

5. The  Chief Executive Officer of the Coalition will provide written response to all 
requests for review within  ten (10) business days. 

6. The Chief Executive Officer of the Coalition will respond to all requests for 
review within ten (10) business days. The Chief Executive Officer’s decision is 
final. 

 
 

II.III. Client/Recipient Grievance Regarding Suspected FraudCLIENT/RECIPIENT 
APPEAL FOR GRIEVANCE REGARDING SUSUPECTED FRAUD 

The following procedures must be followed when a client/recipient desires to appeal a 
decision made by the Coalition staff for suspected fraud: 
 

http://www.elcpinellas.net/downloads-families
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1. Prior to any suspension or termination of services, the Coalition will provide 
written advance notice of the intended action to suspend or terminate benefits to 
the client/recipient to be affected and it must clearly advise of the allegations, the 
basis of the allegations, the intended action and the date the action is to be 
imposed. The Coalition will send the written advance notice at least fourteen (14) 
calendar days before the intended action. The written advance notice should be 
translated into the client/recipient’s native language if the Coalition’s other 
communications with the client/recipient have been translated. The written 
advance notice shall include following:  
a. The procedure for the client/recipient to follow to attempt to appeal the 

decision. Clients/recipients must submit a Client Fraud Appeal Form (G-10F-
16) within fourteen (14) calendar days of determination. This form is available 
at www.elcpinellas.net or by request.  

b. A statement, in bold print, that the failure to file a timely appeal waives the 
right to an appeal.  

c. Notice of the potential for repayment of improper benefits if the conclusion of 
fraud is upheld, including any benefits received after the receipt of the written 
advance notice.  

d. The procedure for the client/client/recipient to obtain a copy of his or her file.  
e. The amount of overpayment to be recovered, if applicable.  
f. The length of time for which the client/recipient’s benefits are suspended or 

the date of the termination of benefits, if applicable. This length of time shall 
be proportionate to the alleged offense committed, consistent with 
suspensions or terminations issued to other client/recipients who allegedly 
committed comparable offenses, and may also consider prior offenses, as 
appropriate. 

2. A suspension or termination shall not be applied against client/recipients with a 
valid at-risk referral.  

3. If the client/recipient believes that the conclusion was made in error, the 
client/recipient should first seek to resolve the matter by contacting the Coalition 
and providing the necessary documentation to resolve the issue. The CEO of the 
Coalition shall not be involved in the pre-appeal resolution of the issue.  

4. If the client/recipient believes that the issue was not resolved by the Coalition, the 
client/recipient may file a formal written appeal for review by the CEO of the 
Coalition, using the following procedure:  
a. Submit a written appeal to the CEO or other executive staff person as 

designated by the Coalition Board. The appeal must fully describe the nature 
of the error the client/recipient believes has been made and shall contain any 
documentation which supports the client/recipient’s claim.  

b. The appeal shall be postmarked or emailed before the date of the intended 
action. The client/recipient who fails to file a timely appeal waives the right of 
appeal.  

c. If the client/recipient files a timely appeal, he or she will not be suspended or 
terminated from the program until the written decision of the CEO or the 
original date of the intended action, whichever is later.  

d. The CEO of the Coalition or other executive staff person designated by the 
Coalition Board must respond to the client/recipient, in writing, within thirty 
(30) days of receiving the appeal with a decision as to whether the 
suspension or termination will be upheld or modified.  
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e. The client/recipient who wishes to appeal the decision of the CEO of the 
Coalition or other executive staff person designated by the Coalition Board 
may request further review by an appeals committee. The request for further 
review by an appeals committee must be submitted to the Coalition in writing 
within ten (10) calendar days of the date of the CEO or other executive staff 
person designated by the coalition board’s written response to the 
client/recipient’s formal written appeal.  

5. The client/recipient shall be given the opportunity to defend his or her position in 
an orderly proceeding of the appeals committee. When the meeting of the 
appeals committee is scheduled, the client/recipient shall be notified of the date 
of the appeals committee, informed that it is a public meeting, and informed that 
any information presented may be used by other state agencies. 

6. The appeals committee shall be selected by the Chairman of the Board of the 
Coalition and a chair of the appeals committee shall be named. 

6.   
7. The appeals committee shall be convened within forty-five (45) calendar days of 

receipt of the client/recipient’s request for an appeal.  
7.  
8. 8. The client/recipient shall be provided up to thirty (30) minutes to present their 

position and any information they wish the appeals committee to consider.  
8.  
9. 9. The Coalition staff, excluding the CEO or other executive staff person 

designated by the Coalition Board, shall be available to provide any information 
requested by the committee.  

9.  
10. 10. The appeals committee will consider all statements, review all documents 

and may request any additional evidence or information from the parties if an 
appeals committee member believes it is necessary and relevant to the decision 
making. The required final determination letter will be tolled for the length of time 
given to provide the additional information.  

10.  
11. 11. The appeals committee shall select or appoint a member of the Coalition, 

excluding the CEO of the Coalition or other executive staff person designated by 
the Coalition Board, to memorialize the events of the appeals committee 
proceeding and the final determination including the basis for the decision.  

11.  
12. 12. The appellant shall be notified in writing of the appeals committee’s 

determination within ten (10) days of the date of the meeting.  
12.  
13. 13. The determination of the appeals committee  shall be final. 
 
  
 

 



15.04.05P 
 

Early Learning Coalition of Pinellas County, Inc. 
April 27, 2015 

 
Subject:  Coalition School Readiness Plan- Quality Activities and Services 
 

Section 1002.85, Florida Statutes (F.S.) gives authority to the Office of Early Learning (OEL) to 
adopt rules setting School Readiness (SR) Program plan standardized format and required 
content as necessary for a coalition to administer the SR Program. The Procedures and Criteria 
for Approval of School Readiness Plans (6M-9.115, F.A.C.) was approved by the State Board of 
Education on February 25, 2015. 

Each early learning coalition must biennially submit an SR Program plan to the office before 
spending funds (s.1002.85(2), F.S.). A coalition may not implement its SR Program plan until it 
receives OEL approval. A coalition may not implement any revision to its SR Program plan until 
the coalition submits the revised plan to OEL and receives approval. If OEL rejects a plan or 
revision, the coalition must continue operating under its previously-approved plan. 

The coalition may periodically amend its plan as necessary. The coalition must submit an 
amended plan to OEL and receive approval before incurring any expenses on the new activities 
proposed in the amendment. 

The Quality Activities and Services section includes program descriptions pertaining to: 

• Child Care Resource & Referral and School-Aged Care 
• Infant and Toddler Early Learning Programs 
• Inclusive Early learning Programs 
• Quality Performance Report 

 

RECOMMENDED COALITION ACTION 

To approve the Coalition School Readiness Plan for Quality Activities and Services effective 
July 1, 2015. 
 
Supporting Documentation Attached:   
Coalition School Readiness Plan -Quality Activities and Services 
Attachment III.D. Quality Rating System Program Guide 
 

Approval 
 
_________________________________________ 
Program Development Committee Chair Signature 
 
_______________________ 
Date 
 
 
 
 
 



 
III. QUALITY ACTIVITIES AND SERVICES 

 

A. Child Care Resource and Referral (CCR&R) and School-Aged Care 
 

Describe the quality activities and services the coalition will implement to enhance child care resource and referral and 
school-age care.  
 
 
 
 
 
 
Please attach any supporting documentation as Attachment III.A. 
  
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

The Coalition’s CCR&R database contains information on all legal/licensed providers, including school-age sites, in Pinellas County 
and information is provided free to the community and each year providers are asked and reminded to update their information to 
ensure accuracy.   
 
The Coalition provides Child Care Resource and Referral (CCR&R) services in-house to families in Pinellas County.  CCR&R 
services include School Readiness program referrals, consumer education, and community resources.  The Coalition provides 
CCR&R services, including a comprehensive informational packet, with no cost to the individual requesting services within three (3) 
business days of the individual’s request for services.  Information is provided via phone, email, mail, or in person based on the 
customer’s request.  To ensure families access to all appropriate resources, the Coalition coordinates with Pinellas County Schools, 
Head Start, 211 Tampa Bay Cares and other community agencies.  
 
The Coalition provides three (3) physical locations for CCR&R services within Pinellas County (Clearwater, Largo, and St. 
Petersburg).  Families are able to access consumer information and education towards quality early care and education, parent 
involvement, and family strengthening as well as a full complement of services that support early learning.  Information is shared 
with parents about public library membership, health resources, transportation options, mental and behavioral counseling, inclusion 
services, literacy programs for parents and children, tutoring and recreation opportunities.   
 
Pinellas County has a School Age Coalition which meets monthly and providers are encouraged to attend to enhance program 
effectiveness through sharing of best practices and innovation as well as networking.  Program and activity tip sheets are distributed 
to providers. The committee reviews/identifies school age needs within the community and recommends actions.  The committee 
also hosts an annual school age conference each March, with the Coalition providing sponsorship for the facility as funding allows. 
The Coalition is committed to continuing to provide care for children through age 12 as funding allows. 
 
 



B.  Infant and Toddler Early Learning Programs 
 
Describe the quality activities and services the coalition will implement to enhance infant and toddler early learning 
programs.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please attach any supporting documentation as Attachment III.B. No attachment 
 
 

The Infant Toddler Program operates within the Professional Development department focusing on training and technical assistance for 
providers and teachers working primarily with children aged 0-3.  The Coalition supports the adoption and implementation of approved 
developmentally appropriate curriculum for infant and toddlers through a series of trainings in addition to the professional development 
sessions available in alignment with the Florida Birth to 4 Standards.  Coaching is available as needed through Coalition staff. The 
Coalition provides educational planning and implementation, screening and parent conferences, including take home activities for 
families.     
 
To increase the quality of care for infants and toddlers, the coalition provides funding for teachers to obtain a Certificate in 
Infant/Toddler Early Education from St. Petersburg College or a specialized Infant/Toddler FCCPC from Pinellas Technical College.  
To enhance instruction and assure implementation, participants also receive onsite Coaching and technical assistance as well as 
participating in a Community of Practice.   
 
In partnership with the Pinellas County School Board, the Coalition delivers the Florida First Start program, serving children exhibiting 
high risk factors for school failure. This program begins at birth and helps children develop cognitive, social/emotional, language, and 
motor skills to support future school success. Home visits and play groups provide developmentally appropriate activities and play 
interaction. Florida First Start administers the Ages and Stages Questionnaire developmental screener and refers for further evaluation 
as needed.  It promotes positive home/school partnerships, family literacy, safe home environments and good health habits, as well as 
assisting families with access to community resources and parental understanding of child development and school readiness. 
 



C.  Inclusive Early Learning Programs 
 

Describe the quality activities and services the coalition will implement to enhance inclusive early learning programs.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please attach any supporting documentation as Attachment III.C. No attachment 

The Coalition has an Inclusion Specialist on staff who provides Inclusion Warm Line services including parent phone  and in 
person consultation, onsite observation, and technical assistance. The Inclusion Specialists also provides training and technical 
assistance to the providers as requested. Training and Technical Assistance includes but is not limited to curriculum issues, 
strategies for managing behavior, child development concerns, health, environmental adaptation, laws and regulations and specific 
disabilities. 
 
Supportive Intervention Services (SIS) are provided for children identified by ASQ or referral. Typically, these children do not 
meet the requirement for formal intervention through IDEA Part B or Part C.  SIS Specialists work with educators and parents to 
develop case plans appropriate for the child or site. 
 
Additionally, the Coalition is creating a network of providers educated in trauma informed care, the social –emotional development 
of children 0-5, Positive Behavior Supports and other relevant coursework to support children having difficulties adjusting to the 
classroom environment and the demands of learning and social interaction.  Network sites are invited to participate and will be 
expected to host events for families and hold regular staff meetings for information sharing.  Teachers participate in trauma courses 
offered by the Coalition and sites develop policies that outline steps to follow when faced with child in need of additional supports. 
Site leadership signs an agreement of expectations such as attending class and implementing the strategies.  
 
The Coalition provides coaching to ensure implementation of the program and to assist with referrals for additional supports for 
specific children in the classroom. An attitudinal survey reflecting changes in teacher’s perceptions based on the coursework and 
classroom experience with the coach is given pre and post coursework to all staff.  A child social-emotional progress report 
completed by the teacher is shared with the parents each quarter.   
 



  
D. Quality Performance Report 

 
a. Does the coalition train programs on the Early Learning Guidelines (ELG) adopted by OEL? 

X  Yes    No   
  

If yes, does the coalition track how many programs were trained, by provider type, on the ELGs?  
 

X  Yes    No 
 
If yes, does the coalition track the number of children served in ELG trained programs?  
 

  Yes  X  No 
 

b. Does the coalition provide targeted technical assistance to programs such as coaching, mentoring, or consulting 
during the fiscal year? Note: targeted technical assistance is (coaching, mentoring and consultation) designed to address 
a particular domain/area of quality. 
 

 X  Yes    No 

If yes, what type of targeted technical assistance is provided? 

X Health and safety  

X Infant and toddler care  

X School-age care  

X Inclusion  

 Teaching dual language learners  

X Understanding developmental screenings and/or observational assessment tools for program improvement purposes  



X Mental health  

X Business management practices  

X Other Describe: Literacy Initiative 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Coalition funds an early intervention curriculum designed to accelerate early literacy skills.  The Coalition partners with 
Nemours! Bright Start to train child care center staff in the delivery of targeted, developmentally-appropriate literacy building skills 
for preschool aged children in high need areas of the community. Coalition staff follow up with providers and instructors to ensure 
that the curriculum is delivered with fidelity and that staff have the necessary support and coaching to implement the program. 
 
Through the Coalition’s Ready to Read program, early literacy materials and information are provided to parents during intake.  
Each child in the family is encouraged to select an age-appropriate book to take home.  The Coalition funds the purchase of books 
and early literacy information in support of the program. 
 
The Coalition partners with local law enforcement agencies to promote early literacy and respect for community helpers through 
Officer Friendly’s Book Club.  Law enforcement officials visit early learning centers monthly to read character development and 
safety-focused books, which are then donated to the center following the reading. The Coalition purchases the books and provides 
extension activities for the center staff to incorporate and expand on the messages contained within the Officer Friendly book of the 
month. 
 
Adventures in Tote Bags is a Coalition project that provides early literacy materials, extension activities and family engagement 
activities to children attending family child care homes in high need areas of the county.  The tote bags are complete units and can 
be shared between families and reused.  The Coalition purchases all materials and consumables contained within the tote bags. 
 



c. Does the coalition provide financial supports to early learning providers? Financial supports must be intended to 
reward, improve, or sustain quality. They can include grants, cash, reimbursements, gift cards, or purchases made to 
benefit a program. One-time grants, awards, or bonuses include any kind of financial support that a program can 
receive only once. On-going or periodic quality stipends include any kind of financial support intended to reward, 
improve, or sustain quality that a program can receive more than once. 
 
Does the coalition provide one-time grants, awards or bonuses to Child Care Centers? 

 
X  Yes    No 

 
If yes, describe: 
 
 
 
 
 
Does the coalition provide one-time grants, awards or bonuses to Family Child Care Homes? 
 

X  Yes    No 
 
If yes, describe: 
 

 
 
 
 

 
Does the coalition provide on-going or periodic quality stipends to Child Care Centers?  
 

X  Yes    No 
  
 

If yes, describe: 

The Coalition provides one time grants and gift cards to child care centers for curriculum, technology, 
materials and training as funds are available. 

The Coalition provides one time grants and gift cards to family child care homes for curriculum, technology, 
materials and training as funds are available. 



  
 

 
 

Does the coalition provide on-going or periodic quality stipends to Family Child Care Homes?  
 

X  Yes    No 
 
If yes, describe: 
 
 
 
 

 
 Please check what types of financial supports are provided to child care teachers/providers? 
 
 X Scholarships  
 X Reimbursement for Training Expenses  
  Loans  
 X Wage supplements  
  N/A 

X Other Describe:  
 
 
 
 
 

 
 
 
 
 

Ongoing quality stipends are part of the QRIS program of the Coalition as described in Attachment III.D 

Ongoing quality stipends are part of the QRIS program of the Coalition as described in Attachment III.D 
 

The Coalition provides professional development incentives for QRIS participants as described in attachment III.D as 
funds are available. 



d. Does the coalition have a voluntary Quality Rating Improvement System (QRIS) in place for the coalition’s service 
area? 

 
X  Yes    No 

 
 If yes, please provide how many levels and a brief description of each level: 
 

QRIS Level Level Description 
Level 1 Adequate CLASS scores, plus preparation and application 

for accreditation/reaccreditation 
Level 2 Increase in CLASS scores, plus Professional Development 

planning toward credentialing  
Level 3 Increase in CLASS scores, plus multiple checkpoint 

assessment of 50% or more SR children 
Level 4 Increase in CLASS scores, plus 50% or more of staff 

appropriately credentialed, plus multiple checkpoint 
assessment for 100% of SR children 

Level 5 Increase in CLASS scores, plus 75% or more of staff 
appropriately credentialed, plus multiple checkpoint 
assessment for all children in care 

 
 
Please attach any supporting documentation as Attachment III.D. 
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All information contained within this manual is subject to change.  Participants will be 
notified of any changes or amendments to current policies and procedures.  Benefits 
will depend on the availability of funding. 
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Introduction 
The Early Learning Coalition of Pinellas (ELC) welcomes you to Levels of Excellence 

and Accreditation for Pinellas (L.E.A.P.), a program designed to continuously improve 

the quality of early childhood experiences.  Research has consistently shown that high 

quality early learning experiences help guide children toward greater cognitive, 

language, and social skills; key measures of school readiness.  The ELC appreciates 

your commitment to quality as you help prepare children for success in school, work, 

and life.    

 

What Is a Quality Rating and Improvement System (QRIS)? 
QRIS is a systematic approach to assessing, improving, and communicating the level 

of quality in early care and education programs. QRIS helps develop a roadmap for 

aligning many pieces of the early care and education system, such as child care 

licensing, accreditation, program assessment, technical assistance, coaching, and 

professional development. 

 

What Is L.E.A.P.? 

The L.E.A.P. program complements QRIS and focuses on School Readiness  

(SR) Centers and Family Child Care Homes (FCCH) that are seeking accreditation or 

accreditation renewal.  L.E.A.P. is a voluntary program designed to continuously 

improve the quality of care and education for young children.  

 

What Is the Difference Between QRIS and L.E.A.P.?  
• Participants who are already accredited will enroll in the statewide QRIS. 

• Participants who are not accredited will complete additional L.E.A.P. 

requirements as they make progress toward statewide QRIS. 
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Why Is It Important To Participate In QRIS / L.E.A.P.? 
• QRIS/L.E.A.P. participants will embark on a path of continuous quality 

improvement.  QRIS/L.E.A.P. is intended to improve the quality of early 

care and education programs through the alignment and coordination of 

system wide initiatives. 

• QRIS/L.E.A.P. will offer opportunities for providers to increase the quality 

of early care and education services, increase parents’ understanding and 

demand for higher quality care, and increase professional development 

opportunities.  Incentives will be offered throughout the program. 

 

What Are the Pre-Entry Requirements for Participation In QRIS/L.E.A.P.? 
• Participants in Pinellas County must be licensed by Pinellas County Child Care  

Licensing, have an active SR Agreement, and serve children from birth through 

five years of age.  

• Participants may not have received a fine resulting from a State Mandated Class 

1 Violation, three or more Class II Violations, or three or more of the same Class 

III Violation from Pinellas County Child Care Licensing within the previous 24 

months. 

• Participants with a Probationary License, Provisional License, or Temporary 

Permit from Pinellas County Child Care Licensing will not be eligible to 

participate until a Children’s Center License or Family Child Care Home License 

has been attained. 

• Participants found guilty of fraud after being investigated by FDLE will be 

ineligible to participate. 

• Participants may not have any corrective action or pending noncompliance, 

probation, or termination from ELC. 

• Each classroom must meet a minimum score of 3.25 on the ELC Program 

Review. 
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Application Process: 
• Programs seeking to participate in QRIS/ L.E.A.P. will be required to complete 

and submit an application. 

• All applications will be reviewed by a committee of ELC staff and other 

community partners. 

•  Application data will be verified by application review committee members to 

ensure that all pre-entry requirements have been met. 

• An application review committee member will notify all applicants to let them 

know whether they are accepted or ineligible to participate. 
 

Expectations of QRIS and L.E.A.P. 
• QRIS participants will complete the five QRIS levels. 

• L.E.A.P. participants will complete L.E.A.P. requirements and the five QRIS 

levels. 

• Participants will be assessed using the Classroom Assessment Scoring System 

(CLASS). 

• 50% of classrooms will be assessed using the CLASS tool.  All assessed 

classrooms must meet the minimum score for their level. 

• L.E.A.P. participants must agree to become Gold Seal Accredited within two 

years. 

 

What Is CLASS and What Does CLASS Measure? 
• CLASS is an observation instrument developed to assess effective teacher-child 

interaction in infant, toddler, and preschool settings. 

• CLASS focuses on the quality of classroom interactional processes. This 

differs from other measurement tools that focus on the content of the physical 

environment, available materials, or a specific curriculum.  With CLASS, the 

physical, environment (including materials) and curriculum matter in the 

context of how teachers put them to use while interacting with children. 
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Assessment Frequency 
• Programs participating in QRIS/ L.E.A.P. will receive a program assessment 

every fiscal year. 

 

Benefits 
• Coaching will be provided to support quality improvement. 

• Training opportunities will be provided on teacher/child interaction, behavior 

management, curriculum, planning, and accreditation. 

• Gold Seal Providers will be eligible for an increase in the reimbursement rate of 

up to a 20% for SR children. 

• Accreditation status can be used to market programs and potentially increase 

enrollment. 

• Accreditation fees will be paid for L.E.A.P. participants. 

• Additional funding will be available for L.E.A.P. participants who maintain ratio 

requirements. 

• Incentives will be available for teachers, caregivers, and directors to continue 

education. 

• Additional incentives will be available for staff retention. 

 

How Do I Get Started? 
• Complete and submit an application to ELC. 

• Applications will be reviewed by a committee of ELC staff and other community 

partners. 

• The participants will be notified of their selection status. 
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GOLD SEAL ACCREDITATION & QRIS 
Current Gold Seal participants will go through all the 
following requirements. 
Participants who are not currently Gold Seal accredited 
must become Gold Seal Accredited within two years of 
beginning L.E.A.P. 
 
 

         
       

           
 
 

 Florida QRIS  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LEVEL 1 
 
Infant CLASS:  
• Responsive 

Caregiving: 3.5-
3.99 

Toddler CLASS:  
• Emotional/Behavio

ral Support: 4.0-
4.49 

• Engaged Support 
for Learning: 2.0-
2.49 

PreK CLASS: 
• Emotional 

Support: 4.0-4.49 
• Classroom 

Organization: 3.5-
3.99 

• Instructional 
Support: 1.5-1.99 

 
FCCH 
FCCERS: 3.0-3.49 OR 
CLASS Scores 

LEVEL 2 
 
Infant CLASS:  
• Responsive 

Caregiving: 4 - 4.49 
Toddler CLASS:  
• Emotional/Behavior

al Support: 4.5-4.99 
• Engaged Support for 

Learning: 2.5-2.99 
PreK CLASS: 
• Emotional Support: 

4.5-4.99 
• Classroom 

Organization: 4.0-
4.49 

• Instructional 
Support: 2-2.49 

 
FCCH 
FCCERS: 3.5-3.99 OR 
CLASS Scores 
___________________ 
Professional 
development plan for 
each professional 
documents progress 
toward a credential 
appropriate for their 
role (e.g. Director 
Credential, FCCPC or 
CDA) OR a degree (A.S., 
B.S. etc.) in early care 
and education or a 
related field. 

LEVEL 3 
Infant CLASS:  
• Responsive 

Caregiving: 4.5-4.99 
Toddler CLASS:  
• Emotional/Behavior

al Support: 5.0-5.49 
• Engaged Support 

for Learning: 3.0-
3.49 

PreK CLASS: 
• Emotional Support: 

5-5.49 
• Classroom 

Organization: 4.5-
4.99  

• Instructional 
Support: 2.49-3 

 
FCCH 
FCCERS: 4.0-4.49 
OR CLASS Scores 
__________________ 
Professional 
development plan for 
each professional 
documents progress 
toward a credential 
appropriate for their 
role (e.g. Director 
Credential, FCCPC or 
CDA) OR a degree 
(A.S., B.S. etc.) in early 
care and education or 
a related field. 
__________________ 
50% of SR children 
assessed every 6 
months (at least two 
checkpoints) using 
curriculum-based 
assessment tool to 
inform individualized 
care and instruction 
 

LEVEL 4 
Infant CLASS:  
• Responsive 

Caregiving: 5-5.49 
Toddler CLASS:  
• Emotional/Behavi

oral Support: 5.5-
5.99 

• Engaged Support 
for Learning: 3.5-
3.99 

PreK CLASS: 
• Emotional 

Support: 5.5-5.99 
• Classroom 

Organization: 5.0-
5.49 

• Instructional 
Support: 3-3.49 

 
FCCH 
FCCERS: 4.5-5.49 OR 
CLASS Scores 
_________________ 
Professional 
development plan 
for each professional 
documents progress 
toward a credential 
with at least 50% 
attaining a credential 
appropriate for their 
role (e.g. FCCPC or 
CDA) or a degree 
(A.S., B.S.etc) in early 
care and  educ . / 
related field. 
 
Director has 
advanced director’s 
credential 
_________________ 
100% of SR children 
assessed every 6 
months (at least two 
checkpoints) using 
curriculum-based 
assessment tool to 
inform individualized 
care and instruction 

LEVEL 5 
 
Infant CLASS: 
• Responsive 

Caregiving: 5.5+ 
Toddler CLASS:  
• Emotional/Behavi

oral Support: 6.0+ 
• Engaged Support 

for Learning: 4.0+ 
PreK CLASS: 
• Emotional 

Support: 6+ 
• Classroom 

Organization: 5.5+ 
• Instructional 

Support: 3.5+ 
 
FCCH 
FCCERS: 5.5-7 OR 
CLASS Scores 
 
_________________ 
Professional 
development plan 
for each professional 
documents progress 
toward a credential 
with at least 75% 
attaining a credential 
appropriate for their 
role (e.g. FCCPC or 
CDA) or a degree 
(A.S., B.S. etc.) in 
early care and 
education or a 
related field. 
_________________ 
All children assessed 
every six months (at 
least two 
checkpoints) using 
curriculum-based 
assessment tool to 
inform individualized 
care and instruction 
 
 
 
 
 

Staff Qualifications and Professional 
Development 
Instructional staff, directors, and family child 
care providers complete 2.0 CEUs yearly.  
Curriculum Based Assessment 
To be implemented when there are statewide 
resources for curriculum-based assessment. 



PINELLAS COUNTY QRIS/L.E.A.P. – MANUAL & WORKSHEETS 

  

8  

Additional Requirements for Non-Accredited 

L.E.A.P. Participants – Level 1 

 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Additional Requirements for QRIS Level 2 

Provider 
Operations 

 
Membership 

• Membership  
• Application fee paid to 

receive accreditation 
manual and to begin 
the self -study process  
of  accredited agency  
(NAEYC, APPLE, 
NAFCC) 

 
Parent Handbook 

• Philosophy 
• Parent Involvement 

Guidelines 
• Ongoing 

Communication 
Between Teachers 
and Parents 

• Behavior Guidelines 
• Open Door Policy 
• Hours of Operation 
• Meal Information and 

Guidelines  
• Media Use Statement 
• Sign In/Sign Out 

Requirement 
• Responsibility to 

Report Suspected 
Abuse and Neglect 

• Non-Discriminatory 
Policy Including 
Special Needs 

 

Curriculum  
 

Curriculum 
• Copy of the curriculum 

outline for each age 
group 

 
Lesson Plan 

• Lesson plan is dated in 
ink with a variety of 
appropriate activities, 
including character 
development  

 
Screening  

• All SR children are 
screened on the Ages & 
Stages Questionnaire 
(ASQ) 

 
 

Family 
Engagement 

 
Family events  

• Twice yearly 
 
      Family Newsletter     
• Quarterly  
 
Program Communication  
• A program handbook is 

given to families at 
enrollment 

• Individual daily written                  
communication is sent 
home with children 
under age 2 
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Additional Requirements for Non-Accredited 

L.E.A.P. Participants – Level 2* 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Not required for FCCH 

 

 

 

 

 

 

Provider 
Operations 

 
Staff Manual 

• Employee recruitment 
practices and 
interview questions* 

• Job description* 
• Staff orientation* 
• Quarterly staff 

meeting with agenda 
and sign in sheet* 

• Annual performance 
evaluation* 

• Self-Assessment for 
each staff with 
feedback procedures* 

• Staff retention plan* 
 

Curriculum  
 

Curriculum 
• Copy of the curriculum 

outline for each age 
group 
 

Lesson Plan 
• Lesson plan is dated in 

ink with a variety of 
appropriate activities, 
including character 
development  

 
Screening  

• All children are 
screened on the Ages 
& Stages Questionnaire 
(ASQ) 

 

Family 
Engagement 

 
Family Conference 

 
• Families are invited to 

attend scheduled  
conferences twice 
yearly  

• A review of child 
progress and needs 
with goals are set for 
SR children 
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Additional Requirements for Non-Accredited 

L.E.A.P. Participants – Level 3 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Provider 
Operations 

 
• Risk management plan 

such as hurricanes, fire, 
flood, severe weather 
ETC. 

• Dated agenda from staff 
meeting within the 
current year where 
there was a review of 
the Risk Management 
plan* 

•   Health record for            
all staff including a 
physical examination 
within the previous two 
years 

• A financial record 
keeping system 
provides quarterly 
report * 

 
Staff/ Child Ratio  
&  Group Size * 

 
Infants  1:3-4  
Toddler-ones  1:3-5  
Two year olds  1:6-7  
Three year olds  1:7-9  
Four year olds  1:9-11  
Five year olds  1:9-11 
 
 

Curriculum 
  

• A developmentally 
appropriate curriculum 
is fully implemented in 
each classroom 

• A system for ongoing 
child observations is in 
place  

 

Family 
Engagement 

 
• Families have the 

opportunity to evaluate 
the provider in writing 
at least annually 
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