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Part 1.  Coalition Identification and Information  
 
Coalition 
Name: 

Early Learning Coalition of Manatee County, Inc. FEIN #: 65-0811318 

Address: 3526 9th Street West, Suite 200, Bradenton, FL  
34205 

Mailing Address  
(if different) 

 

Phone: 941-757-2900 Fax: 941-747-4528 
E-mail 
Address: 

PSharff@elc-manatee.org 

 
Chairperson’s Name Howard Veltz, CPA 
Address (if different than 
above): 

   3526 9th Street West, Suite 200 Bradenton, Florida 34205 

 
Executive Director’s Name: Paul Sharff 
 
Counties represented by 
Coalition: 

Manatee 

 
I hereby attest that all information provided in this plan is accurate and complete to the best of my belief and knowledge, and 
once approved, ensure that all services will be conducted in accordance with the approved plan.  I also ensure that the local 
services will be in compliance with all applicable Florida Statutes and Regulations, Florida Administrative Codes, Federal 
Statutes and Regulations, and any other requirements as stipulated by the Agency for Workforce Innovation/Office of Early 
Learning. 
 
Chair Signature:   Executive 

Director: 
 

     
Printed Name: Howard Veltz  Printed Name: Paul Sharff 
     
Date Signed:   Date Signed:  
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Part 2.  Community Plan 
  
Community Plan (s. 411.01(5)(c)1.g., F.S.) 
 
Section 1.  Vision  
Response Assessment: Information Only 
 
Our community will support high quality early care and education opportunities for all children and their families, 
understanding that it is the first years of life that a child's future educational success is determined.  
 
Section 2.  Mission  
Response Assessment: Information Only 
 
To provide school readiness programs that help all children develop the skills needed to achieve future educational success 
and to support the role of parents as their child's first and most important teacher.     
 
 
Section 3.  Community Needs Assessment  
Response Assessment: Evaluation 
 
►Section 3.1:  Introduction and Overview: 
 
Manatee County Profile: 
 
Manatee County is located on the southwest coast of Florida.   Encompassing 741 square miles, it is bordered on the north by 
Hillsborough and Pinellas Counties, on the east by DeSoto, Hardee, and Polk Counties, on the south by Sarasota County, 
and on the west by the Gulf of Mexico.  Manatee County has 150 miles of waterfront property, including 27 miles of beach, 
along the Gulf, Sarasota, and Tampa Bays and the Manatee River.  Six cities are located in the urban portion of the county.  
The two largest, Bradenton and Palmetto, are located along the Manatee River.  The four other municipalities are barrier 
islands and include Anna Maria, Bradenton Beach, Holmes Beach, and Longboat Key.  Port Manatee is the closest of the 
three Tampa Bay deep water ports and is ranked fifth among Florida's 14 seaports in total annual tonnage.  It is located at the 
hub of the metropolitan areas of Tampa, St. Petersburg/Clearwater, and Sarasota and is easily accessible by Interstates I-75 
and I-275. 
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Inland, the county is largely rural with an agricultural economy.  The unincorporated community of Parrish in northeastern 
Manatee County is developing rapidly, as are the residential areas surrounding Interstate 75, which serves as the major north-
south corridor through the county.    
 
Business and Economy: 
 
The Greater Bradenton area continues to be one of the fastest growing regions in the nation, with a five year growth rate of 
12.2%.  This continues to be about 3% faster than the growth rate of the state. 
 
The unemployment rate in December 2007 was 4.4%.  During the 9 month period January-September 2008, the rate 
increased by 3.0%. 
 
The service and retail industries account for 65.4% of the employment in Manatee County.  Both are supported in part by the 
$250 million eco-tourism and multi-million dollar retirement industries.  Manufacturing and agriculture also contribute 
significantly to the prosperity of the county.  The largest manufacturing employers are Tropicana Products, Hoveround 
Corporation, Pierce Manufacturing, Inc., Team Edition Apparel and Eaton Corporation.  Approximately 11,000 individuals are 
employed in manufacturing in the county. 
 
Non-manufacturing organizations employee approximately 13,000 individuals. The largest of these include Manatee County 
School Board (7,000 employees) , Manatee County Government, Bealls, Inc., Manatee Memorial Hospital, Blake Medical 
Center, Manatee County Sheriff’s Office, City of Bradenton, Gevity HR, SYSCO, Manatee Community College, and IMG 
Academies / Bollettieri.  
 
  Employment by Industry: 

Industry Sector % of Total Employees % of Total Wage Average Annual Wage
Administration and Support Services 7.1% 15.9% $29,543 
Retail Trade 12.0% 9.9% $24,486 
Health Care and Social Assistance 8.6% 11.4% $38,808 
Manufacturing 3.6% 11.1% $47,853 
Accommodation and Food Service  6.1%  3.6% $15,928 
Construction  19.8%  9.0% $42,697 

Professional and Business Services                       19.8%                                     23.6%                                         $33,740 
Professional, Scientific and Technical Services      11.8%                                       4.7%                                          $49,987    
 
Source:  Economic Development Council 
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The median household income in Manatee County in 2007 was $49,076, according to Decision Data Resources 
February. 2008. 
 
Agribusiness is central to the county’s economy. 55% of the land in Manatee County is dedicated to agriculture that includes 
the fishing industry. An estimated 6,000 people are employed in the agricultural industry, which generates more than $300 
million in annual sales.  The top agricultural commodities, vegetables and livestock, flourish on 91% of the county’s nearly 
260,000 acres of farm land which produces $620,131,450 in agricultural cash receipts. 
 
Reflecting a national trend, the number of Hispanic-owned businesses in Manatee County is growing faster than the rate for 
other companies.  The 2005 U.S. Census Bureau reports that Manatee County now ranks number 14 in the number of 
Hispanic-owned businesses. 
 
Education: 
 
The Manatee County school district had a total enrollment of over 25,000 students in 2002, and current enrollment is more 
than 42,352 in 2007.  A sales tax initiative passed in 2002 that has raised approximately $375 million to build new schools and 
renovate existing ones.  The school district consists of thirty-four elementary schools, ten middle schools, seven high schools, 
eight charter schools, and one technical institute with two branches.  Magnet programs are offered at ten schools. Manatee 
County is the first school district in the state to receive the Office of Program Policies and Governmental Accountability 
(OPPAGA) Seal for best financial management.   
 
Data provided by the Manatee County School District reveals the following picture of education in the County: 
  Number of kindergarten students 2007-2008:  3,447 
  Number of repeating kindergarten students 2007-2008:  272 
  Number of Exceptional Student Education kindergarten students 2007-2008:  414 
  Number of Limited English Proficiency kindergarten students 2007-2008:  859 
  High School graduation rate: 2003-2004:  70%; High School graduation rate 2004-2005:  81.5% 2006-2007: 78.7% 
  High School Drop Out rate 2004-2005:  2% 2006-2007: 1.3% 
  Percentage of LEP students in the District:  10%  
  Percentage of ESE students who are employed or go on to continuing education programs after completing high school:  
        60% 
 
The Manatee County School District was graded as a “B” district for both the 2004-2005, 2005-2006 and 2006-2007 school 
years. 
 
Department of Education data for the 2004-2005 DIBELS kindergarten screening revealed that 3,013 children in Manatee 
County were tested.  They were scored in the moderate risk level for initial sounds and high risk for letter naming fluency.  
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A number of resources exist for higher education.  The University of South Florida operates one of five campuses that serve 
both Manatee and Sarasota Counties.  Manatee Community College, New College, Ringling School of Art and Design, Eckerd 
College, Keiser University, Lake Erie College of Osteopathic Medicine, Argosy University, Stetson College of Law, University 
of Miami at IMG Academies, Webster University, Goshen College and provide educational opportunities in Manatee or 
nearby. 
 
Manatee Technical Institute provides a wide variety of technical training programs in many trade areas. MTI has received 
National recognition at the Skills USA Completion receiving 92 medals for Skills and Leadership.    
 
 
2008 College Entrance Exam Scores 
SAT Manatee Florida United States 
Math 502 497 515 
Writing 478 481 494 
Reading 500 496 502 
Total 1480 1474 1511 
Source:  Manatee County School Board, August 2008 
 
Health Care: 
 
Manatee County residents have access to three major hospitals:  Blake Medical Center, Lakewood Ranch Medical Center, 
and Manatee Memorial Hospital.    Additionally, Manatee Glens provides psychiatric and mental health services, substance 
abuse treatment, a children’s treatment program, an access center, and outpatient detoxification services. 
 
Seventy percent of the area’s physicians, nearly 440, are registered with the Manatee County Medical Society.   
 
Housing: 
 
Housing costs and availability are central to discussion of the profile of Manatee County.  The median price of a house in 
September 2008 was $218,792. This is a 67% decrease in house prices since January of 2006. Declining house prices are 
making homes more affordable. The average rental in the Bradenton area in 2008 is reported to be $871 per month compared 
to the State average $966. 
 
The 2005 community needs assessment of the farmworker community revealed 52% of the respondents reported their 
housing, duplexes or triplex units, to be employer provided.  The remaining respondents reported their housing to be, in 
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descending percentages, mobile homes, single family residences, dorms, apartments, or motels.  The surveyors observed 
that approximately 66% of the housing evidenced health and safety concerns.  
 
Transportation: 
 
The Manatee County Transit Authority (MCAT) is the county’s public bus line.  The County’s rapid growth has put a severe 
strain on existing roadways and has generated the need for additional roads.  County leaders are grappling with the need for 
additional roads while budget constraints reduce their ability to move forward as quickly as needed to serve the growing 
population. 
 
Community Strengths: 
 
In 1990, the voters of Manatee County passed a referendum establishing a dedicated millage for children’s programs serving 
abused, neglected, abandoned, at-risk, and economically disadvantaged children.  Since 1991, over $50,000,000 has been 
allocated to non-profit agencies to provide prevention and treatment programs and services for children birth through 17 years 
of age who are at-risk, economically disadvantaged, neglected, abandoned, or abused.  Through recommendations from the 
Manatee County Children’s Services Advisory Board to the Board of County Commissioners, in fiscal year 2006-2007, One 
hundred three programs were funded in the amount of $7,098,506, serving over 56,654 children. The dedicated millage has 
increased the number of families who receive financial assistance for child care and provides for more flexibility in eligibility 
requirements.  Further, the millage allows for additional services to young children, including developmental screenings, 
referral services when a delay is suspected, speech therapy, and mental health services, and it also allows for additional 
training for family childcare providers.  
 
Since in 1999, the United Way of Manatee County and Manatee County Government have jointly funded a Program Outcome 
Measurement Project to ensure that services to children and families in the community are delivering high quality programs.  
In addition, the United Way and Manatee County Government have developed a joint funding application to streamline the 
funding process for agencies. 
 
The Whole Child Project focus is on prevention services to children birth to five and their families. They community resource 
operates as partnership of local government, civic organizations, funding agencies, service providers, the faith community, 
and families.  The project has strengthened the commitment to provide an integrated web based service delivery system. 
 
The Early Learning Coalition of Manatee County: 
  
The Early Learning Coalition of Manatee County is a 501© (3), incorporated since 2000.  The Coalition contracts with several 
service providers as well as provides services directly.   The coalition is responsible for School Readiness and VPK eligibility 
and enrollment, provider payments, provider scholarships, and child health services for Manatee County. Parenting services 
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are provided by Family Partnership. The Coalition is responsible for training, technical assistance and monitoring for school 
readiness and VPK providers. The coalition administrative office is responsible for SR and VPK agreements, Child Care 
Resource and Referral services and quality initiatives, including inclusion services, behavioral training services and early 
literacy.  
In Manatee County, school readiness child care services are provided to eligible children between the ages of birth through 
twelve (children 11 and 12 non-mandated to receive services must have a younger sibling in care) and special needs children 
between the ages of birth through seventeen.  
 
Section 3.2:  Demographic Information 
 
General Population Data: 
 
Reviewing population data in chart form provides a snapshot of the growth of Manatee County from 1999 to 2007.   
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The charts that follow, also from the Economic Development Council, reflect various demographic statistics as of December 
2007.  
 
 
 

Age 
 

Population 

0-14 57,612 
15-24 37,026 
25-44 76,567 
45-64 80,552 
65+ 71,917 
Total 323,674 

 
 
 
 

CITY POPULATIONS 
City 

 
Population 

Anna Maria 1,854 
Bradenton 53,662 

Bradenton Beach 1,549 
Holmes Beach 5,071 
Longboat Key 2,605 

Palmetto 14,002 
Unincorporated 244,931 

TOTAL 323,674 
 
The data from January 2008, compiled by Decision Data Resources and published by the Economic Development Council, 
found the median age in the County to be 42.8, with nearly 54% of the population in the prime working age group of 18-64.   
The average household size is 2.26, with 74% of the population living in unincorporated areas. 
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Since 2002, the county’s population has grown by more than 36,000, with much of the new growth in the east Manatee. 
County leaders must manage the increased need for roads, water, and other services.  
 

POPULATION COMPOSITION BY ETHNICITY 
 
 

2007 
 

Percentage 

White 83.5% 
Black 8.1% 
Asian 1.6% 

Native American 0.1% 
Other 6.7% 
Source: Decision Data Resources, Jan. 2008 

  
Observation:  Comparative data indicates that in 2000, the documented Hispanic population represented 9.3% of the  
Total county population, whiled in 2004, the population increased to 10.8% of the total and in 2007 it increased to 12.8%. 
 

POPULATION COMPOSITION BY GENDER 
2008 Population Percentage 

Males 151,862 48.9% 

Females 159,240 51.1% 
Source:  Decision Data Resources, Jan. 2008 

 
U.S. Census Bureau data from 2007 reveals the following additional information: 
▪Manatee ranked 196th on the US Census Bureau’s list of the highest population increases and is currently the 17th most 
populous county in the state. 
▪Of the 128,562 households, 23.4% had children under 6 years of age. 
▪8.1% of families were below federal poverty level 
▪14.5%, (45,420 people) of the county’s population speaks a language other than English at home.  Of that population,  
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  63.3% speak Spanish. 
 
In 2004 projections indicated that 24.8% of the population of Manatee County will be of child bearing/parenting age in 2010. 
Teen parents are declining.  
 
A 2005 needs assessment of farm worker communities revealed that there are more than 18,000 farm workers in Manatee 
County.  Most consider Manatee home because Florida is considered a “sending state.”  Of 525 surveys conducted as part of 
the needs assessment, 76% of the respondents were Mexican born.  The average family size was 6.8 persons, and a third of 
the households had school age children, an average of 2.5 per house.   
 
 
 
The Children of Manatee County: 

 
A 2007 profile of Manatee’s children reveals the following information: 

 Total White Non-white 
Total population 313,298 262,790 66,214 
Number of children under age 18 65,195 47,881 23,820 
Children age 0-4 18,507 12,869 8,040 
Children age 5-9 17,275 12,639 5,832 
Children age 10-14 18,151 13,974 6,326 
Children age 15-19 11,262 8,399 3,622 

                               2007 Florida Charts.com 
 
Reflecting the changing population in Manatee County, 2007 data from the U.S. Census Bureau shows that there were 18,507 
children under five years of age. 
 
In 2004 approximately 65% of the total births were to women between 15-19 years old, with 14% of babies born to women 
under the age of 18.  In 2006 191 or 4.6% births were to parent under the age of 18 while there were an additional 366 births 
to parents from 18 to 19 years of age. Birth rate indicators reveal that there were 4,139 births in Manatee County in 2006. 
 
In 2007, 2,151 of 4133 children were born to unmarried women, with 507 of those children born to unmarried women under 
the age of 20 (211 to women under the age of 18). 75% of those 507 (17.8% of the total births) were born to white women and 
25% were born to non-white women (5.8% 0f total births).  A total of 2,067 of the children born in Manatee County in 2007 
received early pre-natal care which is 66.5% of the total births.  Low birth weight births accounted for 171, or 7.9%, of the 
births. There were 31 infant deaths in 2006, with a mortality rate of 6.3%.   
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Child well being data from 2007 reveals that 45 children between the ages of 1-14 died, and 142 children between the ages of 
15-19. During the period 2003-2004, 3,071 delinquency cases were received by the Department of Juvenile Justice. 
 
Data from 2006/2007 indicates that 42.8% of the school population (03-04 was 40.2% 04-05 was 45% and 05-06 was 47.4%), 
were eligible to participate in the free or reduced lunch program.  More current data (Head Start Community Assessment, 
2005) reveals that of the 2,917 kindergarten children in Manatee County live in families that meet the federal guidelines for the 
free or reduced lunch program.  Data from February 2007 revealed that there were 3,477 children in kindergarten, an increase 
of 19 children from 2006. This equates to more than 2,900 low income children in kindergarten. 
 
As of 2005 Almost 60% of the farmworker children attend grade school, and 25% of the total number of children participating 
in after school activities. 
 
County data shows that 90% of children start receiving immunizations at less than 4 months of age.  Between 80-84% of 
infants are up to date for immunizations at 12 months of age.   
 
►Section 3.3: Early Learning Services in Manatee County: 
  
● School Readiness Services: 
 
In 2007-2008, the Early Learning Coalition of Manatee County served up to 3,473 children. The year ended with an enrollment 
by age of 6.5% infants, 13.5% 2 year olds, 37% preschoolers, and 31% school age children. 
 
The charts that follow are provided by Resource Connection for Kids: 
 
 
 

Enrollment by Age by Month, 2004-2005 
 Infant Toddler Two Yr  Preschool School-age Total  

Jul 04 92 188 219 699 513 1,711 
Aug 04 112 214 250 553 770 1,899 
Sep 04 126 237 258 608 747 1,976 
Oct 04 164 257 325 703 844 2,293 
Nov 04 184 261 340 764 854 2,403 

 Infant Toddler Two Yr  Preschool School-age Total  
Dec 04 164 249 330 765 830 2,338 
Jan 05 165 267 300 762 820 2,314 
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Feb 05 184 274 322 944 806 2,430 
Mar 05 190 309 326 923 828 2,576 
Apr 05 178 330 336 957 820 2,621 
May 05 161 322 329 940 810 2,562 
Jun 05 163 302 341 943 775 2,524 

 
 
The average number of children in care by provider type by settings for 2004-2005 was as follows: 
 

Provider type # of Children (average) 
Licensed centers 2009 
Exempt center 183 
Licensed Family Child Care Homes 82 
Registered Family Child Care Homes 105 
Informal Care 4 

 
A total of twelve early care and education providers were gold seal rated during the 2007-2008 program year.  
 
 
Providers deliver services through a purchase of service contract with the service provider or through a voucher certificate.  In 
Manatee County, a larger percentage of families chose to receive services through a contracted provider as evidenced in the 
following report for 2007-2008: 
 

Provider Type # of Providers # of Children 
Purchase of Service Agreement 
(contract) 

40 1243 

Voucher Certificate 173 1341 
 
 
 
 
 
 
 
Wait list data for the 2 year period 2003-2004 and 2004-2005 is reflected in the following chart:   
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Two Year Waiting List by Month
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Wait list numbers for 2007-2008 average to be 1411 children 
 
Child Care Resource and Referral: 
 
In 2007-2008, 2,610 families received child care resource and referral services.  In addition, 60 new providers were added to 
the data base, including 15 registered family childcare homes, 1 Head Start center, 8 licensed family childcare homes, 10 
licensed childcare centers, 2 summer only providers, 2 license exempt school age programs, 2 informal providers and 31 
potential providers. 
 
Data effective June 2008 reports the number of child care providers and actual capacity to be as follows: 

Childcare Providers and Actual Child Capacity (June 2008) 
 

Type of Provider # of Providers Average Capacity 
Family Childcare Home – Registered 81 564 
Family Childcare Home -  Licensed 29 250 
Licensed Exempt Childcare Center 18 2,176 
Licensed Childcare Center  88 7,619 
Licensed School age only 69 6,119 
Licensed Exempt School age only 39 5,268 
School Based School Readiness   
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Type of Provider # of Providers Average Capacity 
Head Start 6 693 
Total:   

 
Increasing the number of infant care providers, recruiting additional providers on the east side of the county, and increasing 
the availability of providers offering extended day or odd hour care represent challenges facing the Coalition. 
 
▫Non-Direct Services: 
 
Manatee County provides a variety of services, including crisis management, inclusion services, developmental screenings, 
and health services.  The following statistics provide an overview of services provided during the 2004-2005 program year: 
                    731 referrals made to community resources 
                    115 families received crisis intervention services 
                    476 contacts made to special needs populations (migrants, teen parents; domestic violence victims, etc) 
                    425 technical assistance contacts by the Inclusion Specialist 
                    519 assessments/consultations by the Inclusion Specialist 
                  1037 children received the initial 60 day screening 
                  2702 children received the semi-annual screening 
                    642 children scored below the cut off in any domain  
                    310 children received a Level II screening        
                    185 received a Level III screening 
                    687 children received a hearing screening and 84 were referred for further screening 
                    659 children received a vision screening and 46 were referred for further screening   
                    190 children received a speech/language screening and 125 were referred for further screening 
                    3,305 total children screened 2007-2008 
  
▫Quality Assurance Services: 
During 2004-2005 program year, 69 assessments were completed, using the Environmental Rating Scale appropriate to the 
program.    The average assessment score was 5.3, with 37.7% of all assessed providers reaching 6.0 or greater.  Sixteen 
providers increased the quality of the program as determined by assessment scores between the first and second 
assessments and two providers were assessed with a decrease in the quality of their program as determined by the scores 
between the first and second assessments. 
 
Quality Assurance services in Manatee County also include behavior training services for children, parents, and teachers, 
early literacy services, Caring for Kids/Library Services, Infant and Toddler Services, and mentoring, assessment, technical 
assistance activities provided by Early Learning Resource Specialists, who are Manatee County School Board staff. 
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●Voluntary Pre-Kindergarten 
From July 2007 to June 2008, Manatee County has served an average of 2,000 children in the VPK program in 120 sites, 
including private and school board sites.   As consistent throughout the state, enrollment during the initial session was lower 
than projected.  Outreach and awareness activities have included posters placed in numerous social service and health 
entities throughout the county, direct mailings, and use of the media.  The Coalition maintains a collaborative relationship with 
the Manatee County School Board regarding VPK. 
 
●Head Start 
 
In 2007-2008, Head Start maintained 33 pre-school classrooms and served 563 children.  Additionally, 50 children were 
served by Early Head Start.  There were 223 3-5 year old children on the Head Start waiting list in 2004 and an additional 74 
children on the Early Head Start waiting list during that year. 
 
The 2005 Head Start Community Assessment states that there were 5,800 children age and income eligible for Head Start 
services.  The income-eligible families predominantly reside in the zip codes where Head Start centers are located. 
 
 
►Section 3.4:  Special Populations: 
 
Children with Disabilities: 
 
A 2004 report from the Florida Agency for Persons with Disabilities identified 250 children under five years of age in Manatee 
County who were receiving some type of service that would fall within the disability parameters.  Another 342 were waiting for 
services. 
 
There were 30 children with autism receiving services and 121 on the wait list, 22 children with cerebral palsy receiving 
services and 146 on the wait list.  Mental retardation and spinal bifida represented a small percentage of children identified, 
with a one to three ratio of children receiving services to those children on the wait list. 
 
The largest category for children with disabilities is “High Risk/Other”, which includes all disabilities not specifically identified.  
In that category, 190 children received services in 2004, while 21 remained on a wait list. 
 
Approximately 12% of children in the school system can be identified as having a delay or disability, primarily speech or 
language delays and behavioral or social/emotional concerns. 
 
Teen Parents: 
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There has been a decrease in the number of teen parents in Manatee County.  Data provided by the Manatee County Health 
Department, reflects the decline:  

 
In 2007, 
• 10 births to teens under the age of 15 
• 575 births to teens ages 15–19 
• 133 Repeated births for teens ages 15-19 
 
In 2006,  
• 8 births to teens under the age of 15 
• 549 births to teens ages 15-19 
• 128 Repeated births for teens ages 15-19 
 
In 2005, 
• 8 Births to teens under the age of 15 
• 489 Births to teens ages 15-19 
• 119 Repeated births for teens ages 15-19 
 
In 2004, Manatee County ranked 56th out of 67 counties (with 1 being the best) in births to teens aged 10-14years 
• 9 births to teens under the age of 15 
• 494 births to teens ages 15-19 
• 109 repeat births to teens ages 15-19 

 
In 2003, Manatee County ranked 56th out of 67 counties 
• 7 births to teens under the age of 15 
• 487 births to teens ages 15-19 
• 123 repeat births to teens ages 15-19 

 
In 2002, Manatee County ranked 59th out of 67 counties 
• 12 births to teens under the age of 15 
• 463 births to teens ages 15-19 
• 102 repeat births to teens ages 15-19 

 
The following chart demonstrates the teen pregnancy rate both in Manatee County and statewide: 
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Source: Florida 
Department of Health 

 
Homelessness:   

 
Statistics from the 
2007 Homeless 
Coalition served 1,017 

new unduplicated clients at 
the Open Door Program respondents found there were 519 individuals, or 37.7%, under the age of 18. According to Manatee 
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County School Board Project Heart reports that in the 2006-2007 school year 2,171 children were homeless in our community 
and 1,811 are school age children enrolled in Manatee County Schools  
 
 
Section 3.5: Community Resources, Needs, and Concerns:  
 
Community Resources:   
 
There are numerous providers that offer an array of services meeting a broad range of needs within Manatee County, 
including: 
     Early Steps, which provides early intervention services to the birth to three population.  Statistics from June 2004  
     identified 1,018 children in the county who received EIP services in the last year.  Almost half, 45%, of those children  
     were discharged to the school district.  38% were lost to follow up. 
 
    Children’s Medical Services addresses the medical needs of the children ages birth to 21 with special health care  
    needs.  
 
    Easter Seals of Southwest Florida provides services to children under the age of 6 who have a diagnosed disability.   
    Children’s Haven also provides services to children with disabilities.   
 
    Manatee Glens provides mental health services to children under the age of 5 and has seen substantial growth in the   
    number of referrals.   
 
    Healthy Families and Home Instruction for Parents of Pre-School Youngsters (HIPPY) provide parenting education   
    through groups as well as in-home parenting instruction. 
 
    The Family Partnership Center (FPC) also provides parenting education through groups, in-home parenting  
    instruction, and seminars and workshops. In 2007 FPC serves 1,100 families, or approximately 2,000 children ages   
    birth through 17 as well as teen parents. 
 
    The Healthy Start Coalition provides parent support. 
 
    Hope Family Services provides parent education as it relates to domestic violence. 
 
Manatee Children’s Services provides parenting education for those caring for children under 18 years of age. 
 
Momm’s Place at Manatee Memorial Hospital provides parent education and support for new mothers. 
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While this list is not exhaustive, it does serve to represent the types of services available to meet the needs of children and 
families. 
The Whole Child Project Manatee links the above mentioned services and many others in an integrated, web-based delivery 
system to provide access to services for children 0-5 and their families.  The objective of the project is to provide an easily 
accessible, comprehensive system of information regarding programs and services available in Manatee County and to the 
reduce fragmentation of services.   
 
 Needs of Children and Families: 
 
Although the unemployment rate is low, the wage scale in Manatee County is primarily based upon a service economy.  
Employees who work full time but receive a low pay rate may be unable to support a household as single parent or sole 
provider of a family.  Many workers must work more than 40 hours per week to meet monthly expenses.  Area housing costs 
are beyond the means of individuals in low paying jobs. 
 
A survey of Head Start families conducted in 2005 revealed that most households have at least one full time employee, but 
the family still falls within federal poverty guidelines. 
 
Numerous issues face children in the farm worker community.   The needs assessment referenced previously found that 42% 
of the children are 4 years of age or younger.  Two-thirds of the children do not attend a child care program, with 42% of the 
survey respondents reporting that cost is the primary obstacle, and 20% citing night and weekend care as a major obstacle.  
Additional issues found during the survey included poor housing, the need for parks and recreation, laundry facilities, and pay 
phones.  Limited transportation, affordable health care, drug and alcohol use in the farm worker community, immigration 
issues were also cited as concerns.   Thirty-nine per cent of the farm workers surveyed rated their housing as “good”.  The 
majority rated their housing as fair, poor, or very poor.  Almost all respondents indicated a willingness to move to rental units 
developed for farm workers.  
 
During the period of July 1, 2005 through April 10, 2006, Resource Connection for Kids provided referrals for 3,155 infants 
and toddlers.  The total capacity for infants and toddlers within the community during that same period was 1,425.  Although 
children move in and out of care, frequently families are faced with the availability of only one or two openings county-wide.  
Often, the openings are not practical for families as they involve a significant amount of driving time to access the service, or 
the hours of service do not meet the needs of families.  The demand for infant and toddler care has grown rapidly in the 
eastern section of the county and the development of additional early learning resources has lagged behind. 
 
 Concerns Identified by Social Service Providers: 
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In March, 2005, Head Start released a report that summarized the results of a study of social service providers that identified 
some of the major issues that obstruct the delivery of needed services to Manatee County children and families. 
The problems of homelessness and the lack of affordable housing for families who are low income continue to impact all 
service areas.  The number of children in the school system who are identified as homeless is increasing. 
 
Child health indicators reveal that children’s health is a major concern.  A capacity survey completed by the Whole Child 
Project found that the lack of pediatric dentists, especially those who accept Medicaid, is a significant concern.   
 
There are insufficient speech therapists, especially bi-lingual practitioners, in the county.  The restriction in billable hours for 
clinicians and therapists who must travel or meet with other providers and parents or who must participate in case 
conferences, but who are not able to bill for that time, is also a barrier to providing quality services. 
 
The lag time between identifying children who need special services and having those children evaluated is a problem in 
Manatee County.  Unless a severe emergency exits, the school system wait period before providing an evaluation is up to six 
months.   
 
Mental health services have been identified as an area lacking expertise or resources.  There are few therapists who have the 
specialized training necessary to work with young children.   
 
Often, the young children who are identified with a developmental delay enter the school system without having received 
needed services.  This means that the chance of those children being ready for school upon entering kindergarten has been 
compromised.  
 
►Section 3.6:  Summary: 
 
Analysis of the data in the Community Assessment reflects gaps or needs in the following areas: 
  ● Infant and young child mental health services 
  ● Transportation 
  ● Affordable housing 
  ● Availability of child care for infants, providers on the east side of the county, and extended day or odd hour care 
  ● The wait list for child care services 
  ● The wait list for diagnostic evaluations for education all purposes 
  ● Enhanced services to improve quality 
 
While it is not the mission of the Early Learning Coalition to address all issues facing the county, the Coalition is an active 
participant in community wide activities and strives to link with as many entities as possible to holistically meet the needs of 
children and families.  
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The Early Learning Coalition of Manatee County is currently engaged in a strategic planning initiative.  The process has 
brought together Coalition board members, who by serving on the board are representative of the wide range of the 
community, staff, and key stakeholders in the community, including representatives of the Family Partnership Center, 
Manatee Glens, the Whole Child Project, Manatee Children’s Services, Early Steps, and others.  The strategic planning 
process and the resulting strategic plan will not be completed until June, 2006, and it is possible that goals and priorities for 
the Coalition may change at that time.  However, discussions to date indicate that the community will likely be moving toward 
a greater emphasis on quality enhancement projects, diversification of programming, and consideration of ensuring that the 
early care needs of our youngest children are prioritized.  It is therefore important to note that as the following elements are 
addressed, the changes that are reflective of Manatee County’s growth may soon be incorporated into a new community plan. 
 
►Section 3.7: Sources of Data: 
 
Manatee Chamber of Commerce 
Manatee Economic Development Council 
Head Start 
Healthy Start Manatee 
Manatee County Health Department 
Manatee County Government, Community Services Department; Children’s Services Annual Plan Fiscal Year 05/06 
Kids Count Data Books 2004 and 2005 
Resource Connection for Kids 
Whole Child Project Manatee 
Latino American Community Assessment 
US Census Bureau 
US Department of Labor, Bureau of Labor Statistics 
Agency for Workforce Innovation 
Florida Charts.com 
Bradenton Herald 
 
Section 4.  Coalition Priorities    
Response Assessment: Information Only  
 
Priority Description Priority Addresses this Community Need Element Where 

the Priority is 
Addressed 
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1. Development and implementation of a 

community wide Quality Rating System 
The current level of quality in early learning 
services provided in Manatee County 

1.9.2 and 5.1.1 

2. Educate and communicate to providers, the 
community, practitioners, and businesses 
about the  importance of a Quality Rating 
System to help families become more 
effective consumers of quality early learning 
services 

Educate and communicate to providers, the 
community, practitioners, and businesses 
about the value of a Quality Rating System 
as a part of developing a communication and 
educational strategy to help families become 
more effective consumers of quality early 
learning services.  The coalition will use 
community feedback and the Quality 
committee to define and design program 
specifics with goal of implementation by July 
01,2010.  

5.1.1 

3. Decrease the School Readiness waitlist by 
increasing match funds and verify eligibility of 
children currently receiving services 

The current level of CCEP funding may be 
increase through leveraging of current funds 
to increase the ability to serve additional 
children and reduce the wait list.  

 

 
 
Part 3. Coalition Governance 
 
Section 0.1 Board Operation 
 

0.1.1. Does the Board membership (included in Attachment 0.1.1) adhere to statute and policy requirements?  
(s. 411.01(5)(a)4-7., F.S.)(OEL File # 206.01, OEL File # 206.02 , OEL file # 206.03, OEL file # 206.04)  
Response Assessment: Evaluation 
 

  Yes  
 

  No, and the following describes how the coalition will completely conform to the requirement:  
 
0.2.1. Is the coalition organized as a corporation? (s. 411.01(5)(d)4.i, F.S.) (OEL File # 206.10)  
Response Assessment: Bylaws and Articles of Incorporation/ Evaluation, Organizational Chart/ Information 
Only 
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  Yes, and copies of the bylaws, articles of incorporation, and organizational chart are included in Attachment 
0.2.1.A, B, and C. 
 

  No 
  
0.3.1. Does the coalition have a process in place to address board and personnel complaints?  

Response Assessment: Demonstration 
 

  Yes  
 

  No, and the following describes how the coalition will develop a process:. 
 
 
Part 4.  Program Elements 
Section 1.  Program Administration 
 
1.1 Support Services  
 
1.1.1 Does the coalition directly provide for or does the coalition contract for the following services:  systems support 

services, such as, an early learning resource and referral, eligibility determinations, training of providers, Inclusion 
Warm Line and parent support and involvement?(s. 411.01(5)(d)4.g., F.S.) (s. 402.3018(2), F.S.)  
Response Assessment: Evaluation 

 
  Yes, the coalition maintains overall control of systems support services provided by the coalition or other entity(ies). 

 
 

  No, and the following describes how the coalition will completely conform to the requirement: 
 
 
 
  

Service Provided by 
Coalition 

Provided by other Entity(ies), (NAME)s 

Resource and Referral     
Eligibility Determination     
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Service Provided by 
Coalition 

Provided by other Entity(ies), (NAME)s 

Provider Training     
Parent Support and Involvement     And Family Partnership Center 

Inclusion Warm Line     
Reimbursement    

Other: Behavioral Health,  
Health Services 

  

Literacy and Quality Initiatives   
 
1.2 Single Point of Entry and Unified Waiting List  
 

1.2.1. Does the coalition adhere to the single point of entry and unified waiting list established in statute and rule?(s. 
411.01(5)(c)1.e., F.S.; s. 1002.53(4)(a), F.S.)(60BB-4.300)  
 
Response Assessment: Evaluation 

 
  Yes 

The coalition has installed all required single point of entry software and received training through AWI/OEL on the use 
and implementation of the single point of entry.  Families may access Enrollment and Eligibility services by completing 
an on-line application available through the state web-site as well as the local coalition  web-site, through telephone 
contact or in-person.  Daily, information from the statewide system is reviewed for placement on the unified waiting list 
as appropriate.  The local coalition web-site application provides direct submission of the application for Enrollment and 
Eligibility and placement of information on the unified waiting list maintained in EFS. The coalition will contact all 
applicants to inform them of their eligibility status.    

 
The unified waiting list is maintained in the EFS system by date of request for service and priority of enrollment 
eligibility.  Typically the unified waiting list includes only those families who are eligible for working poor services as all 
At Risk and TANF eligible families receive priority placement.  As funding is available for working poor eligible families, 
children are placed into care based on the chronological order of the waiting list.  In the event that funding requires a 
waiting list for eligibility categories other than working poor, the coalition priority of eligibility would be used for 
placement by chronological order.  
 
Any family needing assistance locating child care will be referred to Resource and Referral at the Coalition. 
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  No, and the following describes how the coalition will completely conform to the requirement:  
 
1.2.2. Do parents apply for VPK and School Readiness services for their children through the single point of entry 
system? (s. 411.01(5)(c)1.e., F.S.; s. 1002.53(4)(a), F.S.)   
Response Assessment: Evaluation 
 

  Yes 
Families seeking VPK services complete an application for services through the single point of entry statewide web-
site, local coalition web-site, or in-person during regular business hours or special roundups conducted prior to summer 
and fall sessions.  Families receive basic resource and referral services through an interview or written materials.  
Based on family need, other services are provided including enrollment or placement on the waiting list for school 
readiness services.  Families are provided a complete listing of eligible VPK providers and encouraged to visit a variety 
of providers prior to enrollment or families may request an individualized list of VPK providers.  Upon enrollment with a 
VPK provider, information is forwarded to the coalition provider payment department and the enrollment completed. 

 
All families seeking Child Care Resource and Referral services are provided with a custom list of providers based on 
the family needs and other assistance identifying other community services that match their need for additional 
resources. Families seeking school readiness services also complete an application for services through the single 
point of entry system.  As funding is available, the family is seen for an eligibility interview. If eligible, the family is 
encouraged to visit a variety of school readiness providers prior to making a determination of the provider.  If the family 
has already selected their service provider or at the time the service provider is selected, and the service provider has 
the appropriate openings, the enrollment process is completed. 
 

  No, and the following describes other points of entry and how the coalition will completely conform to the single 
point of entry requirement.   
 

1.3 Eligibility and Enrollment Processes  
 

1.3.1. Does the coalition adhere to eligibility priorities established in statute and rule? (s. 411.01(5)(d)4.d., F.S.; s. 
411.01(6), F.S.)(60BB-4.200-207,209)   
 
Response Assessment: Evaluation 

 
  Yes 

 
  No, and the following describes how the coalition will completely conform to the requirement 
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1.3.2. Has the coalition established additional eligibility priorities? 
Response Assessment: Demonstration 

 
  Yes. School-age children between the ages of 6 -12 must have a younger sibling receiving services to be eligible 

for extended day and extended year services.  The exception to this eligibility priority is for those school age children 
ages 6 to 11 year old children who are TANF and At Risk eligible. Qualifying special needs children are eligible for 
service through the age of 17.  

 
   No, and the following describes how the coalition will completely conform to the requirement     
  

1.3.3. Does the coalition adhere to the VPK eligibility documentation requirements as outlined in policy OEL-PI-0013-
05?   
Response Assessment: Evaluation 

 
   Yes, Please see Attachment 1.3.3: VPK Documentation of Eligibility 
 
   No, and the following describes how the coalition will completely conform to the requirement 
 

 
1.3.4. Has the coalition established VPK eligibility determination and enrollment procedures? (OEL-PI-0014-05)  
Response Assessment: Demonstration 
 

  Yes, and the procedures are included in Attachment 1.3.4. A. and Attachment 1.3.4. B. 
 

  No, and the following describes why:  
 
1.4 VPK Verification of Attendance Procedures 
 

1.4.1. Does the coalition adhere to statutes and policies regarding verification of attendance for VPK? (s.1002.71(6)(b), 
F.S.)(OEL File # 510.04) 
Response Assessment: Evaluation 

 
   Yes See  Attachment 1.4.1.: VPK Verification of Attendance  
 
   No, and the following describes how the coalition will completely conform to the requirement:  
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1.5 Payment Rates   
 

1.5.1. Coalitions are required to establish payment rates that encompass all programs funded by the coalition and take 
into consideration the most current market rate survey.  A copy of the most current payment rate is included in 
Attachment 1.5.1.  (s. 411.01(5)(e)2, F.S.)(OEL File # 400.02)   
 
 
Response Assessment: Evaluation 
 

1.6 Sliding Fee Scale  
 

1.6.1. A sliding fee scale, which is used to determine each family's contribution to the cost of early learning, must vary 
based on income and the size of the family.  A copy of this sliding fee scale for early learning services is provided as 
Attachment: 1.6.1.  (s. 411.01(5)(d)4.a, F.S.)(45 CFR 98.42)  
   
The Coalition fee scale does not require families to pay a fee that exceeds 15% of the family income.  
 
 
Response Assessment: Evaluation 

 
Does the coalition use factors in addition to income and the size of the family to determine the Sliding Fee Scale? 
 

  Yes, and the following describe any additional factors that will be used: A reduction of the family’s contribution may 
be requested by the protective services case worker on behalf of an at-risk family for a limited period of time and based 
on criteria outlined in F.A.C. 60BB-4.400.  
 

  No 
 
1.7 Extended Day and Extended Year Services to Support Self-Sufficiency  
 

1.7.1. Describe the coalition process for providing, coordinating, and increasing the availability of extended day and 
extended year services. (s. 411.01(5)(c)1.b., F.S.)   
Response Assessment: Evaluation 

 
 Identify expected results relative to this element in the chart below:  
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 1.7.1. 
Extended 
Day and 
Extended 
Year 
Services 

1. During the Child Care Resource and Referral 
service and Enrollment process, the type of 
service needed is discussed with the parent. 
Extended day and extended year services, in 
addition to other “non-traditional” service hours 
are provided based on need for care 
(work/school hours) and family choice.   Non-
traditional services include odd-hour care (for 
example, night time care), flexible care (for 
example, to meet the need of a parent working 
rotating shifts), weekend only care, and 24-hour 
care.  The need for extended day and extended 
year services is evaluated during the enrollment 
and each subsequent re -determination process. 
 
The coalition receives children’s services 
funding to provide subsidies for child care 
including extended day and extended year 
services for families meeting a similar working 
poor eligibility criteria as the School Readiness 
program.  
 
Extended day and extended year services are 
available to children, birth through twelve years 
of age, with parents who are TANF eligible or 
who are referred through the protective service 
system. Children, birth to 10 years of age, with 
parents who are eligible for all other funding 
eligibilities are provided extended day and 
extended year services. 11 and 12 year old 
children are provided services if they have a 
younger sibling eligible for and receiving 
services. Eligible children, 11-17 years of age, 
with a qualifying special need are provided 
extended day and extended year services. 
 
Families are referred to other community service 

1. Increase the 
availability of 
extended day and 
extended year 
services to meet 
the current 
community need. 

1. Analyze the 
current available 
services and 
identify gaps 
and/or inadequate 
levels of extended 
day and extended 
year based on 
demand. Recruit 
additional 
providers to 
deliver extended 
day and extended 
year services in 
identified areas. 

1. The number 
of available child 
Care providers 
offering 
extended day 
and extended 
year services will 
increase by 5% 
annually based 
on provider 
offerings as of 
July 1 compared 
to June 30 of the 
following year. 
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providers if in-eligible for services through 
coalition funding. 

 
1.8 Provider Eligibility and Provider Files 
 

1.8.1. Does the coalition adhere to provider eligibility verification requirements? (s.1002.55(3), F.S.) (AWI-VPK Form 
10)  
Response Assessment: Demonstration 

 
  Yes, and the following describe the process: Provider applications (Form AWI-VPK 10 and 11) are received by the 

coalition for processing.   The coalition reviews the information to ensure that application forms are complete, signed 
and include all required information including the DCF director credential or after 12/31/2006 a VPK director credential.  
A VPK provider file is developed to include a signed coalition agreement, up-to-date and valid application forms, 
supporting documentation of accreditation if applicable, Gold Seal Quality Care designation if applicable, a current child 
care license if applicable, and credentials and background clearances of all instructors.  The applications are reviewed 
to determine if a developmentally appropriate curriculum is identified; a calendar is included which demonstrates at 
least 540 hours of instruction during the school year and 300 hours of instruction during the summer program; and 
adequate adult to child ratios.  

 
 The VPK Specialist provides information on any changes or updates as noted during technical assistance visits to 
 VPK classrooms and will follow up on any noted changes affecting provider eligibility. 
 
 Provider files are updated as necessary when changes occur such as teaching staff changes, calendar changes, or 
 director changes.  Provider files are maintained in a secure location. 
 
   No, and the following describes how the coalition will completely conform to the requirement:  
 
 
1.9 Program and Service Evaluation 
 

1.9.1. Does the coalition adhere to VPK program verification requirements? (s. 1002.75(2)(e), F.S.)  
Response Assessment: Demonstration 
 

   Yes, and the following describes how the coalition will completely conform to the requirement:  The Coalition  
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Specialist utilizes a verification form, referenced as Attachment 1.9.1 during visits to providers.  The Coalition 
maintains required information of the provider and the  information on children and each respectively monitors 
compliance as it relates to these items.   

  
   No.  
  

1.9.2. Describe how the coalition evaluates the effectiveness of School Readiness programs and services.  
(s. 411.01(5)(g), F.S.)   
 
Response Assessment: Evaluation 
 
 
 
 
Identify expected results relative to this element in the chart below: 
 

Required 
Element 

Current Situation Objective Activities Outcome

1.9.2. 
Evaluation 
Plan 

 
1a. Assessments are conducted 
on child care centers and homes 
using an age appropriate 
Classroom Observation 
Checklist. This tool will be used 
through June 30, 2009. Technical 
Assistance and ERS related 
training has been offered on a 
monthly basis to providers since 
December of 2008 and a formal 
orientation was required for all 
SR providers who intend to sign 
a SR agreement in FY 09/10. 
The FY 09/10 SR agreement 
further defines how the tool will 
be used to assess providers. 
Providers who score below a “3” 
overall on the tool will be given 

 
 
 
 
 
 
 
1. Increase the 
quality of 
services 
provided to 
children and 
their families 
participating in 
the School 
Readiness 
program. 
 
 

 
 
 
 
 
 
 
 
 
 
 
1a. ELC staff will be trained to 
use the Classroom Observation  
Checklists and will use the 
Checklists to assess all SR 
providers’ care areas through 
June 30, 2009.  
 
 
 

 
 
 
 
 
1a. The 100% of 
providers who 
signed a FY 08/09 
School Readiness 
Agreement with the 
Coalition will be 
assessed using the 
Classroom 
Observation  
Checklist (through 
June 30, 2009) 
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Required 
Element 

Current Situation Objective Activities Outcome

technical assistance and be 
encouraged to achieve a “3” by 
June 30, 2011when it is required 
to be eligible for the  FY 11/12 
SR agreement.  
 
2 b. Beginning July 1st 2009 
Coalition staff will use the age 
appropriate Environment Rating 
Scale(s) (ERS) to determine the 
quality of the School Readiness 
provider’s program.  
 
 
 
2c Quality Improvement Plan 
(QIP) will be developed for  
providers who fall below or who 
are reaching the minimal 
acceptable score to assist them 
in improving their quality for the 
subsequent fiscal year. ELC staff 
will provide TA and training to 
achieve these goals 
 
 
3. Child care providers are 
monitored for compliance with 
the terms of the School 
Readiness Provider Agreement.  
 
The Coalition maintains a 
relationship with licensing to 
receive all licensing updates.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2b. Beginning July 1 2010 the 
ELC staff will be trained to 
reliably use the ERS tools to 
assess the quality of the SR 
providers’ programming. ELC 
Staff will assess up to one third 
of the care areas of eack SR 
center providers’ with one ERS 
performed in each age served by 
the provider. ELC staff will 
assess all Family Child Care 
homes using the appropriate 
ERS.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2b. 50 % of School 
Readiness 
providers will be 
expected to obtain 
a “3” or higher 
using the ERS by 
June 30, 2010 
 
 
 
 
 
 
 
 
 
 
 
 



AGENCY FOR WORKFORCE INNOVATION                                                                                                 Office of Early Learning 
 

Required 
Element 

Current Situation Objective Activities Outcome

 
Technical assistance is available 
to providers as needed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Ensure 
School 
Readiness  
providers are 
meeting all 
stipulations of 
the SR Provider 
Agreement. 
 
 
 
 
 

 
 
 
 
 
 
2c ELC staff will provide TA and 
training to support the SR 
Providers’ efforts to improve the 
quality of their programming 
through the development of the 
Quality Improvement Plan (QIP).  
 
 
 
 
 
 
3a. Provide information sessions 
to providers to educate them on 
the monitoring process and 
School Readiness Provider 
Agreement expectations. 
 
3b. The Coalition will conduct an 
annual on site monitoring of 
School Readiness Provider 
Agreement compliance. 
 
 
 3c. ELC staff review Licensing 
reports for all School Readiness 
Providers. ELC staff will meet 
with licensing staff to educate 
one another on updates, 

 
2c 90% of SR 
providers who 
score below a “3” 
on the ERS will 
receive TA and QIP  
a minimum of once 
annually. 
 
 
 
 
 
3abc.100% of 
School Readiness 
Providers will 
maintain 
compliance with the 
School Readiness 
Provider 
Agreement. 
Providers who have 
their license 
suspended or 
revoked will not be 
eligible SR funds 
and the agreement 
will be terminated. 
When a license is 
reinstated the 
provider may apply 
to become a SR 
provider contingent 
upon the approval 
of the coalition on a 
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Required 
Element 

Current Situation Objective Activities Outcome

collaborate on efforts and to 
coordinate education and support 
to providers to assist with and 
encourage compliance with the 
School Readiness Provider 
Agreement.   

case by case basis. 
 
 
 
 
 
 

 
 
 
 
1.10 Grievance Policies 
 

1.10.1. Does the Coalition have grievance policies or procedures to address parent, provider, and Coalition staff 
issues?  

 Response Assessment: Information Only 
 
   Yes, and attached is a sample of the grievance policies or procedures included as Attachments 1.10.1. A:  
 Policy #1 – Client Fair Hearing, 1.10.1. B: Policy #2 – Provider Fair Hearing, and 1.10.1. C: Complaint Appeal  
 Procedure     No, and the following describes how the collations will develop a procedure(s):  
 
Section 2. Community Coordination 
 
2.1 School-age Care  
 

2.1.1. Does the Coalition coordinate with other community agencies to address the need for school-age care? (45 CFR 
98.20(a)(1))   
Response Assessment: Demonstration 
 

  Yes, and the following describes the Coalition’s partner agencies and the services provided:  
 
The Coalition meets periodically with other community school-age providers for the intended purpose of identifying 
gaps in service, development of additional services in underserved areas of the community, and coordinating efforts to 
avoid duplication.  
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   No, and the following describes why:  
 
2.2 Coordination with Public Schools 
 

2.2.1. Does the Coalition coordinate with each school district within the coalition’s county(ies) or region for each school-
year and/or summer VPK program? (s. 1002.53(4)(c), F.S.)  
Response Assessment: Demonstration 

 
  Yes, and the following describes coordination efforts: The Coalition and school district coordinate the delivery of 

VPK and School Readiness services in school based classrooms in elementary and high schools in the community 
providing both school year and summer programs.  The school district has participated in the VPK round-ups providing 
support staff, including bilingual staff, and facilities to assist with the enrollment process.  The school district assists in 
the dissemination of information on the VPK program helping to inform the community of the availability of the program.  

 
   No, and the following describes how the coalition will completely conform to the requirement:  
 
 
2.3  Coordination with the Department of Children and Families 
 

2.3.1. Does the Coalition coordinate monitoring activities with the Department of Children and Families to minimize 
duplication, including adherence to the Standard Levels of Service? (s. 1002.67(3)(d), F.S.)(s. 411.01(2)(c), F.S.)  
Response Assessment: Demonstration 

 
  Yes, and the following describes coordination efforts: The Coalition maintains open communication with the 

Department of Children and Families’ (DCF) Licensing unit to discuss child care issues as well as develop strategies to 
prevent duplication of services. Licensing violations observed by any service provider and Coalition staff members are 
forwarded to the licensing office.  The Coalition will monitor School Readiness providers and when applicable exclude 
health and safety standards if previously monitored by DCF. 
 
The DCF Child Care Licensing Counselors provide routine updates to the Coalition on newly licensed or registered 
child care providers, change of ownership, child care licenses in jeopardy.   
 
The DCF Child Care Licensing unit participates in supporting providers by providing technical support including 
operation guidance. The DCF staff assists the coalition to identify topics for overall training needs; and provides 
specific information on new licensing and training requirements.  
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The Coalition will continue to work with DCF to encourage the community to require licensing for all Family Child Care 
Providers in Manatee County. 

 
 
   No, and the following describes how the coalition will completely conform to the requirement:  
 
2.4 Coordinated Staff Development and Training 
 

2.4.1. Describe how the Coalition ensures the provision of coordinated staff development and training (s. 
411.01(5)(c)1.c., F.S.), including helping VPK providers meet educational goals. (s.1002.65, F.S.)  
Response Assessment: Demonstration 

 
   Identify expected results relative to this element in the chart A below: 
 

Required 
Element 

Current Situation Objective Activities Outcome 
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Required 
Element 

Current Situation Objective Activities Outcome 

2.4.1. 
Coordinated 
Staff 
Development 
and Training/ 
School 
Readiness and   
Voluntary Pre-
Kindergarten    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

The Coalition, establishes a training 
calendar, distributed quarterly. This 
calendar has joint opportunities for 
School Readiness and VPK providers.  
Other community, state and national 
training opportunities are forwarded to 
providers. 
 
 
 
 
 

1. Increase the 
identification and 
coordination of 
relevant training 
opportunities in 
the community. 
 
 
 
 
 
 
 
2. Increase the 
knowledge of 
early childhood 
educators on 
Florida VPK and 
School 
Readiness  
Performance 
Standards. 
 
 
 
 
 
 
 
 
 

1. The Coalition will 
identify provider 
education needs 
through a variety 
of means to 
include licensing 
report reviews, 
assessment 
results, monitoring 
results and School 
Readiness / VPK 
provider surveys. 

 
2. The Coalition will 

maintain 
information on 
training 
opportunities on 
it’s website 
provider page, 
including links to 
regional state and 
national 
opportunities.  

 
 
3. The Coalition will 
coordinate the 
development and 
implementation of an 
annual Early 
Childhood 
Conference. 
 
 

1.  
An annual provider 
survey will be used to
solicit a list training 
needs from providers.
At least one the 
identified training 
needs will be offered 
to providers each 
quarter.  
 
75 % of participants 
who attend a 
quarterly training 
will report an 
increase in 
knowledge in the 
subject area as 
evidenced by 
training surveys or 
pre/post tests or 
evaluations 
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Required 
Element 

Current Situation Objective Activities Outcome 

 
 

 
 
 
 
 
 
Identify the elements of the Coalition’s coordinated staff development and training plan in chart B below: 
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Does the Coalition’s coordinated staff 
development and training plan include: 

Yes No Respo
nsible 
Entity

* 

Which Groups  
Participate 

A link to Early Learning Guidelines   ELC Periodic training is provided to School Readiness and 
VPK early childhood teaching staff on the State 
Performance Standards for Children Birth to Five Years 
of Age.  Copies of the Performance Standards have 
been made available to teachers attending the training. 
Training on incorporating Performance Standards in 
daily lesson plans and activities is delivered by the 
Coalition.  

Continuum of training and education 
to form a career path 

  ELC  The Coalition participates in the WAGE$ program to 
encourage continuing provider education. The Coalition 
offers a continuum of training and education for 
providers up to an AA degree/AS degree.  

Articulation from one type of training 
to the next 

  ELC  The Florida Community College Network and the 
Department of Children and Families have been 
working on statewide articulation agreements for all 
Child Development Associate Equivalency Programs 
(School Readiness and VPK).  

Quality assurance through approval 
of trainers 

  ELC  All trainers utilized by the coalition are recruited for 
their experience and knowledge/education in the field 
in which they are training.  The trainers must submit 
current vitae in addition to the objectives and session 
synopsis prior to training (School Readiness providers 
only).  

Quality assurance through approval 
of training content 

  ELC  All trainers are required to submit specific information 
prior to the approval of a course including a trainer vita, 
a minimum of three objectives, and a session synopsis.  
These are the same items required by a CEU certifying 
organization before CEU’s will be granted. The items 
are reviewed and approved by the Coalition.  An 
evaluation of the course/session is completed by the 
student and reviewed by the instructor and necessary 
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Does the Coalition’s coordinated staff 
development and training plan include: 

Yes No Respo
nsible 
Entity

* 

Which Groups  
Participate 

modification (School Readiness providers only). 

A system to track practitioners’ 
training 

   Training attendance rosters for both School Readiness 
and VPK providers, including sign in forms, are 
continuously maintained by the coalition but there is no 
formal system in place for tracking practitioners’ 
trainings. 

Assessment or evaluation of training 
effectiveness 

   ELC Each School Readiness and VPK participant completes 
a training evaluation at the end of each session/series 
of training to be used to determine the effectiveness of 
the training. The evaluation results are provided to the 
instructor and trainings are monitored by Coalition to 
assure adherence to the course outline and the use of 
effective teaching strategies.  

Administrators’ Credential   ELC  Manatee Community College, Manatee Technical 
Institute, and Nova Southeastern University provide the 
Administrators’/Directors’ Credential in our service area 
(School Readiness and VPK providers).  

Specialized strategies to reach 
informal providers 

   ELC, The Coalition reaches out via letter, phone call and/or 
visit to invite the informal provider to participate in 
provider development events, including professional 
development workshops and Provider Meetings. 
Informal providers are included in all general provider 
and family childcare home provider mailings.  

Other (explain):     

 
2.5 Collaboration and Coordination of Services with Other Entities 
 

2.5.1. Does the Coalition consult with representatives of local governments, health agencies and organizations, 
employment agencies and organizations, public education, child welfare agencies and organizations, Head Start, 
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programs that promote inclusion of children with special needs, and other local private entities providing early 
childhood development services in developing and implementing programs?  
Response Assessment: Demonstration 
 

  Yes, and the following describes with which agencies the Coalition consults and the collaboration and coordination 
that results:  
 

 Local government – yes  
Manatee County Government Children’s Services:  the Coalition is contracted for the delivery of early learning 
related services that support and compliment coalition activities including a developmental screening system for 
subsidized and non-subsidized families; a subsidized child care program for low income families;  
United Way of Manatee County: the Coalition is contracted for the match funds donated to provide additional money 
to help sustain the child care system of Manatee County. Additional relationship to expand child care services are 
fostered through the Coalition and other United Way agencies. 
United Way 2-1-1 of Manasota, Inc.:  the coalition coordinates with this agency to provide comprehensive information 
and referral service on a 24/7 basis for families in need of services. 

 City of Palmetto: the coalition co-sponsors an annual community event with the  purpose of community awareness of 
early learning services. 
 
 Health agencies and organizations – yes  

Manatee County Health Department:  the Coalition exchanges information for dissemination to families receiving 
services.  
Manatee Glens- We make referrals to this agency for child mental health services. 
Women, Infants, Children (WIC)- The Coalition coordinates the distribution of information and resources with clients 
of WIC through group and individual meetings. 
Early Success Steering Committee- This organization meets regularly to determine how to use grant monies for the 
purpose of addressing developmental delays in young children in Manatee and Sarasota County. This committee 
organizes several community health-related programs, such as:  Docs for Tots, Community Wide Screenings, several 
Behavior Intervention programs, and the Whole Child Project, etc. 

• Community Wide Screening Subcommittee- This committee meets to organize four community wide 
screenings throughout the year. These screenings are free to children between the ages of birth to five 
and identify potential delays in the areas of speech, development, fine and gross motor skills, behavior, 
etc. Additionally eyesight and hearing exams are administered. 

  Family Emergency Treatment Center:  the Coalition staff works together with this agency to  coordinate services for 
families in need of mental health or substance abuse treatment.  
  
 Employment agencies and organizations - yes  
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Jobs Etc – Suncoast Workforce Development Board:  The Coalition conducts School Readiness orientation 
presentations to individuals seeking employment and other services at the Jobs Etc. service center; periodic training is 
provided to Jobs Etc. staff on the variety of School Readiness services available, and the referral process for TANF 
child care services. 

 
 Public Education – yes 
 Manatee County School District:  the Coalition contracts with the School District for the delivery of some School 
 Readiness and VPK services.  
 
 Child welfare agencies and organizations – yes 
 Safe Children Coalition:  the coalition meets with the Coalition staff provides orientations  

on school readiness services to new staff and to coordinate the referral process and reporting for at risk children. 
Department of Children and Families:  the coalition works with Child Care Licensing Counselors to develop referrals 
procedures, receive licensure updates, verify teacher credentials and identify training needs. 

 
 Head Start – yes 

Manatee County Head Start:  the coalition meets with Head Start staff to facilitate effective referrals for services and 
to familiarize staff from both organizations on the variety of services available to children and families. 

 
 Programs that promote inclusion of children with special needs – yes 
 Autism Task Force:  the coalition staff is a member of this organization seeking to provide education to the community 

about autism spectrum disorders.   
 Easter Seals:  the coalition makes referrals to this agency and coordinates services for children  ages birth – five.  
Easter Seals provides child and family centered therapy services in a multidisciplinary approach  

that engages families. 
 Early Steps:  the coalition makes referrals for further evaluation to this agency and  

coordinates  services for children ages birth – 36 months who may be experiencing a developmental delay.  Early  
Steps provides evaluation and assessment and can provide early intervention services in the child’s natural 
environment. 
Child Find: the coalition makes referrals for further evaluation to this agency and coordinates services for children 
ages three and older who may be experiencing a developmental delay. Child Find provides evaluation and assessment 
and can provide early intervention services in the child’s natural environment. 

 Infant Mental Health Task Force:   The coalition is a member of  
       the task force, which works to raise public awareness of the early mental health needs of young children and the  

consequences of poor social and emotional development through a social marketing campaign; to create a  
coordinated system for early identification of mental health needs for children birth to five; and to improve and  
expand Level II mental health intervention services for children birth to five with risks, delays or disabilities. 
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Children’s Haven: the coalition partners with this agency for the delivery of early learning and development  services 
including children with special needs.  Children’s Haven provides child and family centered therapy  services in a 
multidisciplinary approach that engages families. 
Latino Community Network: the coalition attends this community meeting to collaborate with other community 
agencies to ensure that farm workers, their families and the Latino community have access to appropriate services. 
Stillpoint House of Prayer:  the coalition collaborates with this organization to provide outreach to the migrant 
community. 
Manatee Parent Education Coalition: a collaboration of service providers that focuses on parenting issues and the 
coordination of parenting services within the community to avoid duplication and to maximize resources. 
 

 Local private entities providing early childhood development services - yes 
Manatee Community College: The Coalition  collaborates with MCC for the use of Scholarships for educational credit 
courses to assist school readiness providers in obtaining higher education in early childhood. 
Manatee Area Technical Institute:  the coalition co-sponsors a state approved CDAE training program; advertises 
early learning training provided by MTI including the Child Care Apprenticeship Program. 
Nova Southeastern University:  the coalition advertises NSU training opportunities to the early learning community. 

 University of South Florida:  the coalition works with USF in grant writing activities. 
          Other –yes 
 Whole Child Project Manatee:  Both coalition and the coalition service provider are members of the  

community-based board for the Whole Child Project Manatee.  The WCP provides online access to the full range of  
available services for children birth to five and their families through the completion of the Whole Child Profile.   
 

  No, and these are the agencies that are not consulted with and why:  
 
2.5.2. Describe coalition activities to encourage private partnerships that promote private-sector involvement in meeting 
early care and education needs. (45 CFR 98.16(d))     
Response Assessment: Demonstration 

 
 
Identify expected results relative to the promotion of private-sector involvement in meeting early learning needs in the 
chart below: 

 
Required 
Element 

Current Situation Objective Activities Outcome 

2.5.2. 
Coordination 
of Services – 

The Coalition provides Information 
on the Child Care Executive 
Partnership Program and 

Increase the 
involvement of 
community business in 

Staff develops and 
distributes information 
to community 

90% Employers who 
attend  the Coalition 
presentation  will 
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Required 
Element 

Current Situation Objective Activities Outcome 

Public-private 
partnerships  

encourages businesses to invest 
funds to support their employees 
through this program.  The 
Coalition participates in employer 
related events. Employers receive 
one on one consultation on 
establishing early learning services 
for their employees as requested. 
Coalition collaborates with the 
Chamber of Commerce to educate 
businesses about the CCEP 
program.  
 
Information regarding CCEP is 
posted on the coalition web site.  
 

early learning services. 
 
Develop corporate 
support for child care 
services. 
 
Increase awareness 
and participation in the 
CCEP program 

businesses that 
explains child care 
subsidies including 
the cost to the 
business of one day 
of absence of an 
employee.   
 
The Coalition uses 
parent employer data 
to identify possible 
participants for the 
CCEP program 
 
The Coalition website 
has an employer 
section in which 
resources are 
identified that assist 
employers in 
established family 
friendly practices.   

indicate increased 
awareness of how they 
can implement 
strategies to support 
early learning services 
on post presentation 
survey 
 
75%Employers who 
have staff receiving 
School Readiness 
services will be 
solicited for 
participation in the 
CCEP program 
annually.  

     
 

2.5.3. Describe coalition efforts and activities to meet Match requirements?  
 Response Assessment: Information Only 
 

Identify expected results relative to securing match in the chart below: 
 

Required 
Element 

Current Situation Objective Activities Outcome 

2.5.3. 
Coordination 
of Services 
– match  

The coalition submits 
an annual funding 
application to the United 
Way of Manatee 
County, and the 

Increase the required 
local cash match to 
reflect the total required 
local commitment for 
the working poor 

Develop, submit and 
defend an annual 
funding proposal for 
consideration to the  
United Way of Manatee 

100% of the required 
cash match for the 
School Readiness and 
Child Care Executive 
Partnership programs 
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Required 
Element 

Current Situation Objective Activities Outcome 

Manatee County 
Children’s Services 
Board for the purpose 
of obtaining community 
funding to support child 
care subsidies, meet 
the required local cash 
match for the School 
Readiness program, 
and obtaining matching 
funds for the Child Care 
Executive Partnership 
Program. 
 

category of eligibility of 
the School Readiness 
program annually. 
Increase the 
participation of 
employers in the Child 
Care Executive 
Partnership Program. 

County and Manatee 
County Government 
Children’s Services that 
supports the cash 
match requirement of 
the working poor 
category of eligibility 
and the Child Care 
Executive Partnership 
Program. 
 

will be obtained from 
local sources. 
 
Increase available 
money for CCEP match 
funds  

 
 
Section 3.  Processes with Parents 
 
3.1 Consumer Education 3.1.1. Does the coalition ensure that early learning resource and referral services identified in 

the Standard Levels of Service provide consumer education to promote informed early education and care choices by 
parents, as identified in the Standard Levels of Service? (s. 411.01(5)(c)2.g., F.S.)(45 CFR 98.33)  
Response Assessment: Evaluation 

   Yes 
 

 Required 
Element 

Current Situation Objective Activities Outcome 

3.1.1.  Child Care Resource and Referral services 
are offered to families seeking child care 
options using a comprehensive data base of 
information on all legally operating community 
child care providers.  An interview is 
conducted with the family seeking information 
regarding the need for child care.  Prior to 
receiving referrals for services, families 

Ensure that 
families are 
provided current 
information 
regarding 
available providers 
and that each 
family received 

Provide families 
with information 
regarding the 
various provider 
choices 
available. 
Provide families 
with information 

75% of Families who 
received CCRR 
services and 
complete the post 
service survey will 
indicate they are able 
to identify quality child 
care based on the 
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 Required 
Element 

Current Situation Objective Activities Outcome 

receive information about the various types of 
care available (family child care, center 
based, licensed exempt, faith based, etc) in 
the community.  Referrals are provided based 
on the family choice of care.  All families 
requesting CCRR referrals are provided a 
Parent Packet as required in the CCRR 
Standard Levels of Service in addition to 
other literature determined on a case by case 
basis.  Enhanced CCRR services may be 
provided on an emergency basis when 
families are in need of immediate care and /or 
require additional assistance. 
 

information that 
will assist in 
making an 
informed decision. 
 
Families 
requesting CCRR 
services will be 
offered a Family 
Needs Survey to 
identify areas of 
need besides that 
of child care. 
 
Enhanced CCRR 
services will be 
provided when 
necessary. 

that will assist 
them in make an 
informed 
decision. 
Update legally 
operating 
providers on an 
ongoing basis to 
ensure current 
information is 
provided to 
families. 
 

information received 
during the referral 
process. 
80% of provider data 
files are updated 
annually based on the 
provider update report 
from EFS 
 
 
75% of identified 
families in need of 
additional services 
due to emergency 
situations will receive 
enhanced/extended 
assistance in locating 
provider openings 
and/or community 
services. 

 
   No, and the following describes how the coalition will completely conform to the requirement:  
 
3.2 Choice of Settings  

3.2.1. Does the coalition ensure that parents are offered a choice of settings in legally operating programs; licensed, 
registered, religious-exempt, school-based, and informal programs, including access through certificate options, as 
identified in the Standard Levels of Service? (s. 411.01(5)(d)4.b, F.S.; s. 411.01(7)(a), F.S.)(45 CFR 98.1 & 98.30)  
Response Assessment: Evaluation 
 

   Yes 
  

Required 
Element 

Current Situation Objective Activities Outcome 

3.2.1 When requesting services, Ensure parents Provide information on 80 % of families will 
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Required 
Element 

Current Situation Objective Activities Outcome 

families are provided an 
explanation of the various types 
of programs (licensed, 
registered, religious-exempt, 
school-based, and informal) that 
are available to them.  They 
also receive in their Resource 
and Referral packet a written 
explanation of the various types 
of care.   Families are provided 
with a list of potential providers 
based on the family choice 
within any eligibility and funding 
restriction and are encouraged 
to visit all potential providers 
before making a decision. 
 
Families seeking non-traditional 
care in regards to hours and/or 
days will be given a list of 
potential providers who provide 
those services.  Providers may 
not be located within a 
reasonable proximity to the 
family home or employment due 
to the limited availability of 
these resources.   
 

Families seeking care from 
providers who participate in 
School Readiness and County 
Funding Sources will be 
provided with a list of providers 
who offer this care. 

receive a choice of all 
child care settings 
specific to their 
requests and/or 
needs. 
 
 
 
 
 
 
 
 
 
 
 
 
Increase the number 
of providers who 
provide flexible care 
hours/days within the 
community. 
 
 
 
 
 
 
Increase the number 
of providers who 
participate in these 
funding opportunities. 

the choice of settings 
and locations 
available to families. 
Provide information on 
how to access Child 
Care Licensing 
information. 
 
 
 
 
 
 
 
 
 
 
CCRR staff will 
suggest and 
encourage existing 
providers to provide 
more flexible options 
for families needing 
non-traditional care as 
well as work toward 
recruiting new 
providers.  
 
CCRR staff will recruit 
more providers to 
participate in offering 
these services. 
 

report they received 
information on their 
choice of settings and 
locations through case 
notes or surveys. 
 
 
 
 
 
 
 
 
 
 
 
 
75% of families 
requesting non-
traditional care will be 
provided with referrals 
which meet their 
needs. 
 
 
There will be a 5%  
increase in the 
number of providers 
who offer School 
Readiness, VPK and 
County Funding 
annually. 
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   No, and the following describes how the coalition will completely conform to the requirement:  

 
 
3.2.2. Does the coalition assist parents in finding eligible VPK providers? (s. 1002.53(5), F. S.)  
Response Assessment: Demonstration 

   Yes  
  

Families are supplied with a list of approved providers offering a VPK program by the Coalition. This list includes all 
private, faith-based, and public schools that have been approved to offer the program, unless the parent requests VPK 
sites by specific criteria to meet their needs. 
 
A list of VPK providers is available on the Coalition website. 
 
The VPK provider agreement requires that parents be allowed access to their child/school at any time, and providers 
must supply families with their attendance policy at time of enrollment.  Providers are also made aware through this 
agreement that they cannot charge a fee for the VPK services and enrollment in additional services cannot be a 
condition for VPK enrollment. 
 

 Parents sign a Certificate of Eligibility which states that they cannot be charged a fee for the VPK program, and 
 additional services with the provider cannot be a condition for enrollment. 
 
   No, and the following describes how the coalition will completely conform to the requirement:  
 
 
 
 
 
3.3 Parent Access  
 

3.3.1. Does the coalition have an established policy that ensures parents have unlimited access to their children 
whenever children are in the care of School Readiness providers? (CFR 45 Part 98.31) 
Response Assessment: Evaluation  

 
   Yes   See Attachment 3.3.1:  Parent Access. 
 
   No, and the following describes how the coalition will completely conform to the requirement:  
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3.4 Parent Involvement and Skill-building  
 

3.4.1. Describe how the coalition ensures the provision of parent involvement and skill-building/education 
opportunities. (s. 411.01(4)(o), F.S.)  
Response Assessment: Evaluation 

 
 Identify expected results relative to this element in the chart below: 

 
Required 
Element 

Current Situation Objective Activities Outcome 

3.4.1. 
Parent 
Involvement 
and Skill-
building 

The Coalition and/or the Family 
Partnership Center provide parenting 
classes in a variety of venues that assist 
parents’ skill building and encourage 
parent involvement in their child’s 
education. Parenting classes for teens as 
well as home visitation are also provided 
through this contract.  
 
The Coalition websites include a variety of 
resources for parents including articles, 
and website links to resources and 
services. 
Parents are encouraged to complete a 
Whole Child Profile, linking families to a 
variety of resources including other 
community parent training and 
involvement activities.  
 
 
The Coalition provides the Ages and 
Stages Questionnaire.  The parent is 
invited to complete the screening 
instrument at the appropriate age and 
submit to the coalitionThe coalition will 

Increase the 
availability of 
resources for parents 
to assist them in their 
parenting role. 
 
Assess the ability of 
current programs to 
identify and target the 
birth to five population 
and the parents who 
are served by the 
coalition supported 
programs 
 
 
 
 
 
 
 
Increase parent 
knowledge of their 
child’s development  

Develop a plan to 
provide parent 
training and 
information on the 
performance 
standards for 
children ages 
birth to five years. 
 
 
Materials are 
distributed 
through existing 
programs, child 
care resource and 
referral, 
community 
outreach and 
through other 
local resources. 
 
 
(English/Spanish) 
for children birth 
to five to include 

75% of Parents 
attending training 
will report at least 
two ways  to 
increase 
developmental 
activities for their 
children, age 
birth to five 
years, as 
documented by 
pre and post 
questionnaires or 
case notes 
 



AGENCY FOR WORKFORCE INNOVATION                                                                                                 Office of Early Learning 
 

Required 
Element 

Current Situation Objective Activities Outcome 

score the screening and provide a 
screening packet back to the parent and 
child care provider. 

family activities to 
support early 
language, 
literacy, pre-
reading, and early 
math concepts 
development 
 
 

 
 
3.4.2. Describe how the coalition provides family literacy opportunities. (s. 411.01(4)(o), F.S.)  
Response Assessment: Evaluation 
 

 Identify expected results relative to this element in the chart below: 
 

Required 
Element 

Current Situation Objective Activities Outcome 

3.4.2. 
Family 
Literacy 
 

The Coalition provides on-going training to 
providers, demonstrating effective literacy 
training activities, and providing technical 
support on how to incorporate literacy 
experiences in all classroom activities.  On-
going technical assistance is provided to 
parents and providers. 
 
 
 
 
 
The Coalition website includes a variety of 
resources for parents including articles, 
website links to resources and services 
related to literacy development. 

Increase the 
availability of family 
literacy opportunities 
to families receiving 
services.   
 
Engage providers in 
assisting the 
Coalition in raising 
parent awareness of 
early literacy 
 
 
 
 
 

The coalition 
distributes parent 
packets to new 
parents at local 
hospitals, VPK 
and SR families 
requesting 
services 
encouraging an 
emphasis on 
reading and 
literacy  
 
 
 
 

Encourage 
parents to place 
an emphasis on 
reading and 
literacy as their 
child’s first and 
most important 
teacher. 80% of 
parent completing 
a parent 
education survey 
will indicate an 
increased value in 
reading with their 
child. 
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Required 
Element 

Current Situation Objective Activities Outcome 

 Include parents and 
providers in the web 
based resources 
regarding early 
literacy   

 
 
Provide a parent 
notebook 
(English/Spanish) 
for children birth 
to five to include 
family activities to 
support early 
language, 
literacy, pre-
reading, and early 
math concepts 
development 
 

Expansion of web 
based resources 
for early literacy  

 
3.5 Family Support Services  
 

3.5.1. Describe how the coalition ensures the provision of family support services to help achieve economic self-
sufficiency.  
(s. 411.01(5)(c)1.d., F.S.)  
Response Assessment: Evaluation 

 
 Identify expected results relative to this element in the chart below: 

Required 
Element 

Current Situation Objective Activities Outcome 

3.5.1.  
Family 
Support 
Services  

 The Whole Child Project is available to 
families served in early learning services.    
A kiosk is available for families to complete 
the Whole Child Profile and to access the 
resource list of services available to meet 
their individual needs. 

 
 

To ensure families are 
aware of existing 
support services in the 
community to assist 
them in achieving self-
sufficiency.  
 
Increase family access 

Encourage families 
to complete the 
Whole Child Project 
Questionnaire by 
providing access to 
the Whole Child 
Project via the kiosk 
at the Coalition. 

All families will be 
informed of the 
availability of the 
Whole Child Project 
and ACCESS 
Florida and 
encouraged to use.  
80 % of Families 
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Required 
Element 

Current Situation Objective Activities Outcome 

 
The ACCESS Florida program is available 
to families served in early learning 
services.  A kiosk is available for families to 
complete the various applications for state 
assistance to meet their individual needs. 
 
 

to the Whole Child 
Project at other 
locations throughout the 
community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Provide family 
access to the 
ACCESS Florida 
system via a kiosk 
at the Coalition 
office. 
 

who return the 
parent survey will 
indicate successful 
linkage to 
community services 
regarding their 
children ages birth to 
five.  
 

 
 
 
 
 
 
 
 
 
 

 
3.6 Unique Population Groups  
 

3.6.1. Describe how the coalition ensures that support services are provided to families from unique population groups, 
as identified in the Standard Levels of Service. (s. 411.01(5)(d)4.j., F.S.)(45 CFR 98.44; 45 CFR 98.50(a))  
Response Assessment: Evaluation 

  
Identify expected results relative to this element in the chart below: 

 
 

Required 
Element 

Current Situation Objective Activities Outcome 

3.6.1.  
Unique 
Population 
Groups  

The Coalition serves the 
migrant, homeless, and teen 
parent populations.   
 

Expand the number of 
face-to-face contacts 
with families 
representing unique 

The coalition will deliver 
services on-site at locations 
convenient to provide 
outreach and resource and 

There will be a 5 %  
increase annually in 
the number of SR 
children  served 
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Required 
Element 

Current Situation Objective Activities Outcome 

   
 

The Coalition serves families 
and provides assistance and 
culturally competent family 
support.   

populations and provide 
information regarding 
school readiness, early 
literacy and the 
transition to 
kindergarten. 
 
Increase access to 
screening service to 
unique and underserved 
populations. 
 

referral service opportunities 
to families. 
 
Bulletin boards, literature and 
workshops in English and 
Spanish language will be 
provided at various locations 
convenient to families to 
ensure parents have access 
to school readiness 
information. 
 
Neighborhood -based 
screening activities will be 
conducted to serve unique 
and underserved populations. 
 

representing 
migrant, homeless 
and teen parent 
populations 
 
There will be a 3%   
increase in the 
number of 
developmental 
screenings provided 
to non SR children 
representing  
migrant, homeless 
and teen parent 
populations 
annually. 
 

 
 
Section 4.  Processes with Providers 
 
4.1 Health Screenings  
 
 4.1.1. Does the coalition conduct health screenings and referrals or coordinate with an entity(ies) to conduct health 

screenings and referrals on school readiness children including license exempt and faith-based providers?( s. 
411.01(2)(a), F.S)(45 CFR 98.41)  
Response Assessment: Demonstration 
 

  Yes, and those entities include: 
 

Entity(ies) Immunization 
Requirements  

Type(s) of Screening Administered 
(For Demonstration Purposes Only) 

Referral Method 
(For Demonstration Purposes 

Only) 
Early Learning Coalition 
 

 No 
 

Vision screening 
Hearing screening 

All screenings are evaluated 
and 90 % parents are provided 
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Entity(ies) Immunization 
Requirements  

Type(s) of Screening Administered 
(For Demonstration Purposes Only) 

Referral Method 
(For Demonstration Purposes 

Only) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Manatee Community 
Action Agency 
 

 
 
 

 
 
The Coalition will collaborate with Early 
Success to offer screenings to  any child 
age 3month to five years of age in any 
program ,referrals will be made as 
appropriate. 
 
 
 
 
 
 
 
Speech screening (upon  request) 
 

with the screening results as 
noted in the child’s 
developmental screening file.  
If a screening identifies a 
concern, the parents  are 
notified and referred for 
additional assessment 
services.  Families are referred 
to programs to assist with the 
cost of additional services, and 
local financial support for items 
such as glasses, hearing aids, 
etc. are researched for the 
family.   
 
All families with children in 
need of speech therapy and 
without financial resources for 
the services are offered a 
referral to the appropriate 
program/s. 
They will be referred to the 
C.A.T.C.H. speech therapy 
program operated by 
Resource Connection for Kids 
or the local school board for 
further assessment. 
 

2. VPK and School 
Readiness Providers 
 

2. Reviews 
immunization records 
and notifies parents of 
need to update.  
Maintains up-to-date 
records on enrolled 

2. NA 
 

2. NA 
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Entity(ies) Immunization 
Requirements  

Type(s) of Screening Administered 
(For Demonstration Purposes Only) 

Referral Method 
(For Demonstration Purposes 

Only) 
children. 

 
 

  No, and the following describes how the coalition will completely conform to these requirements:  
 
4.1.2. Does the coalition require registered and informal providers to adhere to health and safety requirements in 
addition to the state required child abuse and neglect screenings? (45 CFR 98.41)(s.411.01(5)(c)2.f., F.S.) Yes, and 
the safety checklist is included as Attachment 4.1.2.A; “Safety Review Procedures” is included as Attachment 
4.1.2.B, and “Documentation of Immunization and Medical Examination of School Readiness Children” is 
included as Attachment 4.1.2.C. 
Response Assessment: Demonstration 

 
   Yes, and the following describes the requirements established by the coalition within the following health and  
 safety  categories:  See Attachments 4.1.2.A, 4.1.2.B, and 4.1.2.C 

• The prevention and control of infectious disease (including age-appropriate immunizations)   
 
• Building and physical premises safety   
 
• Health and safety training  
 

 
   No, and the following describes how the coalition will completely conform to the requirement:  
  
 
 
4.2 Age-appropriate Screening and Assessments 
 

4.2.1 Describe how the coalition ensures that all children birth to five years old in school readiness programs receive an 
age-appropriate developmental assessment(screening) (s. 411.01(5)(c)2.c., F.S.)  The description should also include 
information on how children with screening results outside the developmental norm receive further evaluation and 
services, if needed.  
Response Assessment: Evaluation 
 

 Identify expected results relative to this element in the chart below: 
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Required 
Element 

Current Situation Objective Activities Outcome 

4.2.1. Age-
appropriate 
screening   

Children enrolled in early learning services 
receive a developmental screening within 45 
days of enrollment and semi-annually 
thereafter.  The Ages & Stages Questionnaire 
(ASQ) screening instruments is used to screen 
children ages six months through five years in 
publicly funded programs.  Screenings are 
also provided to children who attend child 
care, but are not in publicly funded programs, 
when a concern arises.  Children also receive 
vision and hearing screening. 
Children with screening results outside of the 
developmental norm receive an Individualized 
Early Care Plan with intervention activities.  
Any child who scores below the cut-off in any 
of the five developmental areas has his/her file 
reviewed by the child health and 
developmental services team to determine 
appropriate services to deliver next. The file 
review team meets at least bi-weekly to make 
decisions regarding children who may be 
experiencing developmental delays. Based 
upon the decision of the File Review 
Committee, the child may: have skills reviewed 
at the next regular ASQ interval; have skills 
monitored in four weeks using the current 
ASQ; have referral services coordinated; have 
vision and hearing screening scheduled; or be 
referred to Coalition Inclusion Consultant 
services.  As determined by the file review 
team, the child may have his skills reviewed at 
the next regular ASQ interval; have his skills 
monitored in four weeks using the current 

Children enrolled in 
early learning 
services will 
receive age-
appropriate 
screening, follow-
up and referrals. 

 

Implement 
internet-based 
screening 
system in all 
birth to 5 
classrooms with 
providers having 
computer 
access. 

95% of children 
with parent 
permission and 
are enrolled in 
early learning 
services will 
receive an age-
appropriate 
screening within 
45 days of 
enrollment and 
semi-annually 
thereafter. 
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Required 
Element 

Current Situation Objective Activities Outcome 

ASQ; have a Level II screening completed; 
have Level III services (referral) coordinated; 
have a speech screening scheduled; have 
vision and hearing screening scheduled; or be 
referred for Inclusion services.  Parents are 
provided with referral options to receive further 
evaluations and services through Early Steps 
and Child Find. 
An internet application utilizing the coalition 
website is being utilized for providers to 
complete the Ages and Stages Questionnaire.  
The system is available for early learning 
providers to click on a link to access the web 
application and enter their user name and 
password.  They are presented with a list of 
children they are responsible for screening that 
month.  The provider completes the ASQ for 
each child on the list via the web.  Upon 
completion of the ASQ the results would then 
be sent back to the coalition via the internet 
based system for interpreting, analysis, and 
determination of services to be provided. 

 
 
 
 
 
 
4.2.2 Describe how the coalition ensures that a pretest (child assessment) is administered to children when they enter 
a program and a posttest (child assessment) is administered to children when they leave the program. (s. 
411.01(5)(c)2.d., F.S.)  
Response Assessment: Evaluation 

 
 Identify expected results relative to this element in the chart below: 
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Required 
Element 

Current Situation Objective Activities Outcome 

4.2.2  Pretest 
and Posttest 

The coalition uses the Battelle Developmental 
Inventory, Second Ed. for a statistically relevant 
sample of children, age birth to five enrolled in 
school readiness services and to 100% of children 
that enroll into the child care system in July, 
September, and October within 60 days of 
enrollment. The remaining children randomly 
selected for the pre-test sample of children are 
chosen from the EFS systems and will be 
provided with the pre-test in September, October 
or November by thecoalition.  Post-test 
assessment will be conducted for children in the 
statistically relevant sample at least 6 months, but 
not more than one year after the pre-test 
assessment and annually thereafter as long as 
the child remains enrolled in the center or home-
based provider.  
The individual results of the pre and post 
assessments are posted by child into a data 
system.  The results are reviewed and analyzed 
for each child, by each participating school 
readiness provider. Children who fall below the 
expected overall score on the assessment shall 
be linked to appropriate community assessment 
services with parental consent.  

Improve the 
outcomes of 
children through 
effective teaching 
strategies and 
experiences that 
build on the 
knowledge base of 
the child. 

Analyze pre 
and post 
assessment 
results to 
determine 
training needs 
of classroom 
teachers. 
Develop a 
training plan to 
include 
individual 
teacher 
technical 
assistance, 
classroom 
training, 
provider-
specific training 
and general 
training as 
warranted by 
the results 
analysis. 

80% of children 
who complete 
the assessment 
cycle are 
determined to be 
making 
appropriate 
progress toward 
school 
readiness. 
 

 
 
4.3 Developmentally Appropriate Curriculum  
 

4.3.1.  Has the coalition identified and implemented developmentally appropriate curricula? (s. 411.01(5)(c) 2.a., F.S.) 
Response Assessment: Criteria/ Evaluation, Attachments/ Demonstration 
 

  Yes, and the following describes the process for identifying, monitoring, and providing support to providers on 
developmentally appropriate curricula, as well as a process in place for a provider to submit a developmentally 
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appropriate curriculum to the coalition for evaluation and/or recommendation. Attachment 4.3.1.A: Provider 
Declaration of Developmentally Appropriate Curricula, Attachment 4.3.1.B;  Approval of School Readiness 
Curriculum, and Attachment 4.3.1.C;  Provider Declaration of Curriculum and Application for Approval of 
Curriculum, and 4.3.1.D:  Checklist for Curriculum Evaluation and Approval 
 

  No, and the following describes how the coalition will completely conform to the requirement:  
 
4.3.2. Has the coalition identified and implemented character development program(s)? (s. 411.01(5)(c) 2.b., F.S.)  
Response Assessment: Criteria/ Evaluation, Attachments/ Demonstration 

 
  Yes, and the following describes the process for identifying, monitoring, and providing support to providers on 

character developmental programs, as well as a process in place for a provider to submit a character development 
program to the coalition for evaluation and/or recommendation. Attachment 4.3.2.: Approval of Character 
Development Curricula  

 
  No, and the following describes how the coalition will completely conform to the requirement:  

 
4.3.3. Describe how the coalition ensures that school readiness providers use developmentally appropriate curricula. 
Response Assessment: Demonstration 
 

 Identify expected results relative to this element in the chart below: 
 
 
 
 
 
 

Required 
Element 

Current Situation Objective Activities Outcome 

4.3.3. 
Developmental
ly appropriate 
curricula 

All School Readiness child care providers 
must provide a Declaration of Curriculum to 
the coalition at the time the agreement is 
executed.  The curricula will be reviewed 
for compliance with the policies of the 
coalition.  During routine monitoring of the 
providers, staff verifies the use of the 
curriculum through interview, observation 

Improve child 
outcomes through 
the use of 
developmentally 
appropriate 
curricula.  
 

Review the 
Declaration of 
Curriculum 
submitted by the 
provider. 
Develop training to 
meet the specific 
needs of the child 

90% of school 
readiness providers 
demonstrate the 
use of a 
developmentally 
appropriate 
curriculum during 
routine monitoring 
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and review of lesson plans. 
 
Continuous curriculum training is provided 
to school readiness providers to support 
the use of the curricula at each provider 
site, and in some cases the training will be 
specific to classroom. 
 

care provider 
 
Perform and 
analyze the pre 
and post 
assessments to 
measure potential 
gains. 
 
 

visits conducted by 
the coalition. 
 

 
4.4 Confidentiality of Records 
 

4.4.1. Has the coalition established policy and procedures to ensure the confidentiality of individual child records and 
early learning provider records, as identified in the Standard Levels of Service? (s. 411.011, F.S.)(s.1002.72, F.S.)  
Response Assessment: Evaluation 

 
   Yes  See ATTACHMENTS 4.4.1 A:  RECORD RETENTION AND CONFIDENTIALITY OF RECORDS and  
                 4.4.1.B: CONFIDENTIALITY OF RECORDS 
 
   No, and the following describes how the coalition will completely conform to these requirements:  
 
Section 5:  Quality Activities and Services 
 
5.1 Quality Activities  
 

5.1.1. Describe activities the coalition will implement with quality funds utilizing the chart with descriptive headings 
listed below.  Coalitions are not required to develop activities for each heading. (45 CFR 98.51).. 
Response Assessment: Evaluation 
 

Category Description 

Comprehensive consumer education 
 

School Readiness marketing campaign 
Identifying quality care marketing campaign 
 

Gold Seal Differential Continue existing process 
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Category Description 

 
Grants or loans to providers to assist 
in meeting State and local standards 

The Coalition will reconsider providing new provider start-up funds 
for safety items and Mini grant program with an annual focus area 

Professional development, including  
training, education, and technical   
assistance 

Provide training funds to support partial cost of state and national 
conferences.   
Training Incentive Points (T.I.P.) Program 
Provider Continuing Education Scholarships  

Improving salaries and other   
compensation for early learning providers 

Continue funding for the WAGE$ Program 

Activities in support of early language, literacy, pre-
reading, and early math concepts development 

Provide a parent notebook (English/Spanish) for children birth to 
five to include family activities to support early language, literacy, 
pre-reading, and early math concepts development 
Expand training to assist providers in meeting Character 
Development requirement 

Activities to support inclusive early learning Expand training opportunities  
Provide matching funds for a Behavioral Interventionist   

Health activities including those designed to 
promote the social and emotional development of 
children 

Provide training to early learning providers 

Quality activities that increase parental choice and 
improve the quality and availability of early learning 

Develop an early learning provider quality rating system for 
implementation.  
 

Other  
 
 Identify expected results relative to this element in the chart below: 
 

Required 
Element 

Current Situation Objective Activities Outcome 

5.1.1. 
Quality and 
Availability 
Enhanceme
nt Activities 

1.) The WAGE$ Florida Project aims 
to improve child care by reducing 
turnover and encouraging the 
continued education of teachers 
remaining employed at the same 
center and who work with children 

1.) Increase the 
participation of early 
learning providers in 
educational activities 
leading to an advanced 
credential or college 

1.)  Develop additional 
funding resources to 
support the expansion 
of the  a new education 
based supplement  
program through School 

  
1.Maintain the 
W.A.G.E.S. 
program until 
July 1, 2009 
when the 
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Required 
Element 

Current Situation Objective Activities Outcome 

between the ages of birth to five.  
Education-based salary 
supplements are provided to early 
childhood teachers, rewarding 
education and helping to ensure 
continuity of care.  
 
 
 
 
 
 
 
 
 
 
2) The TIP (Training Incentive 
Points) Program offers teachers an 
opportunity to “cash in points” that 
they can earn for participating in In-
Service Trainings, Continuing 
Education Classes, and College 
Credit Classes, for quality materials 
for their early learning classrooms. 
The teachers benefit from continued 
education and the students benefit 
from both their teachers’ continued 
education and quality classroom 
materials. 
 
 
 
3) Early Learning Specialists to offer 
technical assistance to providers 
about a variety of subjects. 

degree. 
 
1) Increase the 
participation of early 
learning providers in 
educational activities  
 
 
 
 
 
 
 
 
 
 
2.) Support providers in 
using high-quality 
educational materials in 
their classrooms. 
 
 
 
 
 
 
 
 
 
 
 
 
3) Provide training and 
support on early 
literacy, techniques for 

Readiness funds and/or 
other community 
resources. 
 
 
 
 
 
 
 
 
 
 
 
 
2)Inventory and 
manage TIPS materials 
to maximize provider 
interest 
 
 
 
 
 
 
 
 
 
 
 
 
3). Identify early 
learning providers in 
need of technical 
assistance and training. 

coalition will 
begin an internal 
program with 
similar goals and 
objects. 
 
2.) 90% of child 
care providers 
who complete a 
satisfaction 
survey after 
participating in 
the TIP Program 
report an 
increase the 
quality of the 
learning 
environment in 
their classroom. 
 
3.) 80% of 
providers 
surveyed will 
identify at least 
two new teaching 
strategies or 
changes to their 
classroom 
environment. 
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Required 
Element 

Current Situation Objective Activities Outcome 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4) The Coalition offers: 
Developmental Screenings (ASQ) 
and Vision & Hearing Screenings to 
all children in the School Readiness 
program; and Pre & Post 
Assessments (Battelle 
Developmental Inventory) to a 
random sampling of children within 
the School Readiness program.  
 
 
5) The Coalition offers: Professional 
Development trainings, Gold Seal 
program promotion & support, 
scholarships, and a Resource 
Lending Library. 
 
 
 

teaching ELL students, 
behavior management 
techniques, general 
early childhood 
education topics, and 
Infant/Toddler needs, 
relating the training and 
support to Performance 
Standards. 
 
 
3.) Identify early 
learning provider and 
parent training needs 
related to pertinent 
early childhood topics. 
 
4) Provide on-going 
training and knowledge 
to providers and parents
on using assessment 
scores and 
developmental 
screening results to 
enhance quality of 
services to children.  
 
5&7) Increase the 
opportunities for early 
learning providers in 
educational activities 
leading to in-service 
trainings and an 
advanced credential or 
college degree, and 

Use a Quality Rating 
Checklist to identify 
potential areas of 
improvement at child 
care sites. Provide a 
Quality Improvement 
Plan (QIP) and 
Technical Assistance to 
help support providers. 
 
3.)  Schedule trainings 
for early learning 
providers on various 
pertinent early 
childhood topics. 
 
4) Build a stronger link 
between the results of 
screenings & 
assessments and 
classroom activities by 
training providers on 
how to use this 
information to deliver 
“intentional teaching” to 
their students. 
 
5) Expand the current 
training calendar to 
include local early 
learning opportunities 
 
5) Analyze the 
effectiveness of the 
various training delivery 

 
 
 
 
 
4)100% of the 
Screening 
services operate 
in compliance 
with contract 
expectations 
 
 
 
 
 
5) 80% of 
providers using 
Resource 
Lending Library 
who complete a 
satisfaction 
survey will report 
or identify one or 
more new  
classroom 
activities 
supported by the 
lending library 
materials. 
 
6) 80% of 
providers who 
receive a Mini-
Grant and 
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Required 
Element 

Current Situation Objective Activities Outcome 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6) The Coalition offers Mini-Grants 
that can be applied for and awarded 
to providers who seek money to 
improve the quality of their 
classroom learning environment.  
 
 
 
 
 
 
 
 
7) The Coalition offers Professional 
Development Grants that would be 
used to help fund trainings or 
classes. 
 

scholarships. 
 
5,6,7&8) Support 
increased Standards of 
Service & quality of 
early learning 
environments.  
 
5) Improve the use of 
quality materials and 
resources by providing 
a variety of classroom 
resources available to 
providers through a 
lending library.  
 
. 
6) Increase the 
opportunities for early 
learning providers to 
attend trainings or 
conferences in the field 
of early education. 
 
 
 
 
 
 
7.) Increase the 
availability of resources 
and education 
opportunities for 
parents. 
 

systems, Gold Seal 
program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6&7) Develop a Mini-
Grant & Professional 
Development 
Application and 
approval process. 
 
 
 
 
 
 
 
7)  Identify parent 
training needs and 
accommodate parent 
schedules. 
 
7) Develop a plan to 
provide parent training 

complete a 
satisfaction 
survey will report 
an increase the 
quality of the 
learning 
environment in 
their classroom. 
 
6) 80% of 
participating 
providers 
completing a 
survey indicate 
the 
Professional 
Development 
Grant money 
contributed to 
their educational 
advancement. 
 
 
 
8.) 80% of 
School 
Readiness 
parents attending 
a parent training 
will identify at 
least two new in 
home teaching 
strategies based 
on knowledge 
from these 
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Required 
Element 

Current Situation Objective Activities Outcome 

 
 
 
 
8) The Coalition and/or Service 
Provider offer classes to parents and 
children, which support family 
involvement and in home teaching to 
compliment School Readiness 
standards. 
 

 
 
 
 
 
 
 
8)Increase the quality 
and quality of 
information to parent 
encouraging them to 
their child’s first and 
most important teacher 
 
 
 
 
 
 

and information on 
School Readiness 
Performance 
Standards. 
 
 
 
8) Analyze the 
effectiveness of current 
parent education 
classes. 
 

classes in pre / 
post testing or 
evaluations 
 

 
 
 

 
5.2 Discretionary Funds Related to Early Learning Resource and Referral and School-age Care 
 

5.2.1. Describe activities the coalition will implement to enhance the quality of early learning resource and referral and 
school-age care. (45 CFR 98.51(2)(i)) (ACYF-PI-CC-99-05)  
Response Assessment: Evaluation 
 

 Identify expected results relative to this element in the chart below: 
Required 
Element 

Current Situation Objective Activities Outcome 

5.2.1. 
CCR&R and 
School-age 

Child Care Resource and Referral services 
are offered to families seeking school age 

Ensure that 
families are 

Provide families with 
information 

90% Families who 
received CCRR 
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Required 
Element 

Current Situation Objective Activities Outcome 

Quality 
Improvemen
t Activities 

program options using a comprehensive data 
base of information on all legally operating 
community child care providers.  An interview 
is conducted with the family seeking 
information regarding the need for school age 
care.  Prior to receiving referrals for services, 
families receive information about the various 
types of care available (family child care, 
center based, licensed exempt, faith based, 
etc) in the community.  Referrals are provided 
based on the family choice of care.  All 
families requesting CCRR referrals are 
provided a Parent Packet as required in the 
CCRR Standard Levels of Service in addition 
to other literature determined on a case by 
case basis.  Enhanced CCRR services may 
be provided on an emergency basis when 
families are in need of immediate care and /or 
require additional assistance. 
 
When requesting services, families are 
provided an explanation of the various types 
of programs (licensed, registered, religious-
exempt, school-based, and informal) that are 
available to them.  They also receive in their 
Resource and Referral packet a written 
explanation of the various types of care.   
Families are provided with a list of potential 
providers based on the family choice within 
any eligibility and funding restriction and are 
encouraged to visit all potential providers 
before making a decision. 
 
Families seeking non-traditional care in 
regards to hours and/or days will be given a 

provided current 
information 
regarding 
available 
providers and 
that each family 
received 
information that 
will assist in 
making an 
informed 
decision. 
 
Families 
requesting 
CCRR services 
will be offered a 
Family Needs 
Survey to 
identify areas of 
need besides 
that of child care.
 
Enhanced 
CCRR services 
will be provided 
when necessary. 
Ensure parents 
receive a choice 
of all child care 
settings specific 
to their requests 
and/or needs. 
 
Increase the 

regarding the 
various provider 
choices available. 
Provide families with 
information that will 
assist them in make 
an informed 
decision. 
Update all known 
legally operating 
providers on an 
ongoing basis to 
ensure current 
information is 
provided to families 
 
Collaborate with the 
local school district 
on issues related to  
school-age 
programs. 
 
Provide information 
on the choice of 
settings and 
locations available 
to families. 
Provide information 
on how to access 
Child Care 
Licensing 
information. 
 
 
 

services  provides 
information  to 
assist the family 
identifying quality 
child care based on 
the information 
received during the 
referral process as 
noted in client files.  
 
85% of provider 
data files are 
updated annually. 
 
90% Families in 
need of additional 
services due to 
emergency 
situations will 
receive enhanced 
and/or extended 
assistance in 
locating provider 
openings and/or 
community 
services. 
Clients file 
documentation will 
demonstrate that 
families received 
information on their 
choice of settings 
and locations. 
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Required 
Element 

Current Situation Objective Activities Outcome 

list of potential providers who provide those 
services.  Providers may not be located 
within a reasonable proximity to the family 
home, child’s school or parent’s employment 
due to the limited availability of these 
resources.   
 

 
 
 
Families seeking care from providers who 
participate in School Readiness and County 
Funding Sources will be provided with a list 
of providers who offer this care 
 

number of 
providers who 
provide flexible 
care hours/days 
within the 
community, such 
as earlier and 
later hours. 
 
 
Increase the 
number of 
providers who 
participate in 
these funding 
opportunities. 
 
Provide new and 
potential 
providers with 
information 
packets as 
required by the 
Standard Levels 
of Service as 
well as assist 
them with 
guidance. 
 
Increase 
participation in 
community 
events. 

CCRR staff will 
suggest and 
encourage existing 
providers to provide 
more flexible 
options for families 
needing non-
traditional care as 
well as work toward 
recruiting new 
providers.  
 
CCRR staff will 
recruit more 
providers to 
participate in 
offering these 
services. 
 
 
 
Conduct public 
awareness activities 
annually related to 
resource and 
referral and school-
age care to improve 
community 
awareness of the 
resource. 
 

 
 
 
 
 
 
 
A 5% increase in 
the number of 
providers who offer 
School Readiness 
and County 
Funding annually. 
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5.3 Discretionary Funds Related to Infant and Toddler Early Learning 
 

5.3.1. Describe activities the coalition will implement to enhance the quality of infant and toddler early learning. (ACYF-
PI-CC-99-05)  

 
Response Assessment: Evaluation 

  
 Identify expected results relative to this element in the chart below:  
 

Required 
Element 

Current Situation Action Activities Outcome 

5.3.1. Infant 
and Toddler 
Quality 
Improvement 
Activities 

The Coalition’s Early Learning Specialists 
provide assessments of the classroom 
environment/activities using a Quality 
Checklist, based on the Infant and Toddler 
Environmental Rating Scale.  Quality 
Improvement Plan is developed jointly with 
the teachers, with technical assistance. 
Training, observation, resources and 
modeling are the techniques used to 
address training needs identified in the 
mentoring plan. An evaluation of the 
services provided is conducted for quality 
control and program development. 
 

Increase the quality 
of early learning 
experiences for 
infants and toddlers 
in School 
Readiness services 
while improving the 
experiences for all 
children in care. 
 
Increase the 
availability and 
utilization of quality 
Infant & Toddler 

 Provide training and 
technical assistance 
to providers of infants 
and toddlers 
participating in the 
School Readiness 
Program.  
 
Make Infant and 
Toddler resources 
available to parents 
and providers through 
the Coalition’s 
website. 

85% of infant 
and toddler 
classrooms who 
receive technical 
assistance will 
increase the 
quality of their 
learning 
environment, as 
evidenced by a 
post-assessment 
using the Quality 
Checklist. 
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Required 
Element 

Current Situation Action Activities Outcome 

The Early Learning Specialists provide 
training opportunities at specific 
infant/toddler sites or at a central location on 
topics about infant/toddler development.  
 
Infant and Toddler resources are available to 
parents and providers through the Coalition’s 
website. 
 
 

classroom materials 
or practices which 
would increase the 
effectiveness of the 
learning 
environment. 
 
Increase the 
opportunities for 
early learning 
providers to attend 
trainings in the field 
of Infant/Toddler 
early education and 
care. 

 
 

 

 
 
 
5.4 Discretionary Funds Related to Inclusive Early Learning 
 

5.4.1. Describe activities the coalition will implement to enhance inclusive early learning. (ACYF-PI-CC-99-05)  
Response Assessment: Evaluation 

 Identify expected results relative to this element in the chart below: 
 

Required 
Element 

Current Situation Action Activities Outcome 

5.4.1. 
Inclusive 
Early 
Learning 
Quality 
Improvement 
Opportunities 

Professional development is available for early 
childhood providers through training designed to 
enhance inclusive early learning.  Examples of 
the training include:  Inclusion in Child Care, 
Understanding Inclusion, Positive Discipline 
Techniques. 
 
The Inclusion Specialist provides consultation, 
technical assistance and information for providers 

Raise community 
awareness of the 
need to support and 
provide for the 
inclusion of children 
with special needs. 
 
Conduct and 
evaluate pre and post 

Create and 
distribute flyers, 
newsletters, and 
handouts about 
issues affecting 
inclusion and 
collaborate with 
local and state 
community partners 

1. 90% of providers 
attending training 
will demonstrate an 
understanding of 
inclusive early 
learning and how 
to support the early 
learning needs of 
all children 
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Required 
Element 

Current Situation Action Activities Outcome 

to ensure that services are available to all 
children,  
 
The Inclusion Specialist provides consultation and 
information for parents on how early learning 
services support the development of their child, 
and works with the parent and provider to 
eliminate any barrier to services. 
 
Early learning providers are compensated at the 
infant rate or a negotiated rate for services 
provided for a special needs child.  modification, 
adult to child ratios, etc.)  
 
The Inclusion Specialist participates in community 
professional organizations for the purpose of 
community linkages, professional development 
and family support plans as requested. 
 
 

tests in inclusion 
training to assess the 
impact on providers 
and classrooms 
 
 
 
 
 
 
 
 
 
Increase the 
Inclusion Specialist 
participation in 
professional 
development by 
attending local and 
state training on 
topics related to the 
delivery of inclusive 
early learning 
services. 
 
 

to promote 
inclusion.  

 
Trainings are 
provided on 
inclusion topics to 
both early childhood 
providers and 
community partners. 
 
The Inclusion 
Specialist assists in 
the development of 
appropriate 
classroom 
environments, 
learning plans to 
support special 
needs children, 
identification of 
equipment needed 
to accommodate 
children. 
 
Documentation is 
obtained from the 
provider supporting 
special needs 
designation, and 
identifies 
accommodations 
(additional staff 
training, equipment 

regardless of 
abilities, as 
documented by pre 
and post 
questionnaires. 
 
80% of providers 
using the Inclusion 
services will report 
an increase the 
level of inclusion in 
their center or 
classroom as 
measured by post 
service survey 
results. 

 
 
 











Attachment 1.3.3 

 

Policy #     :  VPK Documentation of Eligibility - Child 
 
 
ELCM approval date:   

Reference:  AWI/OEL Policy Memorandum #OEL-PR-0013-05 

 
1.  The Early Learning Coalition of Manatee County, Inc. contracts with a community service provider for the eligibility and 
enrollment functions of the Voluntary Prekindergarten program.   The Coalition will provide information to the service 
provider on the relevant policies related to the documentation of student and provider eligibility. 
 
2.  Student information will be entered into the enhanced field system (EFS) by the service provider and includes name, 
address, parent/guardian identification, contact information,  enrollment date, termination date, transfer date if applicable, 
VPK provider and hours of service, etc.  In addition, a paper file will be maintained for each student to include a signed 
application, documentation of age and Florida residency of parent/guardian, and a signed Certificate of Eligibility. 
 
3.  The service provider will establish the age eligibility of the student prior to enrollment and will retain documentation to 
support the eligibility.  A photocopy of at least one of the following documents will be retained in the paper file. 
 

• A duly attested transcript of the child’s birth record filed according to law with a public officer charged with the duty 
of recording births; 

• A duly attested transcript of a certificate of baptism showing the date of birth and place of baptism of the child, 
accompanied by an affidavit sworn to by the parent; 

• An insurance policy on the child’s life that has been in force for at least two years, which reflects the child’s birth 
date; 

• A bona fide contemporary religious record of the child’s birth accompanied by an affidavit sworn to by the parent; 
• A passport or certificate of arrival in the United States showing the birth date of the child; 
• A transcript of record of age shown in the child’s school record from at least four (4) years prior to application, 

stating date of birth; 
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• An immunization record indicating the date of birth, signed by a public health officer or by a licensed practicing 
physician; 

• A valid military dependent identification card showing the date of birth; or 
• If none of the evidential documents listed above can be produced, an affidavit of age sworn to by the parent, 

accompanied by a certificate of age reflecting the child’s birth date, signed by a public health officer or by a 
licensed practicing physician which states that the physician has examined the child and believes that the age as 
stated in the affidavit is substantially correct. 

 
4. The service provider will establish the State of Florida residency of the student prior to 

enrollment and will retain documentation to support the eligibility.  The service provider will establish only where the 
student resides, not the status of legal residency.   Students are eligible if residing in the state for an extended period of 
time even if Florida residency has not been established.  The documentation must include the name of the 
parent/guardian of the student and the address of the parent/guardian as submitted on Form AWI-VPK 01 Parent 
Application. 
The service provider will retain one of the following documents for purposes of verifying residency: 
 

• Utility bills, 
• Bank statements, 
• Insurance policies, 
• Pay stubs, or 
• Government documents (e.g. prior tax returns). 

 
A homeless child, as defined in s. 1003.01, F.S., must have access to the VPK program.  The service provider shall use 
other documentation as necessary to determine eligibility (e.g. letter from homeless shelter, etc.) 
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Policies, Procedures, & Forms

Early Learning Coalition of Manatee County 

 

 
1. The Early Learning Coalition of Manatee County, Inc. is the provider for the eligibility and 

enrollment functions of the Voluntary Prekindergarten program.   
 

2. The Early Learning Coalition will notify the community of opportunities to complete the 
application and submit required documentation verifying Florida residence and child’s date 
of birth.   These opportunities will at least consist of VPK roundups and walk‐in service during 
regular office hours. 

 
3. The Coalition will conduct interviews with families requesting VPK services and issue a 

Certificate of Eligibility (COE) to qualifying families.  The child information will be entered into 
the EFS system and noted as pending enrollment.  Along with the COE the parent/caregiver 
will receive a list of “provisionally or officially approved” providers. 

 
4. The parent/caregiver will visit VPK provider(s) and complete the enrollment process with an 

approved provider of choice. 
 

5. The approved VPK provider will present the COE to the Coalition acknowledging the 
enrollment of the child in their VPK program.  A confirmation number will be given to the 
VPK provider to support the enrollment. 
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Policies, Procedures, & Forms

Early Learning Coalition of Manatee County 

 

 
 
1.  The Early Learning Coalition of Manatee County, Inc. provides the eligibility and enrollment functions of the 
Voluntary Prekindergarten program.     The Coalition will provide  information  to  the  service provider on  the 
relevant policies related to the documentation of student and provider eligibility. 
 
2.    Student  information will  be  entered  into  the  enhanced  field  system  (EFS)  by  the  service  provider  and 
includes  name,  address,  parent/guardian  identification,  contact  information,    enrollment  date,  termination 
date,  transfer  date  if  applicable,  VPK  provider  and  hours  of  service,  etc.    In  addition,  a  paper  file will  be 
maintained  for each  student  to  include a  signed application, documentation of age and Florida  residency of 
parent/guardian, and a signed Certificate of Eligibility. 
 
3.  VPK provider information will be entered into the enhanced field system (EFS) by the service provider and 
include  name  of  organization,  address,  owner/operator  name,  hours  of  service,  declared  curriculum,  VPK 
calendar,  staffing  information,  etc.    In  addition,  a  paper  file will  be maintained  for  each  provider  and will 
include the following: 
 

• Executed VPK Provider Agreement (OEL‐PI‐0013‐05) 
 

• Completed AWI/OEL Form 10 including Declaration of Curriculum and basic provider information. 
 

• Child care license if applicable 
 

• Documentation of Gold Seal and/or accreditation and/or exempt status 
 

• Documentation of Director’s Credential 
 

• Completed AWI/OEL Form 11 including information on all classrooms 
 

• Documentation of Lead Instructor eligibility including education credentials (CDA/CDAE or Higher 
Education or Valid Education Certificate); FDLE clearance; local screening clearance; FBI screening 
clearance; re‐screening documentation as required; Statement of Moral Character; Emergent Literacy 
training, etc. 

 
• Documentation of Instructional Staff eligibility including education credentials (if applicable); FDLE 

clearance; local screening clearance; FBI screening clearance; re‐screening documentation as required; 
Statement of Moral Character; etc. 

 
4.  VPK providers shall notify the Coalition of any changes to classroom including instructional staff, change to 
calendar, change to curriculum, change to hours of service, etc. within 10 days of change.   
 
5.  The service provider will forward a copy of the most recent information submitted to the provider at least 
quarterly.  The VPK provider will confirm the information or provide information needed to update the 
eligibility. 
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Policies, Procedures, & Forms

Early Learning Coalition of Manatee County 

 

 
 
1.    The  Early  Learning  Coalition  of Manatee  County,  Inc.  provides  for  the  determination  of  eligibility  and 
enrollment of eligible children  into  the Voluntary Prekindergarten program.       The Coalition shall establish a 
system of documentation of attendance to verify each month the student’s attendance  including verification 
by the parent/guardian.   The documentation of attendance shall be used to support payment of VPK services. 
 
2.  The service provider shall distribute an attendance roster to every VPK provider during the last week of the 
month prior to service.  The roster shall be generated through the state‐wide enhanced field system (EFS) and 
include  the names of all enrolled students.   The VPK provider  is  to complete  the attendance  roster  for each 
enrolled student listed and submit to the service provider by the 3rd of the month following service.  Students 
enrolled after the distribution of the attendance roster shall be written in by the VPK provider. 
 
3.   The VPK provider  is  to maintain a daily sign‐in  record  that documents  the date, student’s name, and the 
signature of  the  student’s  parent/guardian.    The VPK provider may  use  an  electronic  system  to  record  the 
attendance documentation  in  lieu of  a paper  sign‐in  record.   The  electronic  system must use  an  electronic 
signature,  swipe  card,  entry  of  PIN or  similar daily  action by  the  parent/guardian.   Other methods may be 
approved if the method used is verifiable and reflects each student’s daily attendance.   
 
4.    The VPK  provider  shall  require  the  parent/guardian  of  each  student  to  verify  the  student’s  attendance 
during  the reporting month.    If  the provider uses a daily sign‐in process,  the parent/guardian will certify the 
student’s attendance using the Student Attendance and Parental Choice Certificate (Form AWI‐VPK 03S).  If the 
VPK provider uses a method to document attendance other than a daily sign‐in process, the parent must certify 
the student’s attendance using the long form of the Student Attendance and Parental Choice Certificate (Form 
AWI‐VPK 03L).   The VPK provider must enter the student’s attendance on the form or attach documentation to 
the form which includes the student’s attendance before a parent signs the form. 
 
5.    The  VPK  provider must maintain  an  original  signed  form  for  at  least  two  years  in  accordance with  s. 
10022.71(6)(b)3,F.S. 
 
 
 
 
 



 
EARLY LEARNING COALITION OF MANATEE COUNTY, INC. 

Serving the county of Manatee 
PAYMENT-RATE SCHEDULE Effective January 01, 2010 

 
 Full-Time Rates
 Licensed or Exempt 

Providers 
Gold Seal Licensed Homes Gold Seal Registered Homes Informal Providers 

Care Level Daily Weekly Daily Weekly Daily Weekly Daily Weekly Daily Weekly Daily Weekly 
             
Infant  (0-12 Mo.) $28.55  $142.75 $34.26 $171.30 $23.79 $118.95  $28.55 $142.75 $17.85 $89.25 $11.90 $59.50 
Toddler:  (13-23 Mo.) $23.79  $118.95 $28.55 $142.75 $22.61 $113.05  $27.13 $135.65 $16.95 $84.75 $11.31 $56.55 
  (24-35 Mo.) $22.12  $110.60 $26.54 $132.70 $22.61 $113.05  $27.13 $135.65 $16.95 $84.75 $11.31 $56.55 
Preschool: (36-47 Mo.) $20.23  $101.15 $24.28 $121.40 $21.41 $107.05  $25.69 $128.45 $16.06 $80.30 $10.71 $53.55 
  (48-59 Mo.) $19.64  $98.20 $23.57 $117.85 $20.79 $103.95  $24.95 $124.75 $15.59 $77.95 $10.40 $52.00 
  (60-72 Mo.) $19.64  $98.20 $23.57 $117.85 $20.79 $103.95  $24.95 $124.75 $15.59 $77.95 $10.40 $52.00 
Special Needs $28.55  $142.75 $34.26 $171.30 $23.79 $118.95  $28.55 $142.75 $17.85 $89.25 $11.90 $59.50 
School-Age $18.48  $92.40 $22.18 $110.90 $18.94 $94.70 $22.73 $113.65 $14.21 $71.05 $9.47 $47.35 
 Part-Time Rates
 Licensed or Exempt 

Providers 
Gold Seal Licensed Homes Gold Seal Registered Homes Informal Providers 

Care Level Daily Weekly Daily Weekly Daily Weekly Daily Weekly Daily Weekly Daily Weekly 
             
Infant  (0-12 Mo.) $21.41  $107.05 $25.69 $128.45 $17.84 $89.20 $21.41 $107.05 $13.39 $66.95 $8.92 $44.60 
Toddler: (13-23 Mo.) $17.84  $89.20 $21.41 $107.05 $16.96 $84.80 $20.35 $101.75 $12.72 $63.60 $8.48 $42.40 
  (24-35 Mo.) $16.59  $82.95 $19.91 $99.55 $16.96 $84.80 $20.35 $101.75 $12.72 $63.60 $8.48 $42.40 
Preschool: (36-47 Mo.) $15.17  $75.85 $18.20 $91.00 $16.06 $80.30 $19.27 $96.35 $12.04 $60.20 $8.03 $40.15 
  (48-59 Mo.) $14.78  $73.90 $17.74 $88.70 $15.71 $78.55 $18.85 $94.25 $11.78 $58.90 $7.86 $39.30 
  (60-72 Mo.) $14.78  $73.90 $17.74 $88.70 $15.71 $78.55 $18.85 $94.25 $11.78 $58.90 $7.86 $39.30 
Special Needs $21.41  $107.05 $25.69 $128.45 $17.84 $89.20 $21.41 $107.05 $13.39 $66.95 $8.92 $44.60 
School-Age $13.86  $69.30 $16.63 $83.15 $14.32 $71.60 $17.18 $85.90 $10.74 $53.70 $7.16 $35.80 
 
Additional information: 
Has your coalition adopted a sibling discount rate? Yes ____% of the payment rate.  No
What is the projected number of children to be served within the fiscal year(s) this schedules covers? 2750

 
Form 
AWI-EL 34 
(02/23/2006)  



Attachment: 1.6.1.: Sliding Fee Scale
Sliding Fee Scale for Coalition

Effective  date May 1, 2009 

Agency for Workforce Innovation/Office of Early Learning

SLIDING FEE SCHEDULE

DAILY FEE    ------- Annual Gross Income - Number of persons in Family -------
=========== ==========

Full-Time Part-Time 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------------------------------------------------------------------------------------------

1.40 0.70 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
50%FPL 5,415 7,285 9,155 11,025 12,895 14,765 16,635 18,505 20,375 22,245 24,115 25,985 27,855 29,725 31,595

-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------
2.20 1.10 5,416 7,286 9,156 11,026 12,896 14,766 16,636 18,506 20,376 22,246 24,116 25,986 27,856 29,726 31,596

50-75%FPL 8,123 10,928 13,733 16,538 19,343 22,148 24,953 27,758 30,563 33,368 36,173 38,978 41,783 44,588 47,393
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------

3.00 1.50 8,124 10,929 13,734 16,539 19,344 22,149 24,954 27,759 30,564 33,369 36,174 38,979 41,784 44,589 47,394
75-100%FPL 10,829 14,569 18,309 22,049 25,789 29,529 33,269 37,009 40,749 44,489 48,229 51,969 55,709 59,449 63,189

-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------------------------------------------------------------------------------------------
3.80 1.90 FPL 10,830 14,570 18,310 22,050 25,790 29,530 33,270 37,010 40,750 44,490 48,230 51,970 55,710 59,450 63,190

12,635 16,999 21,362 25,726 30,089 34,453 38,816 43,180 47,543 51,906 56,270 60,633 64,997 69,360 73,724
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------

4.60 2.30 12,636 17,000 21,363 25,727 30,090 34,454 38,817 43,181 47,544 51,907 56,271 60,634 64,998 69,361 73,725
14,441 19,428 24,415 29,401 34,388 39,375 44,362 49,349 54,336 59,323 64,310 69,297 74,284 79,271 84,258

-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------
5.40 2.70 14,442 19,429 24,416 29,402 34,389 39,376 44,363 49,350 54,337 59,324 64,311 69,298 74,285 79,272 84,259

150%FPL 16,245 21,855 27,465 33,075 38,685 44,295 49,905 55,515 61,125 66,735 72,345 77,955 83,565 89,175 94,785
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------

6.20 3.10 16,246 21,856 27,466 33,076 38,686 44,296 49,906 55,516 61,126 66,736 72,346 77,956 83,566 89,176 94,786
16,876 22,704 28,532 34,361 40,189 46,017 51,845 57,673 63,501 69,329 75,157 80,985 86,813 92,641 98,469

-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------
7.00 3.50 16,877 22,705 28,533 34,362 40,190 46,018 51,846 57,674 63,502 69,330 75,158 80,986 86,814 92,642 98,470

17,508 23,554 29,600 35,646 41,692 47,738 53,784 59,830 65,876 71,923 77,969 84,015 90,061 96,107 102,153
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------

7.80 3.90 17,509 23,555 29,601 35,647 41,693 47,739 53,785 59,831 65,877 71,924 77,970 84,016 90,062 96,108 102,154
18,139 24,403 30,667 36,932 43,196 49,460 55,724 61,988 68,252 74,516 80,780 87,045 93,309 99,573 105,837

-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------
8.50 4.30 18,140 24,404 30,668 36,933 43,197 49,461 55,725 61,989 68,253 74,517 80,781 87,046 93,310 99,574 105,838

18,771 25,253 31,735 38,217 44,699 51,181 57,664 64,146 70,628 77,110 83,592 90,074 96,557 103,039 109,521
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------

9.00 4.50 18,772 25,254 31,736 38,218 44,700 51,182 57,665 64,147 70,629 77,111 83,593 90,075 96,558 103,040 109,522
19,402 26,102 32,802 39,503 46,203 52,903 59,603 66,303 73,004 79,704 86,404 93,104 99,804 106,505 113,205

-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------
9.40 4.70 19,403 26,103 32,803 39,504 46,204 52,904 59,604 66,304 73,005 79,705 86,405 93,105 99,805 106,506 113,206

185%FPL 20,036 26,955 33,874 40,793 47,712 54,631 61,550 68,469 75,388 82,307 89,226 96,145 103,064 109,983 116,902
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------

9.80 4.90 20,037 26,956 33,875 40,794 47,713 54,632 61,551 68,470 75,389 82,308 89,227 96,146 103,065 109,984 116,903
20,848 28,047 35,247 42,446 49,646 56,845 64,045 71,244 78,444 85,643 92,843 100,042 107,242 114,441 121,641

-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------
10.20 5.10 20,849 28,048 35,248 42,447 49,647 56,846 64,046 71,245 78,445 85,644 92,844 100,043 107,243 114,442 121,642

200%FPL 21,660 29,140 36,620 44,100 51,580 59,060 66,540 74,020 81,500 88,980 96,460 103,940 111,420 118,900 126,380
-------------------- ----------------- ---------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- -------------- ----------------- ---------------- ------------------
Parents receiving hourly care pay up to the part time fee.                                       2009 Poverty Level Change effective January 23, 2009
Note: 10% Parent Fee was calculated using 260 days.
Refer to 60BB-4.400, F.A.C.

Please answer the following questions:
(1) Is there a sibling discount? If so, describe how it is calculated.  Siblings are assess 1/2 of the rate established for the youngest child in the family.  
(2) If any family pays more than 10% of their goss income for child care, please complete the attached justification form that explains how the fees will not limit parent access to services.

Manatee County



 
 

VPK Program Monitoring 
 
 

 
Early Learning Coalition of Manatee County ∙ 3526 Ninth Street West, Suite 200 ∙ Bradenton, FL  34205 ∙ Phone: (941) 757‐2900 ∙ Fax: (941) 757‐2917 

 
 

 
Date:                  Monitor:  Cari Whiddon 
Recheck:              Time Begin:
Follow‐Up:              Time End:

 
 
 
 

Facility Name:                 Program Type:     School Year          Summer 
 

 
Address :                City:   Bradenton 
Director:                 Director on site? Yes   No 
Phone:      (941) 000‐0000 
Accrediting Agency:         

License #:        
Proof of Credential:              

 
VPK Hours:            to            
 
 
 

Classroom Identifier:    A 
 

 
Lead Teacher:                 Same lead teacher listed on AWI‐VPK 11?       Yes No
Proof of Credential:                Attestation of Good Moral Character:     
Credential Expiration Date             VPK Performance Standards:      
Emergent Literacy:                Local Background Screening:      
FDLE Screening:                 FBI Clearance Letter:      
 
Secondary Teacher:              Same secondary teacher listed on VPK‐11?     Yes No
Proof of Credential:                Attestation of Good Moral Character:     
Credential Expiration Date             VPK Performance Standards:      
Emergent Literacy:                Local Background Screening:      
FDLE Screening:                 FBI Clearance Letter:      
   

   

Number of children enrolled:                Curriculum(s) being used:        
Number of children present:               Same Curriculum listed on VPK‐10?    Yes    No
Ratio:                      Written Lesson Plans posted?     Yes No
Compliant with size requirement?   Yes   No  Written VPK schedule posted?     Yes    No
 
Evidence of VPK Performance Standards: 
           
 
 
 
 



 
 

VPK Program Monitoring 
 
 

 
Early Learning Coalition of Manatee County ∙ 3526 Ninth Street West, Suite 200 ∙ Bradenton, FL  34205 ∙ Phone: (941) 757‐2900 ∙ Fax: (941) 757‐2917 

 
 

ATTENDANCE VERIFICATION 
 

Does current day’s attendance match sign in/out sheets: Yes    No
If No, explain: 
 
 

           

 

CHILD FILE REVIEW  
(Five children from class roster from a previous month) 
      

Child’s Name 
Certificate of Eligibility 

on file? 
Notice of Enrollment 

on file? 
Long/Short Attendance Form

signed and complete? 

1.             Yes    No Yes    No  Yes    No
2.             Yes    No Yes    No  Yes    No
3.             Yes    No Yes    No  Yes    No
4.             Yes    No Yes    No  Yes    No
5.             Yes    No Yes    No  Yes    No

 

CORRECTIVE ACTION REQUIRED: 
 

1.            
 
 

Corrective Action Due Date:                Director or Teacher Initials _______ 
 
2.            
 
 

Corrective Action Due Date:                Director or Teacher Initials _______ 
 
3.            
 
 

Corrective Action Due Date:                Director or Teacher Initials _______ 
 

 

COMMENTS: 
 

           
 
 
 
____________________________________   ____________________________________   ______________ 
Monitor’s Name          Monitor’s Signature          Date 

 
____________________________________   ____________________________________   ______________ 
Director’s or Teacher’s Name        Director’s or Teacher’s Signature       Date 

 
 
Date of Follow‐Up Visit:                       



 
 

 

  

 

Provider/Customer Grievance Operating Policy & Procedure    Attachment 1.10.1 A ,B, C 
 

07/01/09 
Authorized by:  Board of Directors 
Review Date:     07/01/2012 
Page 1 of 1 
 

Policies, Procedures, & Forms

Early Learning Coalition of Manatee County

 

 
Policy 
 
Childcare  providers  or  customers who  have  a  complaint  or  grievance  regarding  services provided 
directly by the Early Learning Coalition or a contractor of the Coalition will have a venue to discuss 
their concerns.   
 
 
Procedure 
 
The  first stage  is  informal communication and occurs  immediately when  the provider or customer 
expresses dissatisfaction.   The  first  line Coalition  staff must  immediately address  the matter.   The 
activities  that occur  in  this  stage must be documented  and  the  supervisor  informed  immediately, 
even if the situation is satisfactorily resolved at that stage. 
 
If the issue is not resolved to the complainant’s satisfaction, then the Coalition staff supervisor is to 
be directly involved for further assistance.  Within 3 (three) business days of the first stage objection, 
the  supervisor  will  review  all  of  the  information  and  contact  the  complainant  to  attempt  to 
informally mediate the issues.  The supervisor must document their communication. 
 
If the informal mediation is unsuccessful and the complainant still considers the matter unresolved, 
the supervisor must immediately contact the Executive Director for formal problem resolution. 
 
Within  7  (seven)  business  days,  the  Executive  Director  must  review  all  available  information, 
communicate directly with the complainant, and arrange a meeting if necessary.  All communication 
is to be documented. 
 
In  cases  concerning  VPK  providers who  are  in  disagreement with  any  terms  of  their  contractual 
agreement with  the  Coalition,  the  providers must  submit  their  dispute  in writing  directly  to  the 
Coalition Executive Director.  The Coalition Executive Director must respond in writing within 10 (ten) 
business days from receiving the dispute, and provide hearing rights if so warranted. 
 
Any  individual, client or provider, who continues  to be dissatisfied after exhausting  this process,  is 
eligible  to  appeal  by  having  the  documented  activity  history  presented  to  the  Coalition  Appeals 
Board  in a  formal Grievance Hearing.   The Grievance Hearing will be scheduled within 10 business 
days of  the notification.   Members of  the Appeals Board will  review  the  information and  respond 
with their decision to Complainant within 3 business days.  The Complainant has a right to appeal the 
decision of  the Appeals Board  to  the Coalition Board of Directors at their next scheduled meeting.  
The decision of the Board of Directors is final.  
 



Attachment 3.3.1 
 

 

Policy #  3   :  Parent  Access 
 
 
ELCM approval date:  

Reference:  AWI/OEL Policy Memorandum 

 
1.  The Early Learning Coalition of Manatee County, Inc. determines the eligibility and enrolls of eligible children into care 
with an approved child care provider. 
 
2.  At the time of enrollment, parents are informed of their right to unlimited access to their child and their child’s primary 
caregiver at any time services are provided.  The Terms and Condition of Eligibility and Enrollment include the rights of 
the parent to unlimited access and is reviewed and signed at the time of initial enrollment and each subsequent 
recertification. 
 
3.  All providers delivering school readiness services must enter into a School Readiness Agreement prior to delivering 
services.  Each agreement includes a section outlining the responsibility of the provider to allow unlimited access to the 
child and to the child’s caregiver by a parent enrolled in their program. 
 
4.  Complaints received by the Coalition from an enrolled parent will be addressed with the child care provider and a 
corrective action required.  Continued failure to comply with the unlimited access requirement will result in the termination 
of the agreement with the child care provider. 
 



ELC-Manatee Health and Safety Checklist 
Child Care Centers 
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Name of Facility: ID #: 
Facility Address: Date: 
Owner/Operator: Licensed capacity: 
Number of children present: Number of staff present: 
 
A. Staffing and Supervision Yes No N/A Level 
  1. Current accrediting/exempt agency license and required documents are available    3 
  2. Operator or staff member in charge in the operators absence is at least 21 years 

of age  
   3 

  3. Children are supervised by an adult at least 16 years of age    3 
  4. The center’s capacity is listed as [     ] children. A total of [      ] children were 

counted at the center and/or on a field trip 
   2 

  5. Ratios are maintained    2 
  6. Sufficient staffing is maintained during nap time    2 
  7. Swimming and water activities which exceed 3 feet in depth must have a 

certified lifeguard or equivalent present 
   1 

  8. Telephone or other means of communication must be available to staff at all 
times in the facility and on field trips, including an onsite landline/corded 
telephone available at all times for staff  

   2 

  9. A child care facility must have a minimum of 35 square feet of usable indoor 
space per child  

   2 

 10. An employment application including the date of employment, position, 
address etc. must be on file 

   2 

11. All staff that will interact with children must have Level 2 (local police, FDLE 
state police and FBI) screening and a statement of good moral character 

   1 

12. Children supervised by unscreened staff or supervised by staff found guilty of 
an offense noted in section 435.04, Florida Statute 

   1 

Comments: 
 
 
 
 
 
B. Transportation Yes No N/A Level 
  1. The facility must have single limit liability insurance and comply with vehicle 

inspection responsibilities 
   2 

  2. Transportation logs are maintained for 4 months    3 
  3. Vehicle inspections are conducted prior to transporting children and upon arrival 

at the destination 
   3 

  4. The driver shall have a current Florida drivers license on file and an annual 
physical exam which grants approval to drive 

   2 

  5. The driver shall have a certificate of course completion for first aid and infant 
and child CPR 

   1 

  6. When children are transported, each child must be secured in an approved car 
seatbelt appropriate to the child’s age and size and according to state laws: 
a.   In all vehicles used for transporting, children less than four years of age 

must be restrained in a federally approved child restraint device and in the 
proper seat 

b.  Children weighing less than 40 pounds must be restrained in a protective 
device other than seatbelts 

   1 



ELC-Manatee Health and Safety Checklist 
Child Care Centers 
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Comments: 
 
 
 
 
 
C. Discipline Yes No N/A Level 
  1. Written disciplinary practices are provided to parents and documented on the 

enrollment form signed by the parent 
   3 

Comments: 
 
 
 

 
 
D. Access Yes No N/A Level 
  1. Parents are granted access, in person and by telephone, to the child care facility 

during normal hours of operation and when the child is in care 
   2 

Comments: 
 
 
 
 
 
E.  Environment - All parts of the facility, both indoors and outdoors, are clean and 

sanitary, free of hazards, in an orderly condition and in good repair, including 
the following: 

Yes No N/A Level 

  1. Free from health and safety hazards    2 
  2. Free from vermin infestation    2 
  3. Free of toxic or hazardous materials    2 
  4. Firearms or weapons are not present or are locked and stored in a location 

inaccessible to children pursuant to s. 790.174 F.S. 
   1 

  5. Some fresh air in the area used for care    2 
  6. Play areas are clean and free from litter, glass, nails, and other hazards    3 
  7. Toys, equipment, and furnishings are clean, safe, sanitary, and in good repair    3 
  8. Electric outlets have safety caps    2 
  9. Electrical cords are inaccessible or secured    2 
10. Outdoor play equipment is securely anchored    2 
11. Permanent outdoor equipment has protective ground cover    2 
12. Outdoor play areas are fenced, and the fence is at a minimum of four feet in 

height and in good repair 
   2 

13 The facility is smoke free pursuant to s. 386.204 F.S.    3 
Comments: 
 
 
 
 
 



ELC-Manatee Health and Safety Checklist 
Child Care Centers 
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F. Napping and Sleeping Yes No N/A Level 
  1. Safe and sanitary bedding is provided.  Linens must be laundered at least once 

per week and more often if soiled or dirty 
   3 

  2. A minimum of 18” must be maintained around individual napping spaces    3 
  3. Children under age one have their own crib, port-a-crib, or play pen    3 
  4. Infants are placed on their backs for sleeping    3 
Comments: 
 
 
 
 
 
G. Toileting and Bath Facilities Yes No N/A Level 
  1. Each basin and toilet is maintained in good working condition and sanitized as 

needed but at least once per day 
   2 

  2. Running water, toilet paper, disposable towels, soap, and receptacle available     3 
  3. Caregiver and children wash hands with soap and water after toileting or 

assisting with toileting 
   2 

  4. Diapers are checked and changed often    3 
  5. Designated diapering areas are separate from the food preparation area, with 

impermeable surface that is sanitized after each use 
   3 

  6. Disposable diapers disposed of properly and the container sanitized daily    3 
  7. Potty chairs must be cleaned and sanitized after each use    3 
Comments: 
 
 
 
 
 
H. Fire Safety Yes No N/A Level 
  1. Facility is equipped with fire alarms or smoke detectors    2 
  2. There is an emergency evacuation plan in place    3 
  3. Fire drills are conducted monthly    2 
Comments: 
 
 
 
 
 
I. Health and Sanitation Yes No N/A Level 
  1. Caregivers, children, volunteers, and operators wash hands after personal 

hygiene procedures, before and after meals, and after outdoor activities 
   2 

  2. Separate sinks used for hand washing and food preparation    2 
  3. Safe drinking water is available to all children    2 
Comments: 
 
 
 
 
 



ELC-Manatee Health and Safety Checklist 
Child Care Centers 
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J. Communicable Disease Control Yes No N/A Level 
  1. Written policies in place for observing children for signs of communicable 

disease 
   3 

  2. Written policies shared with parents regarding procedures for communicable 
disease control 

   3 

  3. Written procedures in place for following “universal precautions”    3 
  4. Operators notify the local county health department upon suspicion of 

communicable disease  
   2 

Comments: 
 
 
 
 
 
K. First Aid, CPR, and Emergency Procedures Yes No N/A Level 
  1. There is at least one person on premises with a valid first aid and CPR certificate    2 
  2. At least one first aid kit is on premises at all times    3 
  3. Operator maintains important medical and allergy  information for each child    3 
  4. Written policies in place for documenting accidents, incidents, and health 

related observations and sharing with parents 
   3 

  5. Prescription medication and non-prescription medication is in its original 
container with child’s name, physicians name,  name of medication and 
directions for administering 

   2 

  6. Non-prescription medication is only administered with parental consent    2 
  7. Any medication administered is documented in the child’s file and the parent is 

informed 
   2 

Comments: 
 
 
 
 
 
L. Nutrition Yes No N/A Level
  1. Allergies are documented and maintained in the child’s file and posted    2 
  2. Food restrictions are shared with staff and posted in a conspicuous location    3 
Comments: 
 
 
 
 
 
M. Immunizations and Health Examinations Yes No N/A Level 
  1. The operator is responsible for obtaining a current and completed DH Form 680 

(Certificate of Immunization) or DH Form 681 (Religious Exemption from 
Immunization) 

   3 

  2. The operator is responsible for obtaining a complete student health form signed 
by a physician within 30 days of enrollment and making sure it is updated every 
two years 

   3 



ELC-Manatee Health and Safety Checklist 
Child Care Centers 
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Comments: 
 
 
 
 
 
N. Enrollment  Yes No N/A Level
  1. The operator must have an enrollment application, including starting date, on 

file for each child and must keep the information current 
   3 

  2. The application for enrollment must contain:  The full name of the child and 
parents, their addresses, telephone numbers and work information; medical 
information for emergency medical care and allergies, special medical or 
dietary needs; and a list of persons who are authorized to sign the child out 

   3 

  3. A statement signed by parent/guardian regarding the discipline policy    3 
  4. The operator maintains accurate, daily sign in/out sheets, showing daily  
       parent/guardian signature,  time in and time out  

   3 

Comments: 
 
 
 
 
 
 
I have received a copy of this report and agree to make all recommended changes in order to meet the health and safety 
requirements as indicated above and on the plan of action form.  I understand that a follow-up visit may be conducted to 
verify that these changes have been made.   
 
I understand that if I have not made the recommended changes at the time of the follow-up visit, the school readiness 
children currently in my care may be transferred and I may be suspended from accepting school readiness children in the 
future. 
 
 
 
Print Staff Name: _______________________  Print ELC Staff: _______________________ 
 
Signature of Staff: ______________________  Signature of ELC Staff: _________________ 
 
Position: ______________________________  Position: _____________________________ 
 
Date:  ________________________________  Date: ________________________________ 
 



ELC-Manatee Health and Safety Checklist 
Registered Family Child Care and Informal Providers 

Page 1 of 4 
 

Name of Facility: Date: 
Facility Address: Capacity: 
Owner/Operator: 
Adults Present: Children Present: 
 
A.  Staffing and Supervision Yes No N/A Level 
  1. Children are supervised by an adult at least 18 years of age     3 
  2. Appropriate adult to child ratio requirement     2 
  3. Sufficient supervision is maintained the entire time children are 

in care. 
   2 

  4. Telephone or other means of communication must be available 
at all times 

   2 

  5. Swimming pools and water activities must be properly 
maintained and supervised 

   1 

Comments: 
 
 
 
B.  Transportation Yes No N/A Level 
  1. The provider must have single limit liability insurance and 

comply with vehicle safety standards 
   1 

  2. Proper child safety restraints are in place when transporting 
children 

   1 

  3. Procedures are in place to ensure no children are left 
unattended in a vehicle 

   2 

Comments: 
 
 
 
C.  Discipline Yes No N/A Level 
  1. Written disciplinary practices are provided to parents and 

documented on the enrollment form signed by the parent 
   3 

Comments: 
 
 
 
D.  Access Yes No N/A Level 
  1. Parents are granted access, in person and by telephone, to the 

child care facility during normal hours of operation and when 
the child is in care 

   2 

Comments: 
 
 
 
E.  Environment - All parts of the facility, both indoors and 

outdoors, are clean and sanitary, free of hazards, in an orderly 
condition and in good repair, including the following: 

Yes No N/A Level 

  1. Free from health and safety hazards    2 
  2. Free from vermin infestation    2 
  3. Free of toxic or hazardous materials    2 
  4. Firearms or weapons are not present or are locked and stored 

in a location inaccessible to children pursuant to s. 790.174 
F.S. 

   1 

  5. Some fresh air in the area used for care    2 
  6. Play areas are clean and free from litter, glass, nails and other    2 



ELC-Manatee Health and Safety Checklist 
Registered Family Child Care and Informal Providers 

Page 2 of 4 
 

hazards 
 Yes No N/A Level 
  7. Toys, equipment and furnishings are clean, safe, sanitary, and 

in good repair 
   3 

  8. Electric outlets have safety caps    2 
  9. Electrical cords are inaccessible or secured    2 
10. Outdoor play equipment is securely anchored    2 
11. Outdoor play areas that border roads, streets or water hazards 

have fencing a minimum of 4 feet in height  
   2 

Comments: 
 
 
 
F.  Napping and Sleeping Yes No N/A Level 
  1. Safe and sanitary bedding is provided    2 
  2. Children under age one have their own crib, port-a-crib, or play 

pen 
   3 

  3. Infants are placed on their backs for sleeping    2 
Comments: 
 
 
 
G.  Toileting and Bath Facilities Yes No N/A Level 
  1. Each basin and toilet is maintained in good working condition 

and sanitized as needed 
   2 

  2. Running water, toilet paper, disposable towels, soap, and 
receptacle available  

   2 

  3. Caregiver and children wash hands with soap and water after 
toileting or assisting with toileting 

   2 

  4. Diapers are checked and changed often    2 
  5. Designated diapering area, separate from the food preparation 

area, with impermeable surface that is sanitized after each use 
   2 

  6. Disposable diapers disposed of properly    3 
Comments: 
 
 
 
H.  Fire Safety Yes No N/A Level 
  1. Home is equipped with fire alarms or smoke detectors    2 
  2. There is an emergency evacuation plan in place    3 
  3. There is an operable corded telephone available at all times.     3 
Comments: 
 
 
 
I.  Health and Sanitation Yes No N/A Level 
  1. Caregivers and children wash hands after personal hygiene 

procedures, before and after meals, and after outdoor activities 
   2 

  2. Separate sinks used for hand washing and food preparation    3 
  3. Safe drinking water is available to all children    2 
Comments: 
 
 
 



ELC-Manatee Health and Safety Checklist 
Registered Family Child Care and Informal Providers 

Page 3 of 4 
 

J.  Communicable Disease Control Yes No N/A Level 
  1. Written policies in place for observing children for signs of 

communicable disease 
   3 

  2. Written procedures in place for following “universal precautions”    3 
Comments: 
 
 
 
K.  First Aid, CPR, and Emergency Procedures Yes No N/A Level 
  1. There is at least one person on premises with a valid first aid 

and CPR certificate 
   2 

  2. At least one first aid kit is on premises at all times    2 
  3. Operator maintains important medical and allergy information 

for each child 
   3 

  4. Written policies in place for documenting accidents, incidents, 
and health related observations and sharing with parents 

   3 

  5. Prescription medication and non-prescription medication is in its 
original container with child’s name, physician’s name, name of 
medication and directions for administering.  All drugs are kept 
out of reach of children. 

   2 

  6. Non-prescription medication is only administered with parental 
consent 

   2 

  7. Any medication administered is documented in the child’s file 
and the parent is informed 

   2 

Comments: 
 
 
 
L.  Nutrition Yes No N/A Level 
  1. Allergies are documented and maintained in the child’s file    3 
  2. Food restrictions are shared with staff and posted in a 

conspicuous location 
   3 

Comments: 
 
 
 
M.  Immunizations and Health Examinations Yes No N/A Level 
  1. The operator maintains proper documentation regarding 

children’s immunizations 
   3 

  2  The operator maintains proper documentation regarding 
children’s health examinations 

   3 

Comments: 
 
 
 
N.  Enrollment  Yes No N/A Level 
  1. Enrollment information is kept current and on file for each child 

in care 
   2 

  2. There must be a means for recording attendance    3 
Comments: 
 
 
 
 



ELC-Manatee Health and Safety Checklist 
Registered Family Child Care and Informal Providers 

Page 4 of 4 
 

 
I have received a copy of this report and agree to make all recommended changes in order to meet the 
health and safety requirements as indicated above and on the plan of action form.  I understand that a 
follow-up visit may be conducted to verify that these changes have been made.   
 
I understand that if I have not made the recommended changes at the time of the follow-up visit, the 
school readiness children currently in my care may be transferred and I may be suspended from 
accepting school readiness children in the future. 
 
 
 
Staff Print Name: ___________________________ ELC Staff Print Name: ____________________ 
 
Staff Signature: ____________________________ ELC Signature: __________________________ 



 

   

 

Policy for Safety Review for all School Readiness Providers                        Attachment 4.1.2 B

 
 
1. The Early Learning Coalition of Manatee County, Inc. performs a safety review of all school 

readiness providers. 
 
a. Licensed child care facilities and family child care homes. 
 

i. Coalition staff will review licensing reports of all licensed programs, noting all class I 
violations, three class II violations (ratios, direct supervision and appropriate staff), 
and the frequency of all classes of violations. 

 
ii. The Coalition will take steps including notifying provider of our knowledge of the 

non‐compliances, offering to assist DCF child care licensing to offer technical 
assistance to the provider, and other steps up to and including termination of the 
school readiness agreement.    

 
b. Registered family child care homes, informal providers, license‐exempt non‐accredited, 

license‐exempt accredited and non‐licensed programs. 
 

i. Coalition staff will perform health and safety checklist monitoring of these providers 
at least annually, with the exception that license‐exempt accredited programs will 
only receive a monitoring in response to either a parent complaint or field staff 
report regarding health and safety issues. 

 
ii. Coalition staff will check with DCF child care licensing quarterly to ensure no safety 

complaints have been registered with them about this category of school readiness 
providers. 

 
iii. Non‐compliances will be addressed with corrective action, technical assistance, and 

other steps up to and including termination of the school readiness agreement. 
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Documentation of Immunization & Medical Examination                         Attachment 4.1.2 C 
of School Readiness Children 
 
 
 

1. The Early Learning Coalition of Manatee County, Inc. provides the review of health related 
services for children participating in the school readiness program.   The Coalition will provide 
information to the service provider on the relevant policies related to health related services. 

 
2. The Coalition will receive a signed quarterly statement from all school readiness providers 

attesting to the up-to-date status of immunizations and medical examination of school readiness 
children receiving services during the past quarter.    

 
3. The school readiness provider will note any non-compliance concerns to the service provider for 

follow-up.  The Coalition will contact families not responding to the request for up-dated 
information to provide assistance with any barriers to the access of health services. 

 
4. The Coalition will also review child care licensing reports to determine licensing compliance with 

health related responsibilities.  School readiness providers will be contacted by the service 
provider if licensing documentation identifies non-compliance with regulations.  The Coalition will 
require documentation of corrective action by the provider and will provide assistance as needed 
to eliminate any barriers preventing the school readiness provider from complying with licensing 
requirements. 

 



 

  

 

Provider Declaration of Developmentally Appropriate Curricula           Attachment 4.3.1 A 
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1.    The  Early  Learning  Coalition  of  Manatee  County,  Inc.  approves  all  contracted  and  voucher 
agreements used to outline the responsibilities of the child care providers and the service provider. 
 
2.  The coalition develops a list of approved curricula to be used to deliver services to children enrolled 
in school readiness services.   The curricula  listed  includes appropriate  tools  for center‐based care and 
home‐based care addressing the varying ages of children  including  infants, toddlers, preschoolers, and 
those of school‐age. 
 
3.  The Coalition requires that each child care provider entering into a contracted agreement or voucher 
agreement document a developmentally appropriate curricula used  in the delivery of school readiness 
services.    The  declarations  are  submitted  annually  coinciding  with  the  provider  school  readiness 
agreement execution. 
 
4.   The Coalition contracts with a service provider who makes available training opportunities to child 
care  providers  on  the  identification  and  implementation  of  developmentally  appropriate  curricula 
periodically and provides technical assistance when requested 
 
5.   The coalition provides an opportunity  for a child care provider  to submit a request  for  review and 
consideration  of  any  curricula  not  previously  approved  by  the  coalition.      Child  care  providers  are 
informed  of  the  review  process  when  notified  of  ineligible  curricula.    Child  care  providers  will  be 
required to select a developmentally appropriate curricula  in the event the review process determines 
the declared curricula is not acceptable. 
 
6.    The  Coalition  will  confirm  the  use  of  a  developmentally  appropriate  curriculum  during  routine 
monitoring activities. 
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Approval of School Readiness Curriculum                                        Attachment 4.3.1 B      
 
 
 

1. The Early Learning Coalition of Manatee County, Inc. provides the recruitment of eligible school 
readiness providers.   The Coalition maintains information on relevant policies related to provider 
eligibility including the primary school readiness curriculum and character development 
curriculum. 

 
2. The Coalition will annually obtain from all school readiness providers a Declaration of Curriculum 

outlining the primary curriculum and character development curriculum used in the daily program.  
The Coalition will update the Declaration of Curriculum as needed to reflect any changes in the 
use of the approved curriculum. 

 
3. Curriculum that is not included on the Coalition list of approved curriculum will be reviewed and 

will include an interview with the child care provider.  Curriculum meeting the components of the 
current Checklist for Curriculum Evaluation will be approved by the Coalition. 

 
4. The school readiness provider must demonstrate the process used to include parents in the 

identification of a primary and character development curriculum.  Evidence must be available to 
support parent understanding of how the daily activities relate to the educational standards 
established by the state for school readiness.   

 
5. Curriculum that does not meet the minimum requirements as outlined in the current Checklist for 

Curriculum Evaluation will be presented to the Coalition’s Quality Committee for consideration. 
 

6. The school readiness provider will monitor the use of the declared curricula (primary and 
character development), including on-going parent involvement/education during semi-annual 
monitoring visits. 

 



AGENCY FOR WORKFORCE INNOVATION                                                                                                 
Office of Early Learning 
 

ATTACHMENT 4.3.1.C:  Provider Declaration of Curriculum 
and Application for Approval of Curriculum 

Declaration of Curriculum 
 

Program Name                      Date: _______________ 
 

Primary Curriculum: 
� Creative Curriculum  
� High/Scope 
� Beyond Centers and Circle Time 
� Emergent 

 Note:  Because of the individual nature of emergent curriculum, fill out the application below for 
approval of your program’s version 

� Other                         
 Note:  Fill out the application below for approval of this curriculum 

 
Character Building Curriculum: 

� Values Curriculum  
� Other:________________________________________________________________________ 

   
I am an authorized signer for the program named above.  We use the designated primary curriculum on a daily basis.  I 
understand that the Resource/Provider Development Team may visit my program and expects to see evidence of daily 

use of this curriculum. 
 

                             
                     AUTHORIZED SIGNATURE              DATE 

 

 
Application for Curriculum Evaluation and Approval   

 
Publisher          Edition      Date of Publication     
Research Base                         
                           
 
Coalition staff will contact you to make an appointment for review of your curriculum.  At the review, please be prepared to 
demonstrate the following: 

• It is based on solid research and children’s progress in it can be measured. 
• Social competence is an important part of the program. 
• Curriculum values and centers on children’s play. 
• Partnerships with families are an essential component. 
• Teacher’s interactions, intentional teaching strategies, observations and assessments are vital components.  
• All children can thrive in a developmentally appropriate classroom, including those with special needs. 
• Assessment and curriculum are linked. 
• The cost of initial training, materials and implementation is non‐exorbitant. 

____________________________________________________________________________________________________________________ 
FOR OFFICE USE ONLY 

 
Contact Date and Time          Appointment Date and Time         
ELC Representative(s)                       
Program representative(s)                       
 Approval    Yes  /  No     Date _______________    ELC Initials      



AGENCY FOR WORKFORCE INNOVATION                                                                                                 
Office of Early Learning 
 

Attachment 4.3.1.D:  Checklist for Curriculum Evaluation and Approval 
 

 
 
 
Name of Early Learning Provider:_____________________________________________  Date:_________________ 
 
Curriculum to be evaluated:  _______________________________________________________________________ 
 
 
Curriculum components 

 
Yes/No/NA 

 
Comments 

 
 
Incorporates developmentally appropriate practices 

  

 
Research-based or based on research 

  

 
Social competence/character development is evident 

  

 
Activities values and centers on children’s play 

  

 
Partnership between family and teacher 

  

 
Correlated to child assessment 

  

 
Correlated to state performance standards 

  

 
Literacy component includes 
 

• Oral language 
 

• Print awareness 
 

• Phonemic & phonological              
                   Awareness 
 

• Vocabulary 
 

• Comprehension 

  

  

  

  

  

  

 
Supports children with special needs 

  

 
Progress monitoring and reporting 

  

 
Training available for teachers 

  

 
Materials needed are non-exorbitant in cost 

  

 
Overall ability to meet the educational needs of the 
whole child 

  

 
Additional comments: 
 

Checklist for Curriculum Evaluation and Approval
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Provider Declaration of Character Development Program                        Attachment 4.3.2 
 

1. The  Early  Learning  Coalition  of Manatee  County,  Inc.  provides  for  the  recruitment  of 
eligible school readiness providers.   The Coalition will maintain information on the relevant 
policies related to provider eligibility including the primary school readiness curriculum and 
character development curriculum. 
 

2. The  Coalition will  annually  obtain  from  all  school  readiness  providers  a Declaration  of 
Curriculum outlining the primary curriculum and character development curriculum used in 
the daily program.   The Coalition will update  the Declaration of Curriculum as needed  to 
reflect any changes in the use of the approved curriculum. 
 

3. Curriculum  that  is  not  included  on  the  Coalition  list  of  approved  curriculum  will  be 
reviewed and will include an interview with the child care provider.  Curriculum meeting the 
components  of  the  current  Checklist  for  Curriculum  Evaluation will  be  approved  by  the 
Coalition.  
 

4. The school readiness provider must demonstrate  the process used  to  include parents  in 
the  identification of a primary and  character development  curriculum.   Evidence must be 
available  to  support  parent  understanding  of  how  the  daily  activities  relate  to  the 
educational standards established by the state for school readiness.   
 

5. Curriculum  that  does  not meet  the minimum  requirements  as  outlined  in  the  current 
Checklist  for  Curriculum  Evaluation  will  be  presented  to  the  Coalition’s  quality 
subcommittee for consideration. 
 

6. The school readiness provider will monitor the use of the declared curricula (primary and 
character  development),  including  on‐going  parent  involvement/education  during  semi‐
annual monitoring visits. 
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Purpose 
This  procedure  explains  records management  requirements  and  responsibilities  associated  with  programs 
and/or projects funded by the State of Florida. 
 
Scope 
The procedures outlined  in this operating procedure apply to all offices of the Coalition and to all  individuals 
and business entities that contract with the Coalition and act on behalf of the Coalition. 
 
Definitions 
 
Confidential Public Records: Public records which are declared confidential by law and which are not available 
for public inspection except in those instances specified by applicable law. 
 
Deputy Custodian: The Director of Planning and Compliance  is authorized by the Coalition board to maintain 
public records and to supervise access (review and or duplication) of public records. 
 
Public Records: Chapter 119.011, Florida Statutes, defines public  records as  “all documents, papers,  letters, 
maps, books, tapes, photographs, forms, sound recording or other material (excluding blank forms and library 
books)  regardless  of  physical  form  or  characteristics, made  or  received  pursuant  to  law  or  ordinance  or  in 
connection with the transaction of business. 
 
Record Copy: The copy kept as the official record of the Coalition in accordance with the retention schedule. 
 
Retention Schedule: The minimum amount of time a record must be maintained by the Coalition. 
 
Actions 
All records will be maintained according to the Coalition’s approved retention schedule. 

• No public record may be mutilated, destroyed, sold, recycled, loaned or otherwise disposed of 
without the approval of the Executive Director. 

• Confidential Records will be maintained as follows: 
(1) Records will be maintained in a safe, secure and locked filing system. 
(2) Only persons having a need to consult or handle records will be authorized to access 

records. 
(3)  Officials  will  be  restricted  to  gathering  information  on  participants/applicants  to  the  extent 

required by the Agency for Workforce Innovation ‐ Office of Early Learning. 
(4) Officials will be allowed access to records as provided for in law, rule or official policy and 

information contained in records will be disclosed to properly authorized officials as provided 
for in the law. 

(5) Records will be released to unauthorized or unofficial parties only: 
 Under a court issued subpoena or lawful order as part of a court proceeding or as 
part of an investigation; or 

 At the request of, and on the express written consent of, the participant/applicant. 
 

Responsibilities: 
The deputy custodian is responsible to: 

• Ensure compliance with the Coalition’s records managements policies, standards and procedures. 
• Provide training and technical assistance to staff. 
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• Review and submit records disposition request to the Coalition, and act on requests when approved. 
• D. Coordinate the disposition of records in accordance with approved records retention schedules and 
• approved records disposition requests. 
• E. Arrange for the placement and retrieval of records from off site records management storage 
• facility(ies). 
• F. Maintain “record copy” of records management documentation. 

 
Records Retention Schedule 
The Coalition and all  contractors will  retain all  records pertinent  to  the  receipt of  funds  including  financial, 
statistical, property, participant, and supporting documentation as follows: 
 

(1) For  five  (5)  fiscal  years  following  submission  of  the  final  expenditure  report  to  the  Agency  for 
Workforce Innovation (AWI) for that funding period. 

(2) For  five  (5)  fiscal  years  following  final  disposition  of  nonexpendable  property  obtained with  funds 
received from AWI. 

(3) If any litigation, audit or claim remains unresolved at the expiration of the longest of the hereinabove 
stated periods, then the records will be retained until all outstanding issues have been resolved. 
 

If the Contractor will not be able to retain the necessary participant and  financial records they shall transfer 
such records to the Coalition. Such records shall be transmitted to the Coalition for acceptance  in an orderly 
fashion, with documents properly labeled and filed and in an acceptable condition for storage. 
 
Disposal of Records 
Request to Destroy Records: 
The following instructions are provided to assist the deputy custodian in obtaining permission to destroy 
records. 

A. A memo for authorization to destroy records must be presented to the Executive Director. 
B. The request must identify the records to be destroyed including the title and description of the 
C. record. 
D. The  request  must  indicate  the  Coalition’s  mechanism  to  certify  that  all  applicable  audits  (if 

any)have been released. 
 

Disposition of Records Authorized for Disposal: 
The deputy custodian will ensure that the following Coalition standards of disposal are strictly adhered 
to: 

A. Public records will be disposed of by shredding. 
B. Public  records  which  contain  confidential  information  or  contain  client‐specific  identifying 

information must be disposed of by shredding. The deputy custodian is in charge of disposing of 
the records and must ensure that reasonable safeguards are taken to maintain confidentiality. 

C. After records have been disposed of, the original, approved records disposition request must be 
maintained by the deputy custodian as a permanent record for audit and monitoring purposes. 
 

Lost records or Records Destroyed Without Approval: 
In the event public records are missing due to being inadvertently destroyed, deliberately destroyed, 
destroyed by disaster (flood, hurricane, fire etc.) or lost (cannot be found after diligent search) the 
deputy custodian must notify the Coalition Board providing and explanation of the circumstances which 
resulted in the records no longer being available for public inspection. 
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Records Storage 
Storage Unit Requirements: 
The deputy custodian shall be responsible for ensuring a climate controlled environment for all storage 
units. 
Storing Paper and Electronic Messages and Electronic Documents: 

A. The requirements for retaining and disposing of electronic records are the same as the requirements 
for  retaining and disposing of paper  records. Retention periods are based on a  record’s  information 
content, not its format. 

B. Whether a record  is a paper copy or an electronic file, the record must be retained for the retention 
period specified. 

C. Paper  records must be  stored  in  an organized and easily assessable manner. Paper  records may be 
transferred to off site storage units at the completion of the fiscal year the documents were acquired 
in; however,  it  is recommended that records remain  in the Coalition office(s) for one additional fiscal 
year. 

D. Email messages and attached documents can be stored by doing the following: 
1. Print  the  electronic messages  and  attached  documents,  and  store  the  paper  copies  in  the 

relevant subject matter file(s) just like any other paper copy. 
2. The Email messages and attached documents can then be deleted from the system. 
3. Save electronic messages and attached documents to a floppy disk. 
4. Floppy Disks or printed electronic messages and attached documents can be transferred to off 

site storage units at the completion of the fiscal year in which the documents were acquired. 
However,  it  is  recommended  that  records  remain  in  the  Coalition  office  for  one  additional 
fiscal year. 

E. The deputy custodian shall log all records transferred to storage on the Records Storage Log 
 

Retrieving Records form Storage 
The deputy custodian is responsible for retrieving public records from storage. The requestor must 
submit a written request of the document to be retrieved. The request must provide the following 
information: 

A. Document title and description. 
B. Fiscal Year the document was established. 
C. Record Number from log 
 

RESPONDING TO REQUESTS FOR PUBLIC RECORDS 
Definition of Public Records: 

A. Public records are all documents, papers, letters, maps, books, tapes, photographs, films, sound 
recordings, data processing software or other materials, regardless of physical form, or 
characteristics, or means of transmission, made or received by the Coalition. 

B. The Florida Supreme Court interprets the definition of public records very broadly to encompass all 
materials made or received by an agency in connection with official business which are used to 
perpetuate, communicate or formalize knowledge. 
 

1. Personnel records are open to inspection unless exempted by law. This includes 
applications, resumes, third‐party communications (e.g., references), salary information, 
grievance records, and travel vouchers. The courts have rejected claims that release 
constitutes an invasion of the employee’s privacy. Those items which are deemed 
confidential are redacted and the document is released. 
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2. There is no “unfinished business” exceptions to public records inspection and copying 

requirements. Any agency document circulated for review, comment, or information 
(including memoranda, drafts, or proposals) is a public record regardless of whether it is 
marked “preliminary” or “working draft”. A non‐final document need not be 
communicated  to anyone  in order  to constitute a public  record; your “personal” notes 
are public records if they perpetuate or formalize knowledge of some type. 

3. Section 119.01 notes that “...automation of public records must not erode the right of 
access to those records.” One Florida court has held that “information stored in a 
computer is as much a public record as a written page in a book or a tabulation in a file 
stored in a filing cabinet.” In answering a question as to whether e‐mail messages are 
public  records,  a  recent  attorney  general  opinion  states:  “...the  fact  that  information 
made or received...in connection with official business is electronically made or received 
would not appear  to alter  its  character as a public  record....”  Therefore,  all materials, 
regardless of  form, are open  for public  inspection unless the  legislature has specifically 
exempted them from disclosure. 
 

Exemptions to the Public Records Law 
State and federal law exempts certain categories of documents from disclosure under the public records law. 
The exemptions recognized by Florida law are found in s.119.07, Florida Statutes. The exemptions which apply 
most often to Coalition records include client specific information. Some other exemptions include, but are not 
limited to:  

• social security numbers contained in employment records 
•  home addresses and telephone numbers 
• Photographs 
• family information of certain personnel 
•  medical information (except with written permission), 
• reports of abuse of children, and 
•  materials generated as a result of the report documents prepared for collective bargaining negotiations 
•  Records identifying participants in annuity or custodial accounts, or deferred compensation plans  
• Drug test results  
• Employee assistance program records 
• Internal investigations, whistle‐blower investigations, or discrimination complaints (until investigation is 
completed and a finding made) 

• Examination questions and answer sheets for the purpose of licensure, certification, or employment 
(except an individual may review, but not copy, the individual’s own exam questions and answers) 

• Ridesharing information  
• Data processing software (under licensing agreement or, if produced by the agency, “sensitive”)  
• Sealed bids or proposals (until notice of a decision or no later than 10 days from opening) 

 
Before any document is released pursuant to a public records request, any exempt information must be 
redacted or deleted. If there is any doubt as to whether a record is exempt, refer to section 119.07 FS. 
 
Who May Request A Public Record: 
Section 119.01(1), Florida Statutes, declares: “[i]t is the policy of this state that all... state records shall 
be open for personal inspection by any person” (emphasis added). Reporters, attorneys, union representatives, 
public employees, and other citizens all have the same right of access to public records. A person need not give 
a reason for making a public records request and need not have a “legitimate” reason to access a public record. 



 

 

 

 

Record Management                                                                               Attachment 4.4.1 A 
 

 
 
28/08/2009 
Authorized by:  Board of Directors 
Review Date:    07/01/2012 
Page 5 of 7 

 
Policies, Procedures, & Forms 

Early Learning Coalition of Manatee County 

 
Procedure for Responding to Requests 
Requests may be made in writing or orally. All public records requests should be referred to the Executive 
Director of the Coalition. The Executive Director is responsible for gathering the requested documents and then 
either arranging a time for inspection of the documents or making copies available to the requester.   
 
Documents, including e‐mail, that do not fall within the definition of a public record need not be produced. 
Records, in whatever form, which are public records but contain exempt information must be produced, but 
the exempt information must first be deleted or redacted. If in doubt as to whether a document or e‐mail 
message is a public record or contains exempt information, the executive director should seek legal assistance. 
 
Availability of Records: 
Public records will be available for inspection or copying during reasonable times and under reasonable 
conditions between 8:00 a.m. and 5:00 p.m., Monday through Friday, excluding state holidays. Public 
records which are exempt from the provisions of section 119.07(1), F.S. will be available only as 
specified by applicable state and federal laws and rules. 
 
Charges for providing copies of Coalition records or publications: 
This operating procedure prescribes the procedures for the assessment and collection of fees when providing a 
copy of a public record to a client or the general public. This operating procedure does not apply to copies of 
records for which fees have been established or waived by state or federal law or existing negotiated contracts. 
 
Fees for providing copies: 
When providing a copy of a public record to a client or the general public, the fee which may be charged is the 
fee prescribed by law or, if not prescribed by law, the fee is: 
 

a. 15 cents per one‐ or two‐sided copy for photocopies no larger than 14 inches by 8½ inches. 
b. The actual cost of duplicating the requested material for copies larger than 14 inches by 8 1/2 inches, 

or the actual cost of duplicating the requested material for copies (regardless of size) which are 
duplicated by some means other than photocopying. 
 

The cost of mailing or shipping the requested material may also be added to the fee for duplicating the 
requested material, if the requester asks that the material be delivered (instead of the requester, or 
representative, picking up the material in person). 
 
The “actual cost of duplicating” means the cost of the goods and supplies used to duplicate the requested 
material, but does not include the labor cost or overhead cost associated with such duplication. 
 
A  special  service  charge  (if  applicable  pursuant  to  section  119.07(1)(b),  F.S.) may  be  added  to  the  fee  for 
duplicating the  requested material. A special service charge  for “extensive assistance by Coalition staff” may 
not  be  assessed  unless  Coalition  staff  spend  at  least  15 minutes  to  retrieve,  copy  and  re‐file,  or  redact  (if 
applicable) the requested material. Upon request, documentation supporting the assessment of the charge will 
be provided to the requestor. 
 
No sales tax may be added to the cost of providing requested material.  Unless prescribed by law, no fee may 
be  charged  if  the  cost  of providing  the material  is  less  than  $3.00,  including mailing  or  shipping  costs  and 
special service charge (if applicable). 
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Copies Provided Without Charge 
Unless prescribed by law, no fee may be charged for providing copies as follows: 
 
Administrative Publications 

a. City, county, state or federal government agencies and elected or appointed government officials 
will be provided free as many copies as required. 

b. Providers under contract to the Coalition to provide services to clients will be provided free of 
charge one complete copy of any administrative publication(s) addressing those services or 
addressing the providers’ contractual obligations. 
 

Client Records 
Copies of confidential records will be provided only to those individuals or agencies as specified by law. 

a. City, county, state or federal government agencies and elected or appointed government officials, 
as specified by law, will be provided one complete free copy. 

b.  A client or the client’s attorney or representative, as specified by law, will be provided, upon 
request and at no charge, one copy of the client’s record. If the client receives one free copy, the 
client’s attorney or representative is not entitled to another free copy. 

c. All Other Public Records. City, county, state or federal government agencies and elected or 
appointed government officials will be provided one complete free copy. Copies of confidential 
records will be provided only to those individuals or agencies as specified by law. 
 

Media Other Than Hardcopy.  
Media other than hardcopy may consist of microfilm, microfiche, photographs, slides, films, tapes, and 
videotapes. The fee which may be assessed for providing media other than hardcopy will be based upon the 
actual cost to the Coalition for producing the media. (If applicable, a special service charge may be added.) 
Computer Generated Information 
 
 The  fee  for providing  information which  is already contained  in a computer generated  report will be based 
upon the actual cost to the Coalition for providing the report. The fee for providing information which requires 
the use of the computer to generate the requested information will be based upon: 
 

a. The labor cost of the employees who write programs and operate the computer and its peripheral 
equipment to generate the requested information. 

b. The fee schedule by which the Coalition is charged for using other agencies’ or organizations’ 
computer systems. 

In addition to the fees described above, an additional charge of $1.00 per page may be assessed if the 
requester requests a certified copy of a public record. 
 
Payment of Fees 
Fees are payable by cashier’s check, money order, or personal check and must be collected prior to delivery of 
the requested material. Checks and money orders must be made payable to the Early Learning Coalition of the 
Manatee County, Inc. 
 
Processing Collected Fees 
Upon receipt, the payment will be deposited by the fiscal agent into the appropriate miscellaneous income 
account. 
 
 Requests for Total Records 
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Requests for copies of a complete file or record should be examined closely in order to minimize costs to the 
requester. The executive director should suggest that the requester review the file or record and select only 
useful information for photocopying. A requester still wanting photocopies of a complete file or record will be 
provided copies with fees assessed as stated above. Ensure that “confidential” information is excluded from a 
file or record that otherwise is open for inspection. 
 
Responsibilities 
The Director of Operations is responsible for the maintenance of this procedure. 
 



 

 

POLICIES, PROCEDURES, & FORMS 
EARLY LEARNING COALITION OF MANATEE COUNTY POLICY  

 

CONFIDENTIALITY OF RECORDS & DATA                                                                                     Attachment 4.4.1 B 
 
PURPOSE   
The Early Learning Coalition of Manatee County recognizes the necessity of complete confidentiality of 
specific  financial  and  personal  information  maintained  by  the  Early  Learning  Coalition  of Manatee 
County  (Coalition).    Information  contained  in  records,  reports and  systems  that,  if not protected  can 
increase the magnitude of harm resulting from loss, misuse, unauthorized access or modification. 
 
SCOPE 
The following policy and procedures are  intended to serve and as a guide to Coalition staff and others 
involved  in  its work.    It applies  to all Coalition staff and other  individuals, such as  interns, volunteers, 
consultants, and other contractors involved in the Agency’s work, who might gain access to confidential 
information.    It  covers all Coalition  service populations and  services and all  information  regardless of 
format (oral, signed, electronic, or written) unless otherwise specified. 
 
However,  employees’  responsibility  to  report  abuse  and/or  neglect  supersedes  the  responsibility  of 
maintaining client confidentiality. 
  
DEFINITIONS 
Client.  For the purposes of this procedure, “client” means any individual who is requesting, is receiving, 
services or has received funded in part or in whole by the Client. 
Confidential information.   Private, identifiable information that is based, for example, on examination, 
treatment,  observation,  data  collection,  or  conversation.    This  applies  to  client,  employee,  and 
administrative information. 
Consent.  A general document that gives health permission to use and disclose all information. It gives 
permission only to that provider, not to any other person.     
Confidentiality.    The  protection  of  private,  identifying  information.    If  information  is  accorded  a 
confidential  status,  that  status mandates  specific  controls,  including  strict  limitations  on  access  and 
disclosure, so that unauthorized persons cannot access it.  These controls must be adhered to by those 
handling  the  information.      Confidentiality  is  an  inclusive  concept  that  is  designed  to  assure  that 
information will be used responsibly.   It is an integral part of professional codes of ethics that regulate 
the disclosure of information obtained in the course of professional interactions. 
Disclosure.   The  release,  transfer, or provision of access  to  information  in any manner  to a person or 
entity other  than  the originating  individual or  entity, whether  accidental or deliberate.    Includes  the 
ability to review and/or obtain previously collected and stored information. 
Emergency.  A situation where there is clear imminent threat or danger to a person.  In an emergency or 
when there is suspected abuse or neglect, necessary information may be released without the person’s 
consent.  This is limited only to that information necessary to accomplish the purpose of disclosure.   
Individually  Identifiable  Information.    Information, which makes  it possible  to  identify  an  individual.  
This may be direct (name, SS#, etc.) or  indirect (information from which one can reasonably figure out 
the identity of an individual). 
Information  sharing.    Information  that may  be  shared within  an  organization  among  those  persons 
involved in the service and treatment. 
Integrity of information.  Protection of information from intentional or accidental unauthorized changes 
or other harm (such as fire and water damage). 
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Non‐confidential information.  Information that is generally common knowledge and about which there 
is no specific request or entitlement by the subject to restrict disclosure 
Personal  Information.    Information  having  to  do with  an  individual.   Not  all  personal  information  is 
confidential. 
Privacy.  The ability of the individual to control the use and dissemination of information that relates to 
him or herself. 
Release of information.  Release or authorization document signed by the client or legal representative 
authorizing  disclosure  of  confidential  personal  information  in  accordance  with  state  and  federal 
regulations.  In limited circumstances this may also be oral. 
Security.    For  purposes  of  this  policy,  measures  to  safeguard  the  availability,  integrity,  and 
confidentiality  of  information.    Security  includes  physical,  electronic,  and  administrative  safeguards: 
access, training, policies and procedures, physical environment, and behaviors (e.g.: a  locked room, or 
cabinet; computerized  records protected by passwords; policies, statutes and procedures  that  restrict 
access or disclosure).    It  includes all the safeguards  in a computer‐based  information system.   Security 
protects both the system and the information contained within it from unauthorized access, misuse, and 
accidental damage.   

ACTIONS 
This describes the actions of those people involved in the process being documented.  Activities should 
be described  in order of performance and  in sufficient detail  to ensure  the  intent of  the procedure  is 
able to be achieved.  Relevant forms and guidelines should be included at the appropriate place in this 
section. 
 
GENERAL 

1. All  employees  are  responsible  for  the  maintenance  of  confidentiality  about  private 
information, whether consumer, employee, or administrative in nature.  All staff, whether 
in  fiscal,  quality  improvement,  administrative,  direct  service,  or  other  roles,  must 
understand the specific guidelines governing confidentiality. 

2. When  Coalition  standards  and  guidelines  do  not  clearly  specify  appropriate  action  or 
when  there  is  doubt  regarding  confidentiality  or  disclosure  of  information,  Coalition 
employees must consult their supervisors or designees before disclosing information.  

3. Coalition employees shall not solicit private and confidential  information from a client or 
collateral  contact  unless  it  is  essential  for  the  provision  or  administration  of  services, 
conducting client and program evaluations, quality improvement activities, or research, as 
applicable given the employee’s specific job responsibilities at the time of solicitation. 

4. Coalition employees must discuss with clients and other  interested parties the nature of           
confidentiality,  client  rights,  and  system  limitations  regarding  confidentiality,  as well  as 
the circumstances when such information could be requested or required.   

5. Coalition employees shall treat secondary confidential information (information shared by 
colleagues  or  other  providers  in  the  course  of  their  professional  interactions) with  the 
same  responsibility,  ethics,  and  under  the  same  guidelines  as  primary  confidential 
information. 

6. Coalition employees shall protect client privacy to the best of their ability and shall include 
only  information directly relevant to the delivery of services  in their documentation and 
data collection. 
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INFORMED CONSENT 
1. Coalition  employees  must  respect,  promote,  and  assist  all  clients  with  the  informed 

consent process regarding releases of confidential information. 
2. Clients  must  be  informed  about  the  laws,  rights,  and  regulations  that  protect  client 

records and be given a written summary of this information.   
3. Coalition  employees  shall  use  clear  and  understandable  communication  regarding  the 

limitations,  risks, and benefits associated with  requests  for and  releases of  information.  
This  applies  to  information  in  all  formats,  such  as  written  and  oral  information, 
audiotapes,  videotapes,  and  photographs.    This  communication  shall  include  the 
following: 

• Purpose of the release of information, 
• Risks and benefits related to the release, 
• Limits of the release, 
• Alternatives to the release,  
• Consequences of not  releasing  confidential  information  (e.g., payment  for 

services  not  being made  if  information  is  not  released  to  the  insurance 
company.), and 

• Right to revoke the release. 
4. If  the  client has any difficulty understanding  this  information,  reasonable  steps  shall be 

taken  to  assist  the  client’s  comprehension, which may  include  the  use  of  interpreters, 
translators, etc. 

 
RELEASE OF INFORMATION 

1. Coalition employees may disclose confidential  information when adult client or person  legally 
authorized to consent  for a client has signed a release of  information  form.    If unable  to sign, 
individuals may specify approval by using their initial or stamp. 

2. The original copy of the release used to secure the information shall be kept in the client record.  
If a release must be faxed due to an emergency, the faxed copy should be followed promptly by 
mailing a copy of the original. 

3. Information  being  released  shall  be  stamped  or marked  to  indicate  that  it may  not  be  re‐
released by the person receiving it without permission from the Coalition. 

4. In the event of divorce, both parents have an equal right to access the child’s record unless the 
court has ordered otherwise in the divorce decree or subsequent order.  A stepparent does not 
have  the power  to  access or  release  information  for  a  stepchild unless  the  stepparent  is  the 
adoptive parent of that child.   

5. Disclosure of confidential  information shall be  limited  to  the minimum  information needed  to 
achieve  the desired purpose.    It shall be  limited  to  information  that  is directly relevant  to  the 
purpose for which the disclosure is made.  In no instance, shall the information released exceed 
what has been authorized for release. 

 
Security 

1. Employee access to identifiable client data shall occur only when there is a relationship and/or a 
responsibility that allows for such access.  It must be on a professional “need to know” basis, so 
that access to confidential information is limited to that needed for employees to perform their 
job functions.  For example, a person who provides transportation for a client does not need to 
know the client’s medical history when it does not affect the transportation. 
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2. Employees shall not discuss confidential information in places where they could be overheard by 

those not authorized to have the information. 
3. Use of cell phones, 2‐way radios, e‐mail, faxes, answering machines, and other electronic forms 

of  communication  shall  not  include  confidential  client  information  except  when  there  are 
safeguards in place to prevent unauthorized access. 

4. Fax  numbers  must  be  verified  before  a  fax  is  sent,  and  the  person  who  is  receiving  the 
information must be aware that the  information  is being sent.   Cover sheets on the faxes shall 
identify  the enclosed  information as confidential and provide clear direction  to  limit who can 
receive the information. 

(a)  E‐mail containing personal information can only be sent as follows: 
• Email  transmissions  shall not  contain personal  information  in  the body of  the 

message text or in the subject line.   
• Personal information can be sent  in an encrypted file     

5. Passwords  shall  not  be  communicated  over  any  email  transmission.    When  sharing  your 
password with your  intended recipient, communicate the password for the protected file over 
the telephone or fax machine.  

6. Shared  passwords  should  be  modified  on  a  periodic  basis  with  the  goal  of  preventing 
unauthorized access.  

7. Listing  of  all  passwords must  be  securely  protected  at  all  times.   At  no  time  shall  a  printed 
version of passwords be visible to any passer‐by.   

8. Printed  material  containing  confidential  information  must  be  sent  to  a  printer  within  an 
individual’s workgroup or other location where the individual printing the confidential material 
can readily access the material once it is printed.  Printers must be located in non‐public areas or 
offices in order to limit access.   

9. Analog cell phone and two‐way radio signals may be picked up by other receivers and must not 
be used to convey confidential information. 

10. Answering machines shall not be used to convey confidential information. 
11. Once  access  to  confidential  computerized  information  has  been  opened,  the  computer 

equipment  (desktops,  laptops,  hand‐held  devices,  etc.) must  not  be  left  unattended,  unless 
appropriate security measures are in place to protect the confidential information. 

12. Computer  screens  shall be  turned away  from doorways or areas where unauthorized viewing 
could occur. 

13. Paper records, computer discs, or any form of stored client information shall not be left out on 
desks  or  in  unsecured  locations.    They  shall  be  stored  in  locked  file  cabinets  and  in  secure 
locations and shall be unavailable to people not authorized to have access. 

14. Confidential information shall be protected so that, whatever its storage format, it is protected 
from fire and water damage.  In addition, where held electronically, client information must be 
maintained with complete backup files. 

15. Transfer  or  disposition  of  records  for  research  must  be  done  in  a  way  that  protects 
confidentiality and is consistent with State statutes or regulations regarding record disposition. 

16. Original records are not to be removed from the Coalition site unless needed for the compliance 
of a court order and then only when a certified copy is not acceptable.  If the original record is 
removed, a complete certified copy of the entire record must be retained. 
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RESEARCH, EVALUATION, AND TRAINING 
1. In  consultation,  teaching, or  research  situations, aggregate data,  rather  than personally 

identifiable information, shall be used to the greatest extent possible. 
2. In evaluation or research, the Coalition employees involved must obtain written informed 

consent and  signed  releases of  information  from participants.   They must consider with 
due regard the clients’ well‐being, privacy, and dignity throughout the process. 

3. Information disclosed  for evaluation and  research  shall be  limited  to what  is needed  to 
accomplish the task for which it was accessed. 

4. External use of any information post research must be de‐identified. Use of any research 
findings should be for professional purposes and in a professional context. 

 

 

 
 
 
 
 
 
 
 
 

Staff Acknowledgement: 
 
I have read, understand and will adhere to this Confidentiality Policy.    If  I have any question regarding 
release of information or material I will consult my supervisor. 
 
 
 
___________________________________________      __________________________ 
                              Signature               Date 
 


