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Strengthening Fiscal Management for Child Care Programs
Trainer’s Manual

Developed by EDC, Inc. for the National Center on Early Childhood Quality Assurance







Overview
[bookmark: _GoBack]This training series, Strengthening Fiscal Management for Child Care Programs, addresses basic concepts in fiscal management for child care administrators. These trainings are grounded in the belief that sound fiscal management is foundational to strong business practices which ultimately improve outcomes for children. These trainings also support the proposed rule change to CCDF regulations (§ 98.16(z)) which states “the statutory requirement for Lead Agencies to describe how they develop and implement strategies to strengthen the business practices of child care providers to expand the supply, and improve the quality of, child care services. Some child care providers need support on business and management practices in order to run their child care businesses more effectively and devote more time and attention to quality improvements. Improved business practices can benefit caregivers and children.”

Topics covered in this series include:
· Process and considerations when budgeting;
· Projecting revenue and expense;
· Using data for improved planning;
· Making short and long-term budget adjustments;
· Understanding financial reports as management tools; and
· Improving internal controls to support sustainable business practices.
This series consists of two trainings for each type of provider - center-based and family child care. Trainings are two hours in length and can be delivered individually or as a two-session series.  

This series places a strong emphasis on audience participation to help improve understanding of each topic and encourage peer-to-peer learning.  Trainers should anticipate participant questions about effectively managing a business that extend beyond the content covered.  
Since requirements and available resources vary from state to state, trainers are encouraged to seek out information on the expectations and resources available to providers specific to the state in which the training is being delivered.   
Learning Goals
The purpose of this training is to strengthen child care providers’ foundational knowledge of fiscal terms, concepts and practices. It encourages providers to realize the importance of fiscal planning to the sustainability of their business. It provides tips and best practices to help break down fiscal processes into manageable steps. 
Training Outlines
While overall content is consistent, the trainings are tailored through the use of examples, activities, and handouts for each audience – center-based and family child providers. 

There are two trainings for each provider type – center-based and family child care. 
· Session 1: Budgets, Projections and Planning
· Session 2: Financial Reports and Internal Controls

Each session is designed to be delivered in two hours. Sessions can be delivered as individual training sessions or combined to create a training series. Each curriculum is complementary, rather than reliant on the other.  
Target Audience
The target audiences for these trainings are child care providers with administrative responsibility who have a beginner to intermediate understanding of fiscal management.
Audience Size
Trainings are designed to be delivered in small to medium sized, face-to-face group settings to maximize audience interaction and opportunities for peer-to-peer learning. 
Trainer Pre-Requisites
Trainers should have a strong understanding of fiscal management and how it relates to child care settings. Audience participants will likely ask questions that go beyond the training materials covered. Trainers should be prepared to expand on the foundational information contained in these sessions.  
Materials Needed for Training
· Screen and projector	 
· Computer with Microsoft PowerPoint 
· Packet of handouts for each participant
· Materials for activities 
· PowerPoint presentation in notes handout format for trainer use
· If necessary, this trainer’s manual  for reference 
· Chart/Easel paper and markers 
· Pens for participants use 
· Participant evaluation forms
· Optional: Name tags, snacks, etc.
General Trainer Tips
· The room set up should allow for participants to work in small groups. 
· Use large chart/easel paper for noting participant responses, suggestions, or discussion points for later discussions (i.e. a parking lot).
· Be sure to engage the participants and encourage participation. This training emphasizes audience participation and peer-to-peer learning. Be sure to use the audience prompts found in the PowerPoint trainer notes. 
Handouts & Activities 
There are multiple handouts and activities for each session which are customized for the different provider types. Some foundational handouts are included in all sessions to ensure that participants receive the information even in the event that a session is offered as a stand-alone training. Participant packets should include all handouts and be distributed at the beginning of a session.

	Family Child Care Providers
	Center-Based Providers

	Session 1 - Budgets, Projections and Planning
Handouts:
· PowerPoint Presentation – 3-Slide Handout Format
· Glossary of Fiscal Terms
· Building a Budget: Process and Considerations
· Making Adjustments
· Early Head Start – Child Care Partnerships Brochure
· Online Resources
Activities:
· Family Child Care Fiscal Bingo
· Building a Budget Activity Cards
· Making Adjustments-Short & Long Term
· Taking the Training Home
	Session 1 - Budgets, Projections and Planning
Handouts:
· PowerPoint Presentation – 3-Slide Handout Format
· Glossary of Fiscal Terms
· Building a Budget: Process and Considerations
· Making Adjustments
· Early Head Start – Child Care Partnerships Brochure
· Online Resources
Activities:
· Meet Your Match
· Building a Budget Activity Cards
· Making Adjustments-Short & Long Term
· Taking the Training Home

	Session 2 - Financial Reports and Internal Controls
Handouts:
· PowerPoint Presentation – 3-Slide Handout Format
· Glossary of Fiscal Terms
· Sample Income Statement
· Sample Balance Sheet
· Sample Cash Flow Statement
· Examples of Internal Controls
· Online Resources
Activities:
· Family Child Care Fiscal Bingo
· Financial Reports Matching 
· Internal Controls Brainstorm
· Taking the Training Home
	Session 2 - Financial Reports and Internal Controls
Handouts:
· PowerPoint Presentation – 3-Slide Handout Format
· Glossary of Fiscal Terms
· Sample Income Statement
· Sample Balance Sheet
· Sample Cash Flow Statement
· Examples of Internal Controls
· Online Resources
Activities:
· Meet Your Match
· Financial Reports Matching
· Internal Controls Brainstorm
· Taking the Training Home



Activity Goals
Detailed instructions for facilitating each activity are included in the notes of each PowerPoint presentation.
· Meet Your Match:  Begin to build participants awareness and understanding of fiscal terms. A glossary of fiscal terms is provided as a resource in the participant packet. 
· Family Child Care Fiscal Bingo: To share examples of good fiscal practices with participants.
· Building a Budget:  Help participants think about budgeting as a series of logical steps so as not to get overwhelmed by the process. The activity asks them to order the budget process steps from first to last which helps them to think through the logic about why one step would come before another.   
· Making Adjustments:  Encourage participants to think about making financial adjustments in terms of short-term and long-term solutions. While a “Band-Aid” solution (short-term) may be necessary to address the immediate need, there is likely a bigger issue underlying the symptoms that will require a long-term solution in order to prevent a bigger/recurring problem in the future.
· Financial Reports Matching: Build participants understanding of the type of information (line items) can be found on each type of financial report. This activity builds on the understanding of fiscal terms if the warm-up activity “Meet Your Match” was used.
· Internal Controls Brainstorm:  Broaden participants thinking on what internal controls may exist within their businesses. This is both a brainstorming and peer-to-peer sharing activity.
· Taking the Training Home:  Encourage participants to reflect on the session and identify three specific actions that they will take upon returning to their program. 
Trainings for Center-Based Providers
Session 1 – Budgets, Projections and Planning
	Slide
	Overview
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	Welcome participants and introduce yourself as the trainer(s).
Provide a brief overview of the session. 
Review any logistics – breaks, location of restrooms, etc.
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	Review outcomes with participants.
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	Let participants know that you understand that their passion is working with children, not necessarily running a business.  
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	This continuum expresses the value of why sound fiscal practices are so important to sustainability and outcomes for children.

	[image: ]
	There are two options for introductions. This slide is used in conjunction with the next slide, “Warm-Up” depending on which option is used.
Option #1: Meet Your Match
Option #2: Goals for the Day

	[image: ]
	This slide is used in conjunction with the previous slide, “Introductions” depending on which introduction option is used.
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	This quote sets the stage for talking about the budget and why planning is so important. 

	[image: ]
	Engage participants in a discussion about their knowledge and involvement in the budgeting process. This discussion will help you to gauge the audience’s experience with budgeting. 

	[image: ]
	Articulate the value of budgeting and why it should matter. 
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	Activity: Participants work in pairs to put the steps of a budget process in a logical order. Intended to demystify the budget process and make the steps less overwhelming. 

	[image: ]
	Review each of the bullet points as they relate to projecting revenue. What should be considered when setting revenue expectations?  

	[image: ]
	Review different possible sources of income for a program.  Each of these funding sources will have their own requirements and may not be appropriate for every program.
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	Early Head Start-Child care Partnerships (EHS-CCP) are relatively new. Opportunities may exist with current EHS-CCP grantees that are looking for child care partners or as child care partner for future funding. Refer participants to the EHS-CCP brochure for more information. 

	[image: ]
	Review each of the bullet points as they refer to projecting costs. Discuss terms, trends and what to consider when considering future projects. 
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	Review each of these tools available to Center Directors. How can shared services help a center to improve their bottom line? What shared services are already available in that state? Introduce the concept of the Provider Cost of Quality Calculator (PCQC) then advance to the next slide for a deeper discussion. 

	[image: ]
	Review the PCQC as a tool for projecting costs.  
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	Review the need to use data to support making strong decisions and plan for the future. Discuss the value of the five metrics listed and what trends they can help a Center Director to identify. 
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	Acknowledge that even with strong planning and a thoughtfully built budget, adjustments will still need to be made throughout the year. Introduce the concept of “budget to actual comparison” as a way to identify what adjustments need to be made.    
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	Activity: Participants work in pairs or small groups to identify short-term and long-term solutions to changes that may occur during a fiscal year. 
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	Review the different topics that have been covered during this session. Ask participants if they would more clarity on any of them. 
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	Activity: Can be used as an in-class activity or a take home assignment. Participants identify three things that they learned from the session that they will take back to their center to review/implement. 

	[image: C:\Users\ECaruso\Desktop\Online Resources-Center.JPG]
	Make participants aware of the online resource list that is included in their packets. If possible, give examples of what each site offers to encourage them to use the resources. 
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	Encourage questions about the content and/or feedback about the training. Use this time to remind participants to complete the training evaluation (if applicable).
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	Closing slide to show as participants are leaving the training.




Session 2 – Financial Reports and Internal Controls
	Slide
	Overview

	[image: ]
	Welcome participants and introduce yourself as the trainer(s).
Provide a brief overview of the session. 
Review any logistics – breaks, location of restrooms, etc.

	[image: ]
	Review outcomes with participants.
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	Let participants know that you understand that their passion is working with children, not necessarily running a business.  
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	This continuum expresses the value of why sound fiscal practices are so important to sustainability and outcomes for children.

	[image: ]
	There are two options for introductions. This slide is used in conjunction with the next slide, “Warm-Up” depending on which option is used.
Option #1: Meet Your Match
Option #2: Goals for the Day
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	This slide is used in conjunction with the previous slide, “Introductions” depending on which introduction option is used.

	[image: ]
	Encourage open discussion about what participants are already doing to manage their center’s finances. Ask probing questions to get the conversation going. This discussion will provide insight into the level of experience participants have with using financial reports.
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	Identify three different financial reports that can be useful for managing the finances of a center. Briefly explain what they are, what they say, and why they are important.
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	Discuss in more detail the income statement – what it includes, what it says, and why it should matter to participants.
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	Review the components of an income statement. Acknowledge the possible time periods covered, the value of comparing to a prior time period, and the revenue minus expense equals net income calculation.     
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	Discuss in more detail the balance sheet – what it includes, what it says, and why it should matter to participants.
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	Review the components of a balance sheet. Acknowledge the time period covered, the value of comparing to a prior time period, and the assets minus liabilities equals equity calculation.   
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	Discuss in more detail the cash flow statement – what it includes, what it says, and why it should matter to participants.
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	Review the components of a cash flow statement. Acknowledge the time period covered, the value of comparing to a prior time period, and what line items may be found on the cash flow statement and why.   
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	Activity: Participants work in pairs to match line items with their correct financial report.  
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	Review the process on internal controls and discuss what internal controls means within their business. Discuss the value of having strong internal controls to protect the businesses limited resources. 
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	Review these examples of internal controls and discuss what value they bring to the business. 
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	Activity: Participants work together as a group at their table to list as many internal controls as they can think of. They can either be ones that already exist in their business or ones that they believe would be important to implement.     
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	Review the different topics that have been covered during this session. Ask participants if they would more clarity on any of them.
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	Activity: Can be used as an in-class activity or a take home assignment. Participants identify three things that they learned from the session that they will take back to their center to review/implement.
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	Make participants aware of the online resource list that is included in their packets. If possible, give examples of what each site offers to encourage them to use the resources.
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	Encourage questions about the content and/or feedback about the training. Use this time to remind participants to complete the training evaluation (if applicable).
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	Closing slide to show as participants are leaving the training.




Trainings for Family Child Care Providers
Session 1 – Budgets, Projections and Planning
	Slide
	Overview
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	Welcome participants and introduce yourself as the trainer(s).
Provide a brief overview of the session. 
Review any logistics – breaks, location of restrooms, etc.
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	Review outcomes with participants.
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	Let participants know that you understand that their passion is working with children, not necessarily running a business.  
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	This continuum expresses the value of why sound fiscal practices are so important to sustainability and outcomes for children.
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	There are two options for introductions. This slide is used in conjunction with the next slide, “Warm-Up” depending on which option is used.
Option #1: Fiscal Bingo
Option #2: Goals for the Day
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	This slide is used in conjunction with the previous slide, “Introductions” depending on which introduction option is used.
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	This quote sets the stage for talking about the budget and why planning is so important. 

	[image: ]
	Engage participants in a discussion about their knowledge and involvement in the budgeting process. This discussion will help you to gauge the audience’s experience with budgeting. 
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	Articulate the value of budgeting and why it should matter. 
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	Activity: Participants work in pairs to put the steps of a budget process in a logical order. Intended to demystify the budget process and make the steps less overwhelming. 
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	Review each of the bullet points as they relate to projecting revenue. What should be considered when setting revenue expectations?  
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	Review different possible sources of income for a program.  Each of these funding sources will have their own requirements and may not be appropriate for every program.
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	Early Head Start-Child care Partnerships (EHS-CCP) are relatively new. Opportunities may exist with current EHS-CCP grantees that are looking for child care partners or as child care partner for future funding. Refer participants to the EHS-CCP brochure for more information. 
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	Review each of the bullet points as they refer to projecting costs. Discuss terms, trends and what to consider when considering future projects. 
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	Review each of these tools available to Center Directors. How can shared services help a center to improve their bottom line? What shared services are already available in that state? Introduce the concept of the Provider Cost of Quality Calculator (PCQC) then advance to the next slide for a deeper discussion. 
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	Review the PCQC as a tool for projecting costs.  
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	Review the need to use data to support making strong decisions and plan for the future. Discuss the value of the five metrics listed and what trends they can help a Center Director to identify. 
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	Acknowledge that even with strong planning and a thoughtfully built budget, adjustments will still need to be made throughout the year. Introduce the concept of “budget to actual comparison” as a way to identify what adjustments need to be made.    
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	Activity: Participants work in pairs or small groups to identify short-term and long-term solutions to changes that may occur during a fiscal year. 
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	Review the different topics that have been covered during this session. Ask participants if they would more clarity on any of them.
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	Activity: Can be used as an in-class activity or a take home assignment. Participants identify three things that they learned from the session that they will take back to their program to review/implement.
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	Make participants aware of the online resource list that is included in their packets. If possible, give examples of what each site offers to encourage them to use the resources.
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	Encourage questions about the content and/or feedback about the training. Use this time to remind participants to complete the training evaluation (if applicable).
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	Closing slide to show as participants are leaving the training.




Session 2 – Financial Reports and Internal Controls
	Slide
	Overview
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	Welcome participants and introduce yourself as the trainer(s).
Provide a brief overview of the session. 
Review any logistics – breaks, location of restrooms, etc.
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	Review outcomes with participants.
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	Let participants know that you understand that their passion is working with children, not necessarily running a business.  
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	This continuum expresses the value of why sound fiscal practices are so important to sustainability and outcomes for children.
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	There are two options for introductions. This slide is used in conjunction with the next slide, “Warm-Up” depending on which option is used.
Option #1: Fiscal Bingo
Option #2: Goals for the Day
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	This slide is used in conjunction with the previous slide, “Introductions” depending on which introduction option is used.
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	Encourage open discussion about what participants are already doing to manage their finances. Ask probing questions to get the conversation going. This discussion will provide insight into the level of experience participants have with their finances.
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	Identify three different financial reports that can be useful for managing the finances of a program. Briefly explain what they are, what they say, and why they are important.
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	Discuss in more detail the income statement – what it includes, what it says, and why it should matter to participants.
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	Review the components of an income statement. Acknowledge the possible time periods covered, the value of comparing to a prior time period, and the revenue minus expense equals net income calculation.     
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	Discuss in more detail the balance sheet – what it includes, what it says, and why it should matter to participants.
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	Review the components of a balance sheet. Acknowledge the time period covered, the value of comparing to a prior time period, and the assets minus liabilities equals equity calculation.   
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	Discuss in more detail the cash flow statement – what it includes, what it says, and why it should matter to participants.
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	Review the components of a cash flow statement. Acknowledge the time period covered, the value of comparing to a prior time period, and what line items may be found on the cash flow statement and why.   
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	Activity: Participants work in pairs to match line items with their correct financial report.  
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	Review the process on internal controls and discuss what internal controls means within their business. Discuss the value of having strong internal controls to protect the businesses limited resources. 

	[image: ]
	Review these examples of internal controls and discuss what value they bring to the business. 
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	Activity: Participants work together as a group at their table to list as many internal controls as they can think of. They can either be ones that already exist in their business or ones that they believe would be important to implement.     
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	Review the different topics that have been covered during this session. Ask participants if they would more clarity on any of them.
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	Activity: Can be used as an in-class activity or a take home assignment. Participants identify three things that they learned from the session that they will take back to their program to review/implement.
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	Make participants aware of the online resource list that is included in their packets. If possible, give examples of what each site offers to encourage them to use the resources.
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	Encourage questions about the content and/or feedback about the training. Use this time to remind participants to complete the training evaluation (if applicable).
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	Closing slide to show as participants are leaving the training.
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Restricted access to financial information
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Internal Controls Brainstorm
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What Have We Covered?

QFinancial statements

Qinternal controls
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Questions?

Feedback?
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Qutcomes

# Learn the value of developing a budget
and how to use it for decision-making
throughout the year.

# Understand how to project business costs,
generate additional income and plan
strategically for future goals.
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It's About the Children

Working with children is your passion.
Running a business is not your passion.
But considerthis....
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Introductions
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A goal
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What Is Budgeting?
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Why should budgeting matter to you?

+ Helps you better understand the
bottomline of your program

+ Isimportant to make informed
decisions

+ Helps you to manage spending so
that you can plan for program
improvements

+ Supports planning for your own
salary, benefits and retirement
needs
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Building a Budget
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Deep Dive:
Projecting Revenue

* Enroliment |
« Tuition discounts
* Subsidy —

« Food program

« Changes in the child care environment
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Sources of Income

= Income from tuition and fees
- Child and Adutt Care Food Program
= Donations of goods and services

- Head Start & Early Head Start Family
Child Care Option

- Early Head Start - Child Care
; N

- Others?
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Early Head Start-Child Care Partnerships

http://eclke.ohs act hhs govihslctta-system/ehs-ccp

# Comprehensive services
and high-quality early
learning environments for
low-income working families
with infants and toddlers.

-+ Federal funding is layered
with current funding
sources to improve services
provided to children.
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Deep Dive:
Projecting Costs

« Review spendingin past
years

« Fixed vs. Variable
Expenses

« Plan for future
goals

[ —— .
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Deep Dive:
Projecting Costs

B

« Opportunities with
shared services

« Using the Provider
Cost of Quality
Calculator (PCQC)
a tool for planning
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Provider Cost of Quality Calculator

www ecequalitycalculator com

(9 Office o Child Care  Provider Cost of Quality Calculator
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Deep Dive:
Using Data for Decision-Making

* Enrollment based on FTE

* Attendance
* Accountsreceivable
« Bad Debt

« Turnover of enrolled children
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Making Adjustments

Even the bestlaid plans can go awry.
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Short-Term & Long-Term Solutions
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What Have We Covered?
QBudget process
Q Setting revenue expectations
QSource of income
QProjecting costs
Q Data for decision-making

QMaking budget adjustments
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Strengthening Fiscal Management for Child Care Providers

Fam

Child Care

Online Resources *
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The following st of online resources provide useful information and templates available to download and mofy.

[~ RESOURCE DESCRIPTION TopiEs
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nline-resources/

recordkeeping, &many more. Alsoincludes inks o other useful webstes.

Projeciions

ECorsInEarVCAIERGE]
‘AssociafionBusiness Practices
Tutoral

it /lbusinesspracticestutoralweet
y.com’

“UniqueVisUaImap oTincome & expense BUdgel categones TRar allows TREUSErTo
arilldownintothe detals of eachmajor cost category. Tools S{emplates avaiiable:
including line tem budgels,income & expense categories &irackingforms, meal
racker, budgetreviewtemplate etc

"Budgelng Trtermal Coriros.
Financia Reporting, Cost
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TomCopeRREEog

“Oers podcasTs, videos, Handowt Books eic Topes Coveredinade.

"BUdgETg THieral Cortros.

hito:/Romeopelandbioq com! recordkeeping tax orgarization, money management,firancial goalsetiing. Finandial Reporting
business planning Resources onthese topics avalablefor downioad, mosily

AskTom Copeland (YouTube) instructonal notas many templates.

hitps iy outube comhseriaskto

meopeland
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itps hwivecequaltycalcuatorcom | provider dataentered, Whileprimarly intendedforstate policymakers, providers

‘can enter theirown data & then manipulate diferent costs to see the potential
boftom ineimpact Data entered canbe savedby each providerso thatthey can
Iog in anytimeto create scenarioswith ifferent variablesthatimpactthe
businesses battom line Beneficialo those 100kng o projecthe cost impacts of
program changes i QRIS levels) Notintendedo be used as a budgetngtool
Requires knowledge of business costs & understanding of howto manipulat cost
drivers.
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Questions?
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Qutcomes

+Understand financial reports that can
help you to better manage your
program’s finances.

«+ldentify what internal controls mean in
a family child care setting and how
they can strengthen the fiscal health
of your program.
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Introductions
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How do you manage your finances?

¥ Net Income
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Financial Reports
> y
v Income statement & -

v Balance sheet 3\ o
v’ Cash flow statement - \§

« Tell your program’s story in dollars.

« Need to understand to make informed
decisions.
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Income Statement

v'Revenue
v Expenses
v'"Net Income

+ Tells how much money your program earmned
and spent during a period of time (for
example: a month, a quarter, a fiscal year).

+ Shows your bottomline for a period of time.
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Sample Early Care and Education Program
Income Statement
For the Period Ended May 31, 2016

May 2015 May 2016 Variance

REVENUE $ $ $
EXPENSE $ $ $
NET IN})OME $ $ $
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Balance Sheet

v Equity (Owner’s Equity, Net Worth)

+ Tells story of what your program owns and
owes.

+ Helps you understand the financial health of
your program.
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Cash Flow Statement

v Cashin

v Cash out

+ Tells how much cash flowed in and out during a

period of time (for example: a month, a quarter,
a fiscal year).

+ Helps you know if your program has enough
cash to cover upcoming expenses.
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‘Sample Early Care and Education Program
Cash Flow Statement
For the Period Ended May 31, 2016

25 of 5B1/16
CASHFLOW FROM OPERATIONS
+1-
CASHFLOW FROMINVESTING
-
CASHFLOW FROMFINANCING

NET CHANGE IN CASH

CASH BALANCE BEGINNING OF MONTH
+
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CASH BALANCE END OF MONTH 50
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Financial Reports Matching
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The Process of Internal Control
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Examples of Internal Controls
Separate business and personal accounts
Review financial reports
Back-up business records

Organized recordkeeping

Written Parents Policy Handbook

Protect personal information of both your

parents and yourself
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Internal Controls Brainstorm
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