
[bookmark: _GoBack]Email to be sent first to CCDF Administrators by OCC (8/8 or 8/9)
Purpose is to provide the following: 
· An overview of the process
· A rationale for the new process
· An opportunity for CCDF Administrators to be informed and seek clarification if necessary
DRAFT 
Child Care and Development Fund Administrators:

First and foremost, I want to congratulate you on the substantial achievement of getting your Child Care and Development Fund (CCDF) Plan developed and submitted—that in and of itself is a significant accomplishment! 

As you continue working to meet the new CCDF requirements, the Early Childhood Training and Technical Assistance System (ECTTAS) is ready to begin the process of working with you to identify your long-term technical assistance (TA) needs. 

To allow for better continuity of TA delivery, our goal is to consider your needs and priorities as they align with the remaining CCDF Plan cycle (federal fiscal year 2017–2018; October 1, 2016, through September 30, 2018). The enhanced process will also allow greater flexibility in meeting your needs as they arise. 

The enhanced TA planning process includes two calls. First, as in the past, individual conference calls will be scheduled with each State and Territory. These calls will include the CCDF Administrator and staff, Regional Office staff, the State Systems Specialist, and Infant/Toddler Specialist.

The second call will include key stakeholders such as partners from licensing agencies, Early Childhood Advisory Council leadership, Head Start Collaboration Office representatives, school-age representation, and others unique to your state early childhood and afterschool system. The goal of this process is to encourage broader access to systems building and program quality, and to help support the movement of technical assistance closer to all programs and the children and families they serve. The ECTTAS representatives assigned to your region will attend these calls and use what they learn to plan individual supports for your State or Territory and identify national and regional trends to inform TA delivery. 

Your State Systems Specialist will convey the details of the process to you. The timeline will begin with some preliminary work this month, August, and will continue through November. The goal is to have finalized TA requests submitted and approved by November 30, 2016. 

The TA will be customized based on your expressed needs and capacity. We look forward to working with you and supporting your efforts on behalf of children and families. 







Email to be sent second to CCDF Administrators by State Systems Specialists, copying Regional Program Managers and Infant/Toddler Specialists (within a day or two of OCC email) 
Purpose is to provide the following: 
· A detailed description of the process 
· Individualized outreach to CCDF Administrators
· Information for CCDF Administrators before sending the email to stakeholders
DRAFT 

[Insert name(s) of CCDF Administrator here]:

You have accomplished so much in the completion of your Child Care and Development Fund (CCDF) Plan and as you move toward full implementation of reauthorization. Congratulations! 

As you continue the work to meet the new CCDF requirements, the Early Childhood Training and Technical Assistance System (ECTTAS) is ready to begin the process of working with you to identify your long-term technical assistance (TA) needs. 

Our goal is to consider your needs and priorities as they align with the remaining CCDF Plan cycle (federal fiscal year 2017–2018; October 1, 2016, through September 30, 2018). This long-term view will allow for continuity and is designed to allow you the flexibility needed to request TA as needs arise. 

This year’s planning process will include two calls, which I will work with you to schedule. The first of the two calls will be similar to what we have done in the past. Individual conference calls will be scheduled with each State and Territory. On this initial call, staff from the Regional Office, the Region [X] Infant/Toddler Specialist [or insert their name], and I will work with you and your staff to determine priorities for technical assistance and compliance with the new Child Care and Development Block Grant requirements. Your needs may require new technical assistance or a continuation or expansion of existing TA you are currently receiving. 

To promote broader access to both systems building and program quality supports and TA, this new process includes a second call with key stakeholders. This call is designed to support access to TA for those working closely with programs and the children and families they serve. During our initial conversation, we will work together to determine the key stakeholders who may be included in this call. Invitees might include licensing representatives, Early Childhood Advisory Council leadership, Head Start State Collaboration Office representatives, and other partners unique to your state early childhood and afterschool system. The ECTTAS representatives assigned to our region will be in attendance on these calls and will use what they learn to plan individual supports for your [State or Territory] and identify national and regional trends to inform TA delivery. 

We will consider TA needs designed to realize CCDF reauthorization, in addition to cross-sector elements designed to help you realize a comprehensive early childhood and school-age system inclusive of the following: 
· Health and safety 
· Consumer education 
· A qualified workforce 
· Quality child care access 
· Subsidy system continuity 
 
Together with the Office of Child Care (OCC), we’ve established the following timeframe for the TA planning process: 
· August: Preliminary discussion with CCDF Administrator and Regional Office staff to explain TA planning process, identify top priorities and needs for CCDF Implementation, and plan the second TA call involving key stakeholders.
· September–October: Conduct call with State or Territory and key stakeholders (selected by the CCDF Administrator) to identify CCDF and system needs. 
· October–November: National Centers review State and Territory needs and offer an approach and response to the TA identified. Reviews of plans will occur with the CCDF Administrator and OCC Regional Office before final TA Plan is submitted to Administration for Children and Families (ACF) Central Office. 
· November 30: Final plans approved by ACF leadership. 

I will work with you to ensure that this timeline fits within your schedule. 

I look forward to working through this planning effort with you and will contact you to confirm dates and times for the calls. In the meantime, please contact me with any questions or comments. 
Sincerely, SSS/RPM





Email or Appointment to be sent third to CCDF Administrators from State System Specialists, copying Regional Office staff and Infant/Toddler Specialists
Purpose 
· Establish date of Individual CCDF Administrator call 
DRAFT

Dear [insert name of CCDF Administrator]:
As you are aware from my earlier email, dated [XX], 2017–18 Child Care and Development Fund (CCDF) technical assistance planning has begun! The first step in the process is to convene a meeting with each CCDF Administrator, Regional Program Manager, Infant/Toddler Specialist, and State Systems Specialist. This first meeting is a check-in call to discuss and capture priority technical assistance (TA) needs and set the stage for the TA planning process. 
During this first call, the State Systems Specialist will review the TA planning process and timeline, including the expansion of TA requests and the involvement of key stakeholders. Additionally, we will begin identifying your high-priority TA needs. 
Here are some times and dates that are a possibility. Please let me know at your earliest convenience which is best for you. 
· [Insert dates/times]
Once the meeting is confirmed, everyone will receive a calendar invitation including the conference call information and Adobe Connect link. The call will last approximately 60–90 minutes. 
If you have questions or would like more information, please let me or ___________________ [insert the RPM name here] know. 
Thank you for your time and cooperation.



Email to be sent fourth to stakeholders by or on behalf of the CCDF Administrator, copying State System Specialists, Regional Program Manager and Infant/Toddler Specialist 
Purpose is to provide the following: 
· Information to stakeholders about the process 
· Invitation for the call
DRAFT

Dear Stakeholders: 
Earlier this summer, [insert State/Territory] submitted plans for its Child Care and Development Fund (CCDF) programs for the next two years. The [insert State/Territory] child care team, along with our stakeholders, brought a tremendous amount of time, energy, and vision to the process, and the final plans represent a significant accomplishment. 
In addition to the exciting changes brought about by reauthorization of the Child Care and Development Block Grant, the technical assistance (TA) available to [insert State/Territory]’s state staff, stakeholders, partners, and programs has been expanded. The new system offers States and Territories access to a depth of TA expertise that has not been available before, with a desire to move the assistance as close to programs as possible. 
You are invited to participate in a conversation that will help identify ways the newly expanded TA system can assist you in achieving [insert State/Territory]’s early childhood and school-age vision. 
A call is scheduled for ______________________ [enter day, date, and timeframe here; this date will be prearranged with CCDF Administrator] from [enter time]. 
If you are unable to participate in this call and have interest in providing input or have any questions, please contact me or our State Systems Specialist, __________________________ [insert name here]. Both of us will be happy to assist you.
Thank you in advance for your participation and cooperation in the child care TA planning process.

Sincerely,


[Insert name of CCDF Administrator]


 


Email 


t


o be sent 


first


 


to CCDF Administrators


 


by OCC


 


(8/8 or 8/9)


 


Purpose is to provide


 


the following


: 


 


·


 


An overview of the process


 


·


 


A rationale for the new process


 


·


 


An opportunity for 


CCDF Administrators to be informed and seek clarification if necessary


 


DRAFT 


 


Child Care and Development Fund


 


Administrators:


 


 


First and foremost, I want to congratulate you on the substantial achievement of getting your 


Child Care 


and Development Fund (


CC


DF


)


 


Plan developed and 


submitted


—


that in and of itself 


is


 


a significant 


accomplishment!


 


 


 


As you continue work


ing


 


to m


eet the new 


CCDF


 


requirements, the


 


Early Childhood 


Training and


 


Technical Assistance System (EC


TTAS) is 


ready to begin


 


the process


 


of working with you to identify


 


your 


long


-


term 


technical assistance (TA) needs


. 


 


 


To allow for better continuity of TA delivery, our goal is to consider your needs and priorities as they 


align with the remaining CCDF Plan cycle


 


(


federal fiscal year 


2017


–


2


018


;


 


October 1, 2016


,


 


through 


September 30, 2018)


. The enhanced process will also allow 


greater flexibility in meeting your needs as 


they arise.


 


 


 


The enhanced TA planning process includes two calls.


 


First, a


s in the past, individual conference calls will 


be sched


uled with each State 


and 


Territory


.


 


These calls will include


 


the CCDF Administrator


 


and staff


, 


Region


al


 


Office staff, the State Systems Specialist


,


 


and Infant


/


Toddler Specialist


.


 


 


The second


 


call


 


will include


 


key stakeholders 


such as partners from


 


licensing


 


agencies


, Early Childhood 


Advisory Council leadership, Head Start Collaboration Office


 


representatives


, 


s


chool


-


a


ge representation, 


and other


s


 


unique to your state early chi


ldhood and afterschool system.


 


The goal of this process is to 


encourage b


roader access to systems building and program quality, and 


to 


help support the movement 


of technical assistance closer to all programs and the children and families they serve.


 


The EC


T


TAS 


representatives assigned to your region


 


will 


attend these calls and


 


use 


what they learn


 


to plan individual 


supports for your 


S


tate


 


or T


erritory and identify national and regional trends to inform TA delivery.


 


 


 


Your State Systems Specialist will convey the details of the process to you.


 


The timeline will begin with 


some pr


eliminary work this month, August, and will continue through November.


 


The goal is to have 


finalized TA requests submitted and approved by November 30, 2016.


 


 


 


The TA 


will be customized ba


sed on your 


expressed needs and capacity.


 


We look forward to working


 


with you and supporting your efforts on behalf of children and families.


 


 


 


 


 


 


 


 


 




  Email  t o be sent  first   to CCDF Administrators   by OCC   (8/8 or 8/9)   Purpose is to provide   the following :       An overview of the process      A rationale for the new process      An opportunity for  CCDF Administrators to be informed and seek clarification if necessary   DRAFT    Child Care and Development Fund   Administrators:     First and foremost, I want to congratulate you on the substantial achievement of getting your  Child Care  and Development Fund ( CC DF )   Plan developed and  submitted — that in and of itself  is   a significant  accomplishment!       As you continue work ing   to m eet the new  CCDF   requirements, the   Early Childhood  Training and   Technical Assistance System (EC TTAS) is  ready to begin   the process   of working with you to identify   your  long - term  technical assistance (TA) needs .      To allow for better continuity of TA delivery, our goal is to consider your needs and priorities as they  align with the remaining CCDF Plan cycle   ( federal fiscal year  2017 – 2 018 ;   October 1, 2016 ,   through  September 30, 2018) . The enhanced process will also allow  greater flexibility in meeting your needs as  they arise.       The enhanced TA planning process includes two calls.   First, a s in the past, individual conference calls will  be sched uled with each State  and  Territory .   These calls will include   the CCDF Administrator   and staff ,  Region al   Office staff, the State Systems Specialist ,   and Infant / Toddler Specialist .     The second   call   will include   key stakeholders  such as partners from   licensing   agencies , Early Childhood  Advisory Council leadership, Head Start Collaboration Office   representatives ,  s chool - a ge representation,  and other s   unique to your state early chi ldhood and afterschool system.   The goal of this process is to  encourage b roader access to systems building and program quality, and  to  help support the movement  of technical assistance closer to all programs and the children and families they serve.   The EC T TAS  representatives assigned to your region   will  attend these calls and   use  what they learn   to plan individual  supports for your  S tate   or T erritory and identify national and regional trends to inform TA delivery.       Your State Systems Specialist will convey the details of the process to you.   The timeline will begin with  some pr eliminary work this month, August, and will continue through November.   The goal is to have  finalized TA requests submitted and approved by November 30, 2016.       The TA  will be customized ba sed on your  expressed needs and capacity.   We look forward to working   with you and supporting your efforts on behalf of children and families.                  

