STATE OF CALIFORNIA

DEPARTMENT OF GENERAL SERVICES

OFFICE OF HUMAN RESOURCES
HUMAN RESOURCES MEMORANDUM
SUBJECT:
WORK AND FAMILY DEPENDENT CARE GRANT PROGRAM
NUMBER:


HR 03-017



DATE ISSUED:


April 1, 2003


DISTRIBUTION:

PERSONNEL LIAISONS; Attendance Clerks
EXPIRES:


UNTIL SUPERCEDED

Attached is the Department of Personnel Administration’s Personnel Management Memo Liaison (PML) 

2003-015 regarding the Work and Family Dependent Care Grant Program.

Questions regarding this program should be directed to your assigned Personnel Specialist or Personnel Supervisor. 

JINNY MUNRO, Manager

Labor Relations and Program Improvement

cc:
Personnel Analysts


Personnel Transactions Staff 

 State of California

M E M O R A N D U M

DATE:
March 25, 2003

TO:

PERSONNEL MANAGEMENT LIAISONS
REFERENCE CODE:
2003-015

THIS MEMORANDUM SHOULD BE DISTRIBUTED TO:
Personnel Officers

Employee Relations Officers

Work and Family Department Representatives

FROM:

Department of Personnel Administration



Policy and Operations Division

SUBJECT:
Work and Family Dependent Care Grant Program

CONTACT:
Rosanne McHenry, Work and Family Program Coordinator

(916) 327-0522

FAX: (916) 324-0524

Email: RosanneMcHenry@dpa.ca.gov

The Department of Personnel Administration, through the Work and Family Labor Management Committee (Committee), is launching the State Employee Dependent Care Grant Program.  This program includes the Child Care Start-Up Grant and the Program Expansion Grant for existing dependent care centers.  

GRANT AWARDS AND ELIGIBILITY CRITERIA

Grant awards will be limited to a total of $50,000 per applicant.  To be eligible for funding, interested employees must meet established grant criteria, including incorporating as a nonprofit corporation, establishing a corporate membership to consist of at least 51% State employees, conducting a needs analysis, adopting standardized fiscal control and accounting systems, and obtaining required licensing.  A memo is attached to this Personnel Management Liaisons (PML) Memo which outlines the grant application process.   

PROGRAM BACKGROUND

The Committee was established as a result of the contract negotiations in 1999 between the administration of California Governor Gray Davis and the employee organizations representing the State's 21 bargaining units.  The mission of the Committee has been to identify, recommend, and advocate family friendly policies and

programs that support California State employees in balancing their work and family needs.  Through this new grant program, it is expected that dependent care will become more available to State employees.  As the program progresses and new centers are developed, we will keep you advised of the outcomes.  

COMMUNICATION TO DEPARTMENT EMPLOYEES

Your help is needed to advise State of California employees of this grant program opportunity.  Please forward this PML and the attached memo to employees in your department through all appropriate venues.  Inquiries about Child Care Start-Up Grants or Program Expansion Grants can also be directed to Work and Family Program Coordinator, Rosanne McHenry, as listed above.

Bob Painter, Chief

Policy and Operations Division

Attachments
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State of California

M E M O R A N D U M

To:

Interested State Employees


Date:  March 5, 2003









(Updated March 25, 2003)

From:

Department of Personnel Administration

Subject:  
State Employee Dependent Care Grant Program
The purpose of this memorandum is to summarize the program requirements for grants to day care programs for either children or adult dependents of State employees.  The memorandum describes the program, outlines the criteria that must be met to receive funding, and summarizes the steps needed to participate in the program.  A State employee or day care provider interested in this program may obtain more information by contacting the Work and Family Program Coordinator, Rosanne McHenry, at (916) 327-0522 or rosannemchenry@dpa.ca.gov.

BACKGROUND

The Work and Family Labor Management Committee (Committee) is a joint labor/management committee that was established as a result of the contract negotiations in 1999 between the Administration of California Governor Gray Davis and the employee organizations representing the State’s 21 represented bargaining units.  The mission of the Committee has been to identify, recommend, and advocate for family friendly policies and programs that support California State employees in balancing their work and family needs.  The authority of the Committee was vested in the negotiated collective bargaining agreements that apply to the entire represented State workforce.  Five million dollars was appropriated for the support of this effort.

In September of 2000, the Committee published a report of its findings and recommendations regarding family related issues of importance to State employees.  The report found that 74% of California State employees reported problems with dependent care.  The report recommended that the Committee set aside some money to fund dependent care demonstration projects, including providing “seed money for supporting the growth of more affordable, quality dependent care services for State employees, such as near site or onsite child care, elder care, spouse/partner adult day care, as well as after hours and weekend care in cases of unscheduled/unplanned overtime and emergencies.”  In recognition of this need, the Committee has set aside $500,000 of its funding to establish a grant program for this purpose.

In developing the State Employee Dependent Care Program, the Committee is drawing upon the model established in 1984 with the Child Care Program.  The procedures have been updated to reflect the expansion of the original program concept to include adult day care, to include both start-up and program expansion requests, and to recognize the increase in costs since the 1980's.  This model provides guidelines for employees seeking to establish new facilities.  It also allows partnership agreements with existing nonprofit ventures, expansion of existing facilities, and other innovative approaches to providing necessary care.  However, grant amounts may be modified in these cases to reflect the actual cost/benefit to state employees.

GRANT CRITERIA


The Committee has developed, and the Department of Personnel Administration (DPA) has approved, specific criteria for grants for facilities.  A brief discussion of criteria is provided in Attachment I.

APPLICATION/GRANT PROCESS FOR START-UP FUNDING FOR CHILD CARE

The application/grant process is summarized below.  The summary includes the steps that employees, the Committee, and DPA will follow to establish and fund employee child care facilities.  Forms and instructions will be provided to assist applicants in completing the process.

A.
Employees

Submit “Letter of Intent to Provide Child Care,” as shown in Attachment II, to the Grant Giving Subcommittee.

B.
Grant Giving Subcommittee

1. Reviews "Letter of Intent" and notifies the employees’ departmental Work and Family Coordinator and Coordinators for other departments with facilities in the geographic area identified in the letter, so they can put their interested employees in contact with the employees who submitted the letter.


2. Sends a Phase I application/information package to employees who submitted a letter of intent.

C.
Employees

1. Perform needs assessment and marketing survey to determine if a dependent care facility of the type requested is needed and obtain other pertinent information.

2. Form a nonprofit corporation.

3. Locate appropriate, licensable space and arrange for its use.

4. Determine any major renovations needed to meet licensing requirements or local ordinances and obtain cost estimates.

5. Develop initial budget for the facility.

6. Submit application and required documentation to the Committee.


D.
Grant Giving Subcommittee

Reviews application and makes recommendation to DPA to approve 

or deny.

E.
DPA

Reviews application and Grant Giving Subcommittee recommendations and makes final determination regarding approving grant.  If approved, prepares a formal Grant Agreement for signature by the employee corporation.

F.
Employee Corporation

1.
Receives, signs, and returns agreement to DPA.

2.
Receives initial portion of the grant from DPA. The grant is issued in three amounts, as shown on Attachment III. 

3. 
Takes necessary action to begin renovations, if needed.

4.
Hires Center Director.

5. 
Submits licensing application.

6. 
Works with Center Director to plan center layout, program, and staffing plan.

7. 
Develops publicity plan for the center/facility.

8.
Works with Center Director to develop enrollment plan and fee schedule.  From these documents, develops 6-month and 18-month plans of operation and final budget.

9.
Develops and adopts a formal, standardized accounting system which includes proper fiscal controls and audit provision.

10. Submits report with required documentation of above steps to the Grant Giving Subcommittee.

G.
Grant Giving Subcommittee

Reviews report to ensure that it is complete and allows for a viable, self-sustaining operation; then makes recommendation to DPA to approve or deny issuance of second portion of funding.

H.
DPA

Reviews report and Grant Giving Subcommittee recommendation and makes a final determination regarding issuing the second portion of the grant.


I.
Employee Corporation

1.
Purchases supplies and equipment for center/facility.

2.
Obtains liability insurance.

3.
Establishes trust accounts for Worker's Compensation and other employer taxes.

4.
Makes remaining preparations for opening of center.

5.
Receives License from Department of Social Services.

6.
Submits report with required documentation of above steps to the Grant Giving Subcommittee.

J.
Grant Giving Subcommittee

Reviews report to ensure that it is complete and that the center/facility is properly licensed.  Subcommittee or staff may visit facility.  Subcommittee makes recommendation to DPA to approve or deny issuance of third and final portion of grant.

K.
DPA


Reviews report and Grant Giving Subcommittee recommendation and makes the final determination regarding issuance of third and final portion of the grant.

L.
Employee Corporation

Receives final portion of the grant.  Continues to operate center on a self-sustaining basis.  Makes final report to Grant Giving Subcommittee on funds spent and progress achieved.

APPLICATION/GRANT PROCESS FOR PROGRAM EXPANSION FUNDING

The application/grant process for program expansion of existing dependent care facilities is summarized below.

A.
Applicant

Obtains a copy of the Program Expansion Application from the Committee Grant Giving Coordinator at DPA.  Prepares the application and required documentation to the Grant Giving Subcommittee.


B.
Grant Giving Subcommittee

Reviews application and makes recommendation to DPA to approve or deny.


C.
DPA

Reviews application and Grant Giving Subcommittee recommendations, and makes final determination regarding approving the grant.  If approved, prepares formal Grant Agreement for signature by the applicant.  A program expansion grant is issued in two phases based on actual costs, not to exceed $50,000.

D.
Applicant

Receives, signs, and returns Grant Agreement to DPA.  The applicant receives the initial portion of the grant from DPA and uses the funding to implement its planned program expansion.  Applicant submits quarterly reports to the Grant Giving Subcommittee on funds spent, progresses achieved, and program objectives met.

E.
Grant Giving Subcommittee

Reviews quarterly reports and makes at least one site visit to audit progress made and expenditure of grant funds.  Makes recommendation to DPA to approve or deny issuance of second portion of funding.


F.
DPA

Reviews reports and Grant Giving Subcommittee recommendation before issuing final portion of the grant.

G.
Applicant

Receives second (final) portion of the grant.  Makes final report to Grant Giving Subcommittee on funds expended, progress achieved, and program objectives met.

GRANT AMOUNTS

A. Start-Up Grants for Child Care

The Committee has determined that a self-sustaining child care center must have an enrollment at least 30 children.  Therefore, these figures were used as the base for determining the appropriate grant amounts for establishing a child care center.  This minimum grant amount is $47,905.00, with an incremental grant of $450 for each additional dependent the center/facility will enroll over the initial 30. (A detailed breakdown of the grant amount is included in Attachment III.) 

B.
Program Expansion Grants for Child, Adult, or Senior Day Care


Program expansion grants for child care and adult/senior day care will vary depending on the size and type of facility, and the scope of its proposed expansion.  Applicants may request funding for all or part of the costs of facility renovation, additional program equipment, supplies, or other expenditures associated with program expansion.  Program Expansion Grants will be determined on a case-by-case basis, up to a maximum of $50,000.

CONTACT PERSON

Inquiries about Start-Up Grants or Program Expansion Grants should be directed to:

Rosanne McHenry

Work and Family Coordinator

Department of Personnel Administration

1515 "S" Street, North Building, Suite 400

Sacramento, CA  95814

(916) 327-0522 or RosanneMcHenry@dpa.ca.gov.

ATTACHMENT I
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SUMMARY OF CRITERIA 

AND DISCUSSION OF EACH

Start-Up Grants For Child Care Facilities
1.
Incorporate as a nonprofit corporation under corporate format developed by the Work and Family Labor Management Committee (Committee).

The primary purpose for this criterion is to ensure that all employee groups wishing to provide child care incorporate under a structure which meets the intent of language contained in memoranda of understanding and in the Government Code.  Use of the format developed by the Committee and the Department of Personnel Administration (DPA) program staff will simplify the incorporation process for employee groups and will satisfy Committee concerns that they comply with the criteria.

2.
Establish a corporate membership and board, which consist of at least 51% employees and a board which includes a representative of labor and a representative of State management.

Start-up funding is only granted to corporations of State employees.  By requiring a minimum of 51% State employees as Corporate members and on the Board of Directors, the Committee and DPA believe this requirement is met.  In addition, requiring less than 100% State employees allows the corporate board to include others in the community who have knowledge and skills to offer which will benefit the corporation as a whole.  By including a representative of both State management and labor on the board, the employees will be better able to obtain the participation and support from both groups for their program.

3.
Conduct a marketing/needs assessment and/or analysis which supports the establishment, expansion, or improvement of dependent care of the type proposed by the applicant.

Forms and instructions for conducting a needs assessment and marketing survey will be included with the application form sent to employee groups who submit Letters of Intent.  This is considered a very important step in determining the type of dependent care needed in a given area and whether or not the proposal has reasonable potential for success.  

4.
Adopt an acceptable budget and standardized fiscal control and accounting system, which reflect reasonable potential for solvency.

Proper fiscal management is a key factor in the success of any business.  Since a day care center is just that, a small business, the Committee and DPA want to be sure that the employee corporations have taken all steps necessary to provide for fiscal success.

5.
Obtain authority to use an appropriate, licensable space.


Compliance with this simply means that employees must locate appropriate space for their child care facility, obtain permission from the proper parties for its use, and ensure that the space may be licensed.

6.
Obtain a license to provide child care from the State Department of Social Services.

In accordance with the law and contract language, all day care centers for the dependents of State employees assisted by this program must be properly licensed.

7.
Develop an enrollment plan that gives priority to the dependents of State employees.

The money from the Dependent Care Fund is intended to benefit State employees and not the general public.  However, the fiscal success of centers requires full enrollment, which may not always be achievable through placement of the dependents of State employees.  Therefore, the centers may be open to the public, but must always give absolute priority to State employees' dependents.  Such priority means giving State employees first choice to any vacancies, but does not include removing a community child from a center in order to make space for the dependent of a State employee.

Expansion Grants for Child or Adult Day Care Facilities

1.
Facility is operated by a nonprofit corporation.
The purpose of this criterion is to ensure that all grant applicants meet the requirement in Government Code §19822.7(b) that child care or adult day care centers receiving grants from the Work and Family Fund be nonprofit corporations.

2.
Facility is a licensed care provider for the type of dependent care offered (i.e., child care, adult day care, etc.).
In accordance with law and contract language, all day care centers for the dependents of State employees assisted by this program must be properly licensed.


3.
Facility operations are financially sound; fiscal control and accounting systems conform with generally-accepted accounting principles.

Proper fiscal management is key in the success of any business.  Since day care centers are small businesses, the Committee and DPA want to be sure that the applicant has taken all steps necessary to provide for fiscal success and sound management.

4.
Include in its enrollment policy a provision giving priority to dependents of State employees for a designated number of program slots.
Grants from the Work and Family Fund are intended to benefit State employees.  However, the Committee recognizes that day care centers serving children or adults may not always achieve adequate enrollment if they rely solely on the placement of dependents of State employees.  Therefore, facilities funded through this grant program may be open to the public, but must always give priority to State employees' dependents for at least a designated share of program spaces.  Such priority means giving State employees first choice to these vacancies, but does not include removing a community child or adult from a center in order to make space for the dependent of a State employee.


5.
Have a partnership agreement with one or more State of California agencies in its catchment area.

The written partnership agreement will specify that at least one voting position on its governing board is designated for a State of California employee.  This criterion is intended to assure that the needs of State employees for dependent care are considered in the program planning and decision-making process of the applicant's governing board.

ATTACHMENT II

SAMPLE LETTER OF INTENT

To Start-Up A Child Care Facility

TO:

___________________________

Work and Family Labor Management Committee

Grant Giving Subcommittee

Department of Personnel Administration

1515 "S" Street, North Building, Suite 400

Sacramento, CA  95814

FROM:

SUBJECT:
Letter of Intent to Establish a Child Day Care Center
We the undersigned, intend to form a nonprofit corporation for the purpose of providing child care to the dependents of State employees.  We recognize that this represents a major business undertaking, including: 

1.
Ensuring the safety and proper care of infants and small children.

2. Overseeing facility maintenance and furnishings.

3. Hiring and firing staff.

4. Having full fiscal responsibility for the operation of the child care center.

5. Being responsible for meeting licensing requirements.

Please send us a copy of the application package for a Start-Up Grant for child care. 

We hereby certify that we are prepared to, and capable of, doing the work necessary to establish and maintain a State employee child care center.

Name (Print)


Signature
Phone

(       )

Department Name & Address



Name (Print)


Signature
Phone

(       )

Department Name & Address



Name (Print)


Signature
Phone

(       )

Department Name & Address



Name (Print)


Signature
Phone

(       )

Department Name & Address



Name (Print)


Signature
Phone

(       )

Department Name & Address



Name (Print)


Signature
Phone

(       )

Department Name & Address



Name (Print)


Signature
Phone

(       )

Department Name & Address



Attach additional sheets for signatures, as necessary.

ATTACHMENT III

BREAKDOWN OF CHILD CARE GRANT BY PHASES

The amounts shown are for a center of 30 children.  The Phase II Grant will be increased by $450 for each child that the center expects to enroll over the initial 30.

Phase I

Articles of Incorporation (Reserve name and filing fee)
30.00

Tax Exempt Application Fee
25.00

Director’s Salary and Benefits (2 months prior to opening)
7000.00

Consultant Fees (Child care professional)
750.00

Accounting/Legal Consultation
750.00

Board of Directors Insurance 
1200.00

Advertisements/Brochures/Printing
400.00

· Phase I Subtotal
$10,155.00

Phase II

Telephone Installation and Deposit
300.00

Bookkeeping System (computer, accounting software)
2500.00

Playground Equipment
6500.00

Supplies [$30 per child]
900.00

Classroom Equipment/Minor Renovation ($250 per child)
7500.00

Curriculum (books, teaching aids [$30 per child])
900.00

Worker’s Compensation Insurance (2 months)
1500.00

Liability Insurance (6 months)
2500.00

Membership/Subscriptions
350.00

· Phase II Subtotal
$22,950.00

Phase III

Food (2 months [$80 per child])
2400.00

Director’s Salary and Benefits (2 months)
7000.00

Teacher’s Salary and Benefits (2 months)
5000.00

Petty Cash Fund (2 months)
400.00

· Phase III Subtotal
$14,800.00

Child Care Grant Total
$47,905.00
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