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Disclaimer:

This publication is intended for use by Administrative Officers,
Community Liaison Office (CLO) Coordinators, and Employee Associations, as
well asinterested community members. Its purposeisto explain the general
framework for establishing a child care center at post. It isimpossible to include
specific information for every post. Therefore, it isincumbent upon the Mission
to research local host country laws and regulations, as well as any new
regulations set forth by the U.S Department of Sate.



Family Liaison Office

The Family Liaison Office, in our support of child care initiatives both here
in Washington and in Embassies and Consulates abroad, is pleased to present
you with the second edition of Creating a Child Care Facility at Post. Providing
access to reliable and safe child care is crucial for employees and their family
members who work at U.S. Missions abroad.

This edition acts as guide to setting up a child care program under the
auspices of a Mission Employee Association. The guide reviews the necessary
steps, from establishing the leadership at post, funding the program, finding the
site, purchasing equipment, hiring staff, to developing the program and eligibility
criteria.

We encourage readers to access the expertise available in the Family
Liaison Office and the Office of Commissary and Recreation Affairs. As noted in
the guide, there are 8 child care centers already up and running at Missions
abroad. We encourage you to contact these centers for advice as you move
forward. A list of publications and web resources can be found in the back of the
document to further help in the creation of your child care facility.

FLO would like to acknowledge the support of Linda Armstrong, whose
initial research launched this publication. Thank you to Annette Cocchiaro of the
Office of Commissary and Recreation Affairs for her input and editorial
comments, and finally, thank you to Marjorie Bigelow, FLO’s Education and
Youth Officer, who wrote much of the text and saw the project to completion.

Faye Barnes
Director, Family Liaison Office



This publication was written to assist with
Creating a Child Care Facility at Post.

The advice given is based on the premise that post
will set up the facility under the auspices of the
Employee Association, often known as the
Recreation Association or Commissary Association.

If post does not have an Employee Association,
one can be formed for the sole purpose of
overseeing the financial and operational aspects
of the child care facility.



Page

~ OO 0T, WWWNER B

00 0000 00~~~

(o]

10
10
10
11

13

13
14
15
15

Table of Contents

Chapter I: The First Steps

Establishing Leadership

Roles of the Planning Committee

Getting Help

Child-related activities operated by Employee Associations
Internet

Determining the Need for Child Care
Programming Considerations

Setting Eligibility and Priorities for Enrollment
Program Management

Support — People and Financial

Where Do We Go From Here?

Chapter Il - The Movers and the Shakers
(People Who Make Things Happen)

The Ambassador

The Administrative Officer

Post ICASS Councll

The Mission Employee Association

The Community Liaison Office Coordinator
Safety and Health Officer

Child Care Expertise

Chapter Ill — Build It and They Will Come
(Enrollment Considerations)

Eligibility Criteria

Enrollment Restrictions
Equitable Enrollment Policies
Enrolliment Procedures
Registration and Program Fees
Waiting Lists

Chapter IV —The Three Ps: Proposal, Policy and Procedures

Preparing the Proposal

Standard Operating Procedures (SOPSs)
Organizational Structure

Liability Insurance



Page

17

17
17
18
18
19
19

21

21
21
22
23
23
25
25

27

27
28
29
30
30

35

Chapter V- Show Me The Money
(Financial Affairs)

Planning Committee Involvement

Policy for Financial Operations

Start-Up Costs

Loan from the Office of Commissary and Recreation Affairs

Fundraising Activities

Role of the Employee Association

Accounting; Financial Reporting and Annual Audit; Banking;
Employer Identification Number; Salaries, Taxes, Medicare

Withholding, Social Security

Chapter VI — Space: The Final Frontier
(Finding The Site & Equipment for a Child Care Program)

Locating a Suitable Site
Safety, Security and Health
Size Requirements
Maintenance of Space
Classroom Areas
Arranging the Classroom
Furnishings and Equipment

Chapter VIl — The Last Pieces of the Puzzle
(The Staff and the Program)

Determining Staff Size

Recruitment and Employee Status

Salaries and Benefits

Background Check

Managing the Center

Parent Involvement and Parent Advisory Committee
Responsibilities; Promoting Parent Involvement; Staff and Parents;
Staff Training and Professional Opportunities; Staff and the Board;
Staff and the Curriculum; Hours of Operation and Program
Schedule

Chapter VII — Child Care Resource List



