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Session Objectives
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• Discuss the use of policies and 
procedures for data management

• Review CCDF reporting requirements 
• Provide tools to support quality data 

collection for preparation and submission 
of the ACF-700 Report 

• Introduce the Child Care Data Tracker as 
a case management software tool
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Policies and Procedures
Establish written Policies and Procedures

 Have you assigned staff to be responsible for capturing 
information and preparing the required ACF-700 report?

 Do at least two staff members know how to manage required 
reporting?

 Have you defined a schedule for creating and updating files? 
 Have you established quality review procedures to ensure 

accuracy of information?

• What barriers get in the way of your ability to submit high 
quality reports on time?

• What might need to change in order for you to submit 
high quality reports on time?
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CCDF Reporting Requirements

Financial Information (ACF-696T)

ACF-700 Data Report
Supplemental Narrative

See current information and guidance at:
https://www.acf.hhs.gov/occ/resource/acf-700-tribal-annual-

report

Due no later than December 31st

https://www.acf.hhs.gov/occ/resource/acf-700-tribal-annual-report


Annual ACF-700 Report is Due December 31st 
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ACF-700 Report - Overview

Keys To A Good Report

• Column A should represent all of the children receiving 
services regardless of the type of care they receive.  
This is an unduplicated count and each family/child 
should be counted only once in Column A.

• Columns B-L should represent a count of children 
served in each care type. If, during the report year,  a 
child receives care in more than one type of care, that 
child should be counted in each appropriate care type 
column.

• Some elements require counts while other elements 
require averages.
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Child Care Types 
Child’s Home – Care that takes place in the child’s own 
home.

Family Home – Care that is provided by one person in a 
residence of someone other than the child(ren) receiving 
care. Usually a family home is the residence of the child care 
provider.

Group Home – Service provided by more than one person in 
a residence of someone other than the children receiving 
care. 

Center – Service provided in a facility other than a private 
home. 
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Child Care Types (cont.)

OCC distinguishes licensed/regulated vs. non-licensed care: 

A licensed/regulated provider may operate only after receiving legally 
defined approval to deliver services as a licensed or regulated provider. 
The licensing agent usually is the Tribe or State. In order to be counted 
as a regulated provider, the provider must meet established standards 
that are more comprehensive than CCDF health and safety 
requirements, and be subject to monitoring inspections based on those 
standards. 

A non-licensed provider must meet all State or Tribal health, safety, 
and other child care program regulations to be operating legally. It may 
include providers who have to sign up in order to participate in your 
CCDF program but do not have to meet any other local licensing 
requirements. 8



Child Care Types (cont.)

OCC distinguishes relative vs. non-relative care:

Relative care is delivered by a grandparent, great-
grandparent, aunt, uncle, or sibling (if s/he lives 
outside of the child’s home).

Non-relative care is delivered by all other persons 
who are not included in the relative definition 
above.
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Family and Child Counts
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Counts of Families 
and Children Served

Element 1 (Column A). Total, unduplicated count of 
FAMILIES served during the Federal Fiscal Year (FFY), 
Oct. 1 – Sept. 30

Element 2a (Column A). Average number of CHILDREN
served per month 

Element 2b (Column A). Total, unduplicated count of 
children served during the FFY

Element 2b (Columns B-L). Total count of children served 
in each care type during the FFY
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Child’s Age Information

12



Child’s Age Information

Element 3a-i (Column A). Total, 
unduplicated number of children in each 
age category 

Element 3a-i (Columns B-L). Total, 
unduplicated number of children in each 
age category in each care type

Record child’s age as it was at the end of the 
reporting period or when they exited the program.
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Reason for Care
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Child Counts by Reason for Care

Element 4a-f (Column A). Total number of 
CHILDREN in child care – because:

a) Their parent(s) worked
b) Their parent(s) were in training or an education program
c) Child received or needed protective services

--because there was a Federal Emergency and:
d) Their parent(s) worked
e) Their parent(s) were in a training or an education program
f ) Child received or needed protective services
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Hours of Service Per Child Per Month
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Average Monthly Number 
of Hours of Care

Element 5 (Column A). AVERAGE number 
of hours that all children spent in child 
care each month

Element 5 (Columns B-L). AVERAGE 
number of hours for children receiving 
care in each care type during each month

Record hours separately for each care type 
each month.
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Average Monthly CCDF Subsidy
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Average Monthly Subsidy 

Element 6a (Column A). AVERAGE monthly 
CCDF subsidy amount paid to providers for 
services delivered to all children receiving 
subsidized care

Element 6a (Columns B-L). AVERAGE monthly 
CCDF subsidy amount paid for all children 
within each care type

This reported amount does not include family 
co-payment.
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Average Monthly Family Co-Payment 
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Average Co-Payment

Element 6b (Column A). AVERAGE monthly 
amount the family is assessed to pay per child 
out-of-pocket for child care services

Element 6b (Columns B-L). AVERAGE monthly 
amount families are assessed to pay for child 
care services per child in each care type

Report the average co-payment per child.
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Poverty Thresholds
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Count of Children 
By Family Poverty Threshold

Element 7a-d (Column A). Total number of 
children in families with income falling within 
poverty thresholds:

a. at or below poverty threshold
b. above poverty threshold but at or below 150% threshold
c. above 150% but at or below 200% threshold
d. above 200 % of poverty threshold

The annual poverty guidelines are available online at:

https://www.acf.hhs.gov/occ/resource/current-technical-bulletins

This is a count of CHILDREN, NOT families.
23

https://www.acf.hhs.gov/occ/resource/current-technical-bulletins


Payment Type
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Payment Types

OCC distinguishes between 4 payment types:

• Grant/contract with provider
• Certificate or voucher to parent and/or provider
• Cash payment to parent
• Tribally-operated Center



Count of Children 
By Payment Type

Element 8a-d (Column A). Total number of children 
served for using each payment type.

Element 8a-d (Columns B-L). The number of children 
in each type of care that are served by each 
payment type.

This is a count of CHILDREN, NOT families.
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How is your Program currently 
capturing data and calculating 

your ACF-700 Report?
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Resources for 
Capturing/Managing Data

• Manual collection/calculation

• Excel Spreadsheet

•Data Tracker
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Child Care Data Tracker
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The Tracker : 
Your Tool for Case Management
The Tracker can be used to:

– Generate your ACF-700 data automatically and 
provide numbers for easy completion of the online 
ACF-700

– Easily access individual case records
– View and print lists of clients or providers
– Update child care records smoothly
– Search client records by selected criteria
– Create and print official certificates, approval 

letters, and data documents
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The Child Care Data Tracker stores all the 
information needed for the ACF-700 report. 

Eligibility 
determination

Service/Certificate 
Authorization

Eligibility
re-determination

Application 
for subsidy

Service matching/
selection of provider

Provider 
approval

?
New provider

Existing 

provider

Payment 
Authorization PaymentPayment 

AuthorizationPayment 
AuthorizationPayment 

Authorization

Payment

Payment 
AuthorizationPayment 
Authorization

Payment
Payment

Payment
Payment



32Text Field

Drop Down ListsCheck Boxes

Select Buttons

Required Fields
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Integrated Help System
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Password Protected to Secure Data
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Printable Intake Forms



BEGIN DEMONSTRATION
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Provider Information Module
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Client Information Module
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Client Information

Client Information consists of 3 parts:

• Applicant Information

• Financial / Eligibility Information

• Family Member Information
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Client Information
Applicant Form

Any area that is highlighted in  yellow  is required information
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Service Authorization Module



42

Payment Authorization Module
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Payment Authorization Screen
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Report Module
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ACF-700 Report
(Required)
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Application Maintenance Module
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Administrative Documents



END DEMONSTRATION
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Questions?
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Bringing it All Together
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Information and Quality Management

Gather 
information from 

providers and 
clients

Check for 
accuracy

Enter 
information 

into the client 
Record

Regularly review and 
update informationGenerate periodic 

reports to ensure 
quality of data

Generate the ACF-700 for 
submission by 12/31



Commonly Made Errors

• Submitting data that does not match the 
program description included in your Tribal 
Plan

• Not following OCC reporting guidelines
• Estimating numbers
• Skipping questions
• Typographical errors
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Getting it Right!

Record or update the required information on 
a MONTHLY basis:

• Grantee Identifying Information
• Caseload Information
• Age of Child
• Reason for Receiving Care
• Hours of Child Care Service
• Amount paid for Child Care
• Family Poverty Level
• Method of Payment
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Getting it Right!
Read the form and be sure you provide the 
information that is requested:

• Counts vs. average
• Family count vs. child count
• Separate values in each care type column

Read and follow OCC Guidance:

• Provide information for each separate care type you 
support with your grant

• Make sure the numbers are consistent and add or 
average correctly



Getting it Right!

Report the Right Clients

All families and children should be counted on 
the ACF-700 report if they:

• Meet CCDF eligibility criteria 
• Received CCDF-funded direct child care 

services during the report period
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Getting it Right!

Report the Right Numbers

Some data elements require that you calculate AVERAGES

Calculate AVERAGES by adding the value of figures and 
dividing by the count of the figures you added together. 

Always ROUND to whole numbers without decimal points. 

↑ Round UP if  0.5 or higher (161.65 = 162 hours)
↓ Round DOWN if less than 0.5 ($23.21 = $23)
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Finally….

• Do not leave any fields blank – use zeros if 
there is no data for any particular field

• Read each item carefully and provide the 
information requested

• Be sure to enter information in the correct 
row and column.



Once you have good data, use it!

• Program evaluation and development
• Program accountability 
• Community education
• Resource development
• Staff recruitment and training
• ??
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ACF-700 REPORT 
SUBMISSION
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OCC Web Site
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http://www.acf.hhs.gov/programs/occ



ACF-700 Tribal Annual Report
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ACF-700 Submission Site
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Information Security Screen
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Click OK to indicate you have read and 
comply with the information security 

regulations.



Welcome Screen
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Use this 
version for 

Part 1



ACF-700 Submission Form
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Yellow fields indicate inconsistent information;
Click the red arrows to get more information about the inconsistencies



Click the red arrow to open a 
window with additional 
information.
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A report without colored fields or arrows indicates the submission 
site detects no missing or inconsistent data…but is it accurate?
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Resources
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CCDF Reporting Resources
https://www.acf.hhs.gov/occ/resource/reporting

ACF-700 Technical Bulletins
https://www.acf.hhs.gov/occ/resource/current-technical-

bulletins

#11r-v2 - ACF-700 and Other CCDF Reporting 
Requirements: Frequently Asked Questions
#12  - ACF-700 Clarifications 
#13r - Child Care Data Tracker Clarifications

https://www.acf.hhs.gov/occ/resource/reporting
https://www.acf.hhs.gov/occ/resource/current-technical-bulletins


NCDR
For assistance, contact the

National Center on Child Care 
Data and Reporting

2600 Tower Oaks Blvd., Suite 600             
Rockville, MD 20852

Toll-free 1-877-249-9117
Fax 301-816-8640

ncdr@ecetta.info
70
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