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. the Output: Quarte:ly Hapagement Reports, and a, detailed set. of
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o trangcribing key data elements froa: the! 1nput teports to interdim
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. the inpnt ddta into. the: 1nformati¢n requxted £oP Qutput. Quarterly T
¢ Mamagement Reports. Presented.arel details of the: ‘personnel and - L »(r
- daterial resources regnmte& to opeﬁaﬁa the system presently.at: local :
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this project, the PCC.MIS would have xlotmdoru‘i under the weight of
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k\ o he Office of? (:euld dwfz},opmz:mt; Dr. Lois~Ellin Datta; fcmwrly acling
- . .hwvf“m: of the Reqeardi and rvaluatmh Di vision of OCD; Richard Orton, , ‘
3o t:,wnur‘ly pirektor of the Bureau of iif*ad $tam and Child’ Services t’m» ' ’
. L. grams are only a hendfulof OCD gtaff members &hv:m took R pemmmk ' Crme
L R iptwrrmt in the success of mokvoc' MIs. S,
i o . ' . M ' e L. o o s
' At .:‘xht'_.i‘\fsgoc:vi,m:m; Iinc., a‘-;jnunh'w‘::"mi’ peopila’ Joserve &l k‘nwled‘gmnom for
- ’ their work on the PCC MIS. ‘The original team that designed the syEiowm,
conducted the» womshozw and prgvidnd on~-gite vechnical mﬂiatahcu deserves
sppcial credit. David and Donna Warner, Loura Studen, Carol Bellotti
- o (.smlt‘y, arm william Wal’ker weye t}w c'nm of the P(,(‘ t-li;‘w effork at mbr,
i i“»mﬁml Wur’ner Was | tha" key staff membm in. avht:{.vzg up woxks}wpm z‘ewmng
—~ ot ine Usex's Manual, .;mci in Processing quarterly data. David functioned
a8 Députy” Conuact Manager on this project. His i&ea&z a!uui: cos t e’m.,xlyaam '
i T and syg@tem design were invaluable to the project's Success.  Laura Studen
o was- editor of the PCC Newsletter s She. a'so played an mpc%am. mle m - )
et the develupmcnr ‘of nern~directed learmng packages for the workshops. o L
: T (’"uml Conley. acted as Mation al Dﬁta cgovm.namr and hclmcz with cmmldmm» ' -
e o tions of alternative data proces mnq prawdumm ALl of these key cat.af:t 3

pmmckd 0n~51m T-A, S : NS X
mghard R, Rum;p, Area vice Pre%udent and Bmgid i)‘i‘arrel Were aiszz key . .
fparumpam,s.' i the system des;x,gn and implementation. huch of the. A'-xcuf_”
mentation of the syf»tem ‘was by David Phelan. Pat Berghtein a:\d Alice . _ S
DeBlanc also’ cantfribumd Lto the syqtem; Bat.in uarly ﬂtages oi ﬂyﬂtom A E
develcpment, Allce tmcu‘d I:iw o:am} of tim :,cmmﬂct, - L - : AR

~

o often t:hn upport 5La£’£ are umdumy nac_g:t,s_uc'tecxn r(aren ?1&1&1&39‘:9 comdiw o
o e flnatwd !.ne xamxi“xg. uoyce Stamps’, Tiona Eerram, zmd ‘;m:g,m Gorman
{907 07 either did or made sure that typing and a- myriad of .j.Oglfo tirval problems
sl L associated w;th a project of this kind were “done w.u:h ‘a mxnxmwn of
o I f"hasslv, fthe' graphic division of Abt’ demqnedf the fomats for fomé
L Harry D@y, Harold %aet, and Russ Ecnsun QE‘J?I’.”VG cx;é'a‘h,t Em: the’ bul’k
g of t)’)lb ,work,

” e ] : . €L '~ e, o . e S

"

w '» S . \l ' o : . : ."-".‘ “ - <
T ’ﬂarbaca. m.y w;fc-, and” my famly c.,ndurt_d the stucxy “and t:he prolonged ;
. o abbenca Lhat was oft@n xequlrcd.. They have ry lo*.ze :md my qmu tudu. ‘

[ . . . . -

i"innil'y‘, i'\dis}{ to ‘Lh anla g '--cii;:re*éi.or.s ,'" dai.a cétyréinatbrs, ' ‘ah& "c'grrantees

of Lhe 35 Pamnt Child Lmu.c:rs that’ helped to desa.gn and launch the. PCC o ‘
- MIS. Thay are the most :.mportant smgle reasons Eor t:he success of: tlus- A o
wpro;ect, ’ : . ST - : O »

.‘Ke:.th McCle‘Llan ?'f- S ede o ,
PCC MIS PROJECT DIRECTOR ' SRR _

'.June 1¢ 1973’
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Introduction

Tha Parent Child, Center {FCC) BANOGQEMENE Infmrwat;mn ﬁ}ﬁtfm (MIS) consists of

-

fmis - wike | Bemx | gmms —

ﬁhﬁwe in&etl@eking-campanﬂntﬂ - {l} 2 standard sot of rna@xd}cupnnq ‘Covma imr
Tosal ?Céﬁ, (3,"an intarlockiﬁg set of guarteyly reporting immm»,»¢ygmwi3) a
'ﬂwiéﬁ df‘mﬁnaanﬂnE>rcporr@ thﬂt can b goenorated £rom L data thag‘afa
.rhpomrnd on the quarhexly tnpm;tinv 1ﬁ€ﬂ8; The definitions aud'pxucedu;mﬁ.
that are xequimud for uniform xccazdtenpnnn and information Lapnrfiﬁu QIE

"contaxned in’ a Uger's Manwal. The organisz dhiﬂﬁ ai tho ay&\um, thL ba ic uqe&

T._ ’

'oﬂ the- 3ystnm for manggemont dacis 10n~mak1nm, tha proceduraes. for data valxdﬁ~
» Lion and prupnzation, dchsion rules for contingencies, file and\maxntunancﬂ
,pracadurus, rcsouxv ‘roquix%mcntq Ee”'ﬁyﬁtvm uparaonni camputntimna and

Cestimating proccdurns, and rappreing uchcdulaa age csnhaznr% {n Lhis twa
volume set of BCC MIS Documentation. )

® . . . . , . S A

" The Wystﬂm durumeﬁtarion hasg. two purposes. I facilit nte@ the maintenance of

B gk G

the. syatem ard it pﬁrmxas the replication of either all a; DY VATiOus aBpects

) SRRSO »-ot the system hy Q?her nrograma and ageuaies.

The maxnﬁenancn of a Hanagemeqt In.o;matimn System is a cmntinUGU3 pf%ﬂﬂﬁs.v:

B ' »@taff turnnver at either tie nntxondl and the local LQV&}S ai ptogram eperatien

‘f‘:uan dxsruph the systam. Henu&, a written rnfervnce book is needed to xnsure

';g_j'_ﬁ‘." that baglg underacandang, 1¢nkaqen, and praaaﬁurt* are not lost thxough Stdff

tutnover.

!

3
- .

w?hé?aﬁsag» of . time is also 1qu1y ) ¢ltex chn circunstances rhat'gavéfrise.tq

the 1nit1a1 %""Lem deulan, ?ax example; it may be npcessary to ask 1cca1

[ 5 o {PCC& to report on the number 0ﬁ handxcagped chxldren bcing qerved by handxw
Jcapping condltlon*"what changes would this requive in the rystem? uow would

. the. addition of data points affect data pxocesSLng? Is 1t possxblélto lxnk

".j,“"' _services to handicuppcd chlldren tc prugram costs? These aﬁd many other
IR “lquestmons mlght;be raiﬁed by a pxcposad chang&uxn the svstem.v The _152_,
,_‘ Handbook."_ It zs Jnrenaed fot-
’7‘frequent usage by a 1nnited number oﬁ PCC~MIS ,ata p:ocess;ng parsonnel.afhs

"»_Documentatlon is a "Natlonal Data Coardmnatox~

g

 the mechanics o£ processxng mxzsting’n_
It is’ a “hcw to aa it ”handbook"

Q'{effieient maﬁnar.



?i | | . ‘ " » B . : M . "

olune TI of the Dpousentation iy intended for a diffurent specialized voe,

it is o demailud rvuﬂrd of the PCC IS design. I wii? assist in questions
" of ptﬂpoqed aydcgm chathﬁp suchy as data dalctxans cr additions. Xt enables
ﬁyﬁtemq analyst. La ttacu Lh0 £low of 1n£ermat£0n and thus to ﬁﬂ@ how .
propeﬁcd cpangcq &ifect tho hYﬁtﬁT“" operation. IL also fanilitatag ruplic@u
tion of “the qenezal dppraach and narhudalmgy anhodird in the PO MIS by making

e

systen tgﬂtmxgﬁ”ﬂaﬁl@f‘ﬁb trace and reproduce accurately.
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Introduction to v&luma'i

The ObjGCtiVQS 0; thim v lume are 1o present the ﬁa:ianal'ﬁ&ma e na oy
with on ovarview 05 ﬁhp uowumuut innnt«outgut fOi&tl@ﬂﬂhiPu, explalo datn
- vadidation and’ procﬁsaan prageﬁuruu requ*raﬁ to n:%ﬁucw rhu’ﬁuu FLEriy Maniges
, mnnt Repﬁrts Erom input dog vmants sukwittﬂd by the PCT ﬁ, and to apec iy gyotden
reaaurvu requixementm angd’ uhﬁtfkbntlﬁn Jnd file muiﬂnﬂﬂaﬂﬂL procodures, for
TLAMfthu eny«re ﬂay@gumentvlutarmation.Systgﬁﬂ

Lo
iy
L

Tha first chancer prgaents nhe xnput ﬁuar&erly anG*tG which pre ,aqnif =} for

ﬂnﬂh of the eutpat Quartprly Nanagement Renarnﬁa Thia material is preﬁ@ntad '

au the begxnnind af the valume | o) pxcvxde the hatlouai Duta ¢ uﬁrﬂinatcr withJ
o 1& ovetvieu oE ail of‘ﬁheuxnput ‘and output documtntqp b@fore bﬁg;ﬁning the '
: deta;led ddto V&liﬁatidh and nraparatlan.pzaceduxesu

Tha ﬂecnnd Lhapker presants a detailﬁd bet of &tfiatl? wequanc&ﬁ val igation - i
? p:cceﬁuues o be used.in clean:ng the input data, as St df”iVﬁag Th@ chapter
inclué@g & farm tc be used by hhe ﬂaﬁional Duta Coardinatar in recczdxng the S
arzxvai and prelxmina:y &cra&ning of each of tha Ouarkerl inpub repo:ns far '
each ‘PCC. - The. chapter inciudes alsc u,detailed qet of 1nterﬂa1 crosSuchackﬁ
to be\unnd by thc Nationxl Data Cmcxdinatct in caraful ? reviewing egch.ipyg&

regorn befoxa begznnlng the daLa pxnaegSLng phaea.

- : g : i . o

) Tha thlfd chapter &9 the core ef the Na donal- Data.Ccardinath Haﬁdbcoh, speciu
& : fying th ﬂtmp¢ £0. be colioaad in *tan crlblng ‘key ﬁaﬁa elements fxow the - J
C 1nput reports to‘wnter;m wurkﬁheats,,anm perfarmlnq a serieg of calcnlahlcﬁs
tm tran¢ svm tne ;nuun d&ta incc the info*ma Qn required for outpuh Qu&rtcrly
Hanagement Reporta. Thase prccesaing ptoceﬂures have been ‘carefully. croas~ o
refexenced to hoth input and output reporﬁﬂ. Eveny effor& has bven made no‘*
| minimize the duplication of pracessing steps by deaignmng worksheq%s usefui*
n; the preparatian Q& several output regortsrsamulﬂaneausly, whera vh? same 3rl'f

1npnt data elements are requ;red in Beverai eutput repurt%aivb

- el L : . - 3 -sr,
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* DATA VALIDATION PROCEDURES -

All Parent Child Centers are requxred to complete and mall nlne quarterly reports

to the Natlonal Data Coordlnator by the 10th calendar day follow1ng the end of a

’quar_erly reportlng period. Reports not recelved by the 15th calendar day are
considered late submissionst Programs failing to submlt reports within. the st1pu~ “
lated tlme frame are. called 1mmed1ately to determlne why requlkeg documents have
not been prepared Tegpphone assistance. is prov1ded,has necessar , to resolve
-problems and to insure that steps are taken by the program to complete and-sub-

mlt accurate reports within .5 days. "A wrltten notlflcatlon of non—recelpt

Lis also malled to PCC Dlrectors falllng to comply w1th the deadllnes. Thesev

_procedures are strictly enforced and are intended to underscore the 1mportance

of t1mely subm1s91on of reports to facllntate rapld proces51ng and turn—around

If 'a ‘PCC cannot submlt a complete quarterly report package, the program will not

be lncluded in quarterly management output reports. Natlonal averages and sﬁmmary

_reports of management statlstlcs will be prepared’on the basls of total number

of PCC s reporting. . Any reports recelved after the 20th alendar day of the

. }',
When each set of guarterly reports }s recelved, the date of recelpt 1s entered -

Coe .

,on all forms ‘and | the followxng data valldatlon procedures are 1mplemented-

(1) Prellmlnary Rev1ew- Data valldators conduct a prellmlnary review ;

- of each PCC s report package to ascertaln ‘'whether a1l reports have
' been 1ncluded and whether all. forms have been fully completed

A flgure must be reported for all data 1tems.v Programs have been

nstructed to usé zeros (0) as approprlate to 1nﬂ1cate that a data -
:point is not appllcable or to 1nd1cate that, no quantity should be
.a"repoxted. if a data ztem is unknown, the abbreviation, UNK should be
~ used to 51gyal m1551ng 1nformatlon. All blanks and unknowns are
considered unacceptable and require & call back to. the program. (See .
f}' R item (4) below) : Prelunlnary»reVLew findings are recorded by»the'-%f
; validator on a data valldatlon format/memorandum to be malled to the
program.v The prellmlnary rev1ew process reqnlres approxlmately '

1/2 hour per program. -

v

e



(2)

e

g = \\

Cross-Checks: A systematlc list of 1nternal cross—checks for each\\\\\\

-

Quarterly‘report and cross ks across reports has been developed
to identify tabulation errors lncorrect data reductlon procedures,

1ncons1stent and/or 1naccurate data and questlonable data——glven the

\

: scope of each PCC's program operatlon> as reported. These cross—checks,

(presented on pages 26 through 39 ),“have been incorporated into a

. worksheet to be used by all valldators in documentlng suspected pro—'

cedural, conceptual, or tabulatlon errors in each PCC report package.

When ¢ross- check operatlons have been completed, ‘the data valldatlon

”;format/memorandum is completed, spec1fy1ng “the problematlc data polnts.

- on each report. Internal cross—checks requlre approx1mately 1 hour

(3)

per PCC.

recelpt of the quarterly reports. .The format serves two purposes

Data Valldatlon Format The data valldatlon format/memorandum is

completed and returned to the program no later than ‘two days follow1ng

\

' crltlcal to rapﬂd processlng of accurate" data w1th1n the projected

' turn. around tlme of" four weeks. * The form is 1ncorporated 1nFo the.

valldatlon procéss as both a guldellne for valldators and a wrltten

.documentatlon of process outcomes. Addltlonally, the. format is

- 1ntended to prov1de centers with 1mmed1ate¢and spec1f1c feedback

(4)

on ‘the status of thelr reports w1th respect to tlmellness ‘and accuracy.

‘At the same tlme, the format prov1des the data validator and PCC data -

coordlnators with summary- 1nformatlon requlred to fac1lltate the
telephone call backs. DCC s w1ll be alerted to problems prior to the

call and can prepare to respond to the data valldator s questlons.

.Telephone Valldatlon Telephone.call backs are made to all PCC s whlch'

fall to submit reports or whlch sutmut unsatlsfactory reports, for

whatever reason. These calls are fac1lltated by sendlng the Data . -
Valldatlon format/memorandum whlch 1s sent prlor ‘to the call backs .
and ‘indicates to the local centers where thelr Quarterly Reports:’

incomplete or 1ncoPs1stent. Centers submlttlng apparently accurate.

-and complete reports may also be called to randomly verlfy data collec—

tion procedures. all ltems whlch do ‘not cross check and all tabulatlon

' errors are rev1ewed with the data coordlnator who ls, then, expected tb
‘-resolve the 1ncons1stenc1es and call 1n correct 1nformatlon Wlthln 24

i hours. In many cases, a ‘review of 1nconslstent or 1naccurate data

reveals that the data cocrdlnator ’




Q\).

-L?3) dﬁd,not keepycompfete and accurate local records. '

. be made as to whether or not the data is plaus1ble. In the event

‘and keeplng local PCC records.

.

1

(1) did not properly compile data from local ‘records,

' . - . f . . .
(2) did not follow quarterly report instructions, or :

<

The valldators must then prov1de the data coordlnator with technlcal

.asslstance to 1nsure that 1nstructlon$ are clarlfled and - that proper

. procedures w1ll be followed in correctlng reports. ' ‘ o '

When data is suspeot but not necessarlly 1naccurate ‘(such as" very hlgh/

low serv1ce data), the data coordinator will be , asked to Justlfy the

: statlstlcs reported Thls may 1nclude, for example, descrlblng the.
. 0
serv1ce populatlon, the serv1ce frequency, unusual c1rcumstances, or.

o methods For collectlnq and complllng data. a determlnatlon can then f

4

. that 1naccurate data can not be. corrected or mlsslng data can not '
: 1

be supplled, estimating procedures are used to obtain. "reasonable

A flguxes. Estlmatlng technrques are - based on cross-check procedures

and take into account spec1al c1rcumstances affectlng the program s

. /
operatlons. ' .- ‘ A

In the past, telephone validation has averagedﬁapproximately one-hourﬂ

'7per center, and typlcally requlres two calls per s1te> However;_it is .

ant1c1oated +hat the tlme spené 1n telephone valldatl n - w1ll decllne

; Tssharply as the Local. PCC's gain exper ence in completlng Quarterly Reports

°
. .

I
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- _ R - MEMORANDUM

TO: . ' Parent Child Ceptef’Directbr T S : .

FROM: PCC-MIS Analyst

:SUBJECT: ' MIS Quarterly Reports: Data Verification "

o e e Gt e 8 ) i P G G s $mE g (8 S e S b S b B SRE S S TN G S g S S S G G O S G G b D 8 ot S8 g Bt G b U PR e b S 1 O G G b SO T G G g B G S 8 G Tt S L S G S S g 0 20 S e

?:,NQTIFIéATION OF RECEIPT
i S AR _ _
-“ Your MIS Quarterly Reports were received by : .o ' on | s g .

. : L ‘ T 1 v .. month/day/year . -°

pebicgoire-d

~pata . | .  TIMELY SUBMISSION OF - REPORTS CONTAIN REQUIRED
-VERLFICATION ' MEQUIRED DOCUMENTATION

S

Report On Time | ° Late .|Not Receivéd Satlsfactory; Unsatlsfactory_

Faaas’ ] B Ut

Jlimgisy ; .
N

3 R R )
[apnantc R il
.
~
>

Partigipant )
'Charattekisgics o BRI R

4

- |'staff’ . o - S N : :
Characterlstlcs N T ’ . - ' A

3

Y Services I

N )
i -

]

Jomidaanly
[y
I

‘Services II 1. .

1

Services III -

“Staff Time. E , )
Utilization . . - I o N

. Donated Services o _ Ty . N
“Non-Federal -~ _. -~ | * S : .

-

7:" anated-sé;vices . 1 . . ) BE
' Eéderal"'.’ o L N N R S I

| narrative’

@

'
i

) ;. ; . . e . . [
5 : : . - - - 4
L AL, - - -

© ... -[J'No Further Action Requi%ea - ' - [] AAI staff will call To Verify Data .




3‘ L - L DATA VALIDATION RESULTS R I R

a0

o

Quarterly -}~ Unsatisfactoxry Reports: ‘Inaccurate'or questionable'data
Report , R . E o items on each report are outllned
o L ' ' below ° :

Participant _
Characteristics -

o S sminnia
)

’.///'_ ‘ |Characteristics.

27‘ . Astats

"{Services I

{services 11

: tig

Services III.
~ ) ':;4

. - - . - s . i} Ce

Staff Time'
Utilization.

‘IDonated Services -
Non~Federal

-J‘}- C ’ ] . -

»Donated Serv1ces_
f Federal

‘INarrative - AN : PR B

weh -

PCC Name

RN . . : i . . : N I : ; L
r ) . : s E. 2 . , .-

. S ... An alternate approach to verlfylng questlonable data on the Quarterly

o
F4
1]
3

Reports is to Xerox those reports whlch seems . lnaccurate or. questlonable,l

indlcate questlons about spec1f1c data ltems on the Xeroxed coples of the "f‘ ;
reports and send these coples to the center 1nstead of the “Data Valldatlon '
‘Results" chart. S el Coe T ,;”'ﬁ/’
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INTERNAL CROSS CHECKS FOR THE

QUARTERLY RFPORT ON PARTICIPANT CHARACTERISTICS

k]

P

ki

Kl . . i Y-

ENTRY OR ENTRIES*

B e

‘CROSS CHECK |

ENTRY OR ENTRIES¥

M"Families Enrolled

at End of Quarter"

: uhould normally Qe less

than, .or at least not
-greater:- than S

g .
-

"Families Enrolled" in

. during the quarter-in ‘the
" Quarterly Report on

" Services to Part1c1—

_ pants I

" Number oanontheu

_ Terminated Families.

Were Enrolled in.
the PCC Program"

‘Sum ‘Gf numbers eﬁtered

‘in, blanks under thlS S o

headlng must equal

-"Famiiies Terminated
“ During Quartex™

“Reasons' for,
Teérmination® -

Sum of numbers entered“

.in blanks under . thlS

 heading ‘must. equal .

"Famiiies Terminated

- During’ Quartex".

fa. ~ -~

"Feméle Head of
- Household""

utht”beﬁless than, or

equal'to,

ﬁFamiliee Enrolléd at
-%End of Quarter"

"iahguage Other-

- than English"

’equal to,

Must be. lesé.tﬁen, or

'"Famllles Enrolled at

End of Quarter"

_"Household with
. " Handicapped
.;Chi;dren"

'Must,be_less than, or

€qual to,

__J_r_,_.__

"FamilieshEnrOlledbat
End of Quarter"

"Rece1v1ng AlDC-.
or Public

-~;Ass;stance'

. . €
- e e e St o e e e S e e e s P ey e 9 ey P o

' ﬁust.be less than, or:’

_equal to,

<

_ "Families-Enrollednat

End . of Quarter. . '

"Income Below. o
Poverty Level“,‘

Must be less than, or
N

equal_to,

"Families Enrolled at
"End of. Quartex"

Also, must be greater
or equal to,. :

than;

"Receiving -AFDC or
. Public Assistance"

. "Hoiseholds with..."

Sum of numbers entereg in

the blanks under. this \-
~ heading muet equal

e s e e e e e e ey

_MFamilies Enrolled at
. End-of Quarter"

POIRSURRSISS

2y
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» _puarterly Report on PaIFiCiPantACharacteristics (céntinued) o ‘ _ e

e

- [
. i

* i

A b

;/'// e
) "Participating o
.Children Aged:...
o . i
i
- - .
f —_— !
-
U )
i
i 1
. , :
. !
- 0 ~
L fl
\ .
!
.
i
1
. \')-
|
. .
i
) : ERE 27—
- 9 ’ N

‘greater than

Numbcr in the 0 to 3 age

- group . would normally exceed,

' but be less than twnce,

_-(Also, it is very unllkely
“that any age ‘group. w1ll
have a 0 :

"Families Enrolled
at End of Quarter" ]

Should normally he lese
than, or at least: not

g
.

"Focal Children

(0 to 3 years)"
enrolled during.
the quarter, in
the Quarterly
Report on Services-'
to Participants I

—

 group must ‘be equal to
“the sum of . :

Number. in the 0 to‘grage

"Total Number of

FOCAIL CHILDREN
_Enrolled in Center(s)
~at End of. Quartex"

olus

”Total-Numbor.of s . {
|- FOCAL .CHILDREN
! "Enrolled in Out-
reach Homes at
End of Quarter"

plus

"Total Nunber of

FOCAL CHILDREN

Enrolled. in Day

Homes at End of

Quarter" as re-

ported in the

Q_erterly Report

on Services ‘to : L
Participants I




o Quarterly Report on Participant Characteristics (continued)

Sum of numbers entered in 'Households with" . = ol

this column must fall between )

) upper and lower limits set

. S o " . | by the data under the

" I ' " | heading. (For an explana-
tion. and example for calcu-

“ lating these limits, see

e e e e ] e e e e o e o e e g

] below) ..
« R C - ! s .
- "Total Number of . Suni of numbers- entered in- 'Families Enrolled
Participants" ' this column, minus the sum at End of Quarter"
J (Under "Parti- -7’ | of numbers entered_;n the, ’ ' '
‘ e}pants by. . i column under “"Participating

“Ethnicity") - Children Aged:", must be
l - .tgreater ‘than
(However, since this calcu-
T . : . lated difference is_the
L !' T R _ number of-adult part1c1-
4 ' s pants, it should be "rea-
. . T sonabley"'ln v1ew ‘6 the
%'tJvi", T ' g number of famllles enrolled.)

/

] e i e i o e e g St e Sy e S

Lo * All entries areé on the 'Quarter;y Report on Part1c1pant Characterlstlcs"~‘
“ . unless otherwise 1nd1cated. _ e . o o '




Calculation of Limits for "Total Mumber of Participant3" o

.

" since all méitbers of a PCG family household-are cons luelod to be‘parL1~
_cipants, the data on sizec of houscholds imply certain Yimits on- the-
. total nuwmnber - of part1c1punts as indicated by the sum of thd nunbers |
~listed under ‘"Total NWumber Participanits! on the Quarterly Repoxrt on |

Partlcnpant Characee*1>t1c For cxample, 1f the- following . oatd wele\k
" reported on size of households ST B e . A

\

1 -

N HouseholdS*wiTTf
1_\.' v - S 26; 2or 3 memoera l “ ?'s;
32 4 or 5 members | R

> - . -

6 or 7 members .,. . - PO S -

-

2

1 8 or'more members
: T66) (Total) ° . A .

the lower limit: on-nunber o£ part1c1pants wonld be calculated as, follows:

i

26 x 2 = 52 '.\ : e ,""Qgﬁ;ﬁ . ' S -
C i 32x4 B
o T ax6= 42 | N n
' 1x8=_ & R .

——

il
PR
[ ]
e¢)

I

’ Total 230 % ‘Lower Limit SR "; 1o e

. For all practlcal purposes, the, upper-: lzmlt may be obtalned by adeng
the number of families enrolléd (66) to Lhe lower llmlt Ihus, the |
. upper llmlt in this exanple would be: S :

.

St 230 Lower Limit A o R
I + 66' Number of Families;Enroliedi
Total T206 = Upocx L1n1t

o

; 'If all the families in. eﬂch household 51ne~ca‘cgory had the snaller

oL - number of members for that caecr01y, ‘the total number of pax*1c¢ounts

' ’ Awould be equal to the lowexr limit (230),‘1f ‘all the families in each

" houschold size’ category had the lerger’nm*ber of members for that .
category, the total number of part1c1pants would be equal to the .
upper limit (296)*. . In almost all actual cases, the total. number of.
partlclpants will fall sonewhere beeween the loder and upper llmlts.~~~
. In no case may the total number of part1c1pants be below fhe lower e
llmlt or above the upper llmlt : - : .

5
" The upper llnlt would be sllghtly hlgher 1f some of the famllles in
.- the "8 or more member" households should have more than 9 members

1n the household.

B . . . -
° . : . X o:




Ethnicity"

this column must equal

" ) Frot - l
- "
IN'I‘P’RN?\L CRO5S Cll!“Ci"' FOR THE ;
QUARTLRLY REPORT o STAEY CHARACTERISTICS: ' TR
ENTRY OR.ENTRIES* “mwe  CROSS CHECKS , ["3Trse  ENTRY OR ENTRIES* ¢
“Number of Honths t8um of Humbers entercd ! "Employees’ Terminated
Terminated Employees | lin blanks under this ”; -During Quartex" ~
Worked at the PCC™ theading must equal I ’ : .
"Reasons for 1Sum of numbers entered t "Employees Termipated .
Permination 1in blanks under this ! During - Quarter"’ 'i
' _4head1ng musL equal { o T
P ' A H i 1.
"Males/Females” rsum of thcae two’ .g "Emp]oyceb on Payroll I
N;WMNW_*;~¢m;mwwuwmmmm;_gentrzes must naual L oat End of Quaxter" K
3 ~ k3
. R 1 { . ) ) i
"Staff who have been ,:bhst bc less . than, or "Employees on Payroil ;
or currently are :equal ta : ; at End of Quartex
PCC participants b ; : { ' .
. "Part-Time Emplovees/ }Sqm of these_t?o VEmployses on’ Payroll 7
Full-Time Employees” - lentries mustreqqal' at’ End -of Quarter B
- ' T : " ;
j“Profes lonala/ Non- 1Sum of these two "Employees on Payroll s
. Professionals lentries must equal' at"End of(Quartexn v
A LT
, 1 S T
"Administrative ! Sum of Lheqe three -] “Emp]oyees on 9ayroll R
Staff/Direct Saxvice :entrlec musL eaual o at End of Quartor“ o
‘Staff/Support- staff = b : : - C
. . 1 8
- P - - L R : - ' . E
“Employces by "Smn of the numbers in | "bmployeces on Payroll ~ - S

" at End of Quartexr™

"nmplqyees'oh Payroll
at End of Quarter"

‘and”

“Employées'?erminated_

During. Quarter"

~and’

*rotal Rumber of
. " Temporary Paid

:Employees"'

- -

T e

[ Sy

Sum of these three,
ieéntries should equal

_ page of the Ouarterlv

"Regqrt -

' f"TOTAL NUﬁBﬁR OF PAID

' STAFF RE PORTEDHJ as -
entcred on the - -first

‘Staff Utllxzatlon

All entrles are Qn the Quaxter;y Report on. Staff Characterlstxcs unlcss

. otherwlse ind;cated
A

;:?i3§%>




H _' ‘ INTERNAL CROSS CHECKS FOR ‘Tilf
l . QUARTERLY BEPDRT ON S5 RYICEE TO PARTICIDAITS T
i = ENTRY OR ENTRIES*  LII8ee  CROSS CI?’ECK. . PTmes ENTRY OR EWTRIES®
~ 5 k- ’ B . ] ‘. N 7 - “ .
- MPotal Humber of days |Hust be less than, or. | "Potal Humber of Days ,
q - Child Care Services  |egualiteo, - ! PCC Oparated ﬂuwan ’
i. ' Provided UUILHQ the } I khe Ouarten”
o Quaanr“. i ’ *
o . e : R
: “Tdtﬁl rumber of I W»u‘gﬁnm of thase throa ‘g“kaiicipating Children
& CHILDREN Enrolled in . fentries should egual = |} ayed @ to 37 in the
Center{s) at End of | |} nro ! puerkerly Ropork on
3 ] Quartar? - 4 Participant Chavac
' . i I Boryd b d .
i ~  and B ,.$CLJ551¢%
B oy, . § <
3 © “Total Humber of FOCAL |
E CHILDREN Enrolled in |
: Outreach Homes akt End |
T . of Quarter™
i | and . ‘
"Potal Number of ?GCAL - B ' o, - R -
CHILDREN Enxolled in e T ‘
Day Homes at Fnd of - '
.Quartcr"
'“Fbéal Moﬁherg_ 'This:numbér should = “"ocal Hathczs“ in
APregnant Women} " - be greater than, or the Quarterly Report -
' . . - . jequal to; the entuy. 1 on Services te R
E “pin any cne of tha - Parcicipants IIT. ’ ’
‘24 boges to the ' cr e
g vagnL of tkc heading .}
: ~ o o : o
I “Focal Childrven - ;..iShould nornully be . - ““axticinéiing Children
.., {0 to 3 years}" - - (greater ihdna orat Aged 0 to 3 in the, o
E = ‘ K 1&ast egual to Ouarterly Report on ‘ .
He - ‘Participant Charactes ' :
ristics :
"‘ - < ]
. - “ B
N . -, ;
.:. LT R A e R :-7 o r
. j 8




; ! puarterly Report on Services to Participants T {contimued) :

z"hcmid novmally‘be Y } "FPamiiivs . Earelled at
fqreater thah, or at ' i End of Quarter® jn the
! xeaﬂ: equal $O 1 Caarverly Eosport on

s ! i Participants Chavac-

t b reristies ,

‘ £ frorie - L A :

. g’i‘hi._ pumbor st be 5*-*Pamn_¥: Bduontion and.

i ° _i'c;r'ea‘,«::‘r than, or equal : Training:  Wuamber of .

. P te, each of the en~ 1 odothexa™ .

o Y tries In the 22 baxes 1 e - :

" ool R R e § “Parent Pducation and
Nl to the righit of ecach § e g RN
x . of the headings g Trainings Manbov of ,

2 TR AEEES : = Fathers” . .

.on ] . & -

{ §lcx:ai~e<3 An t‘hﬂ lower : . -

] i ;sectwn of the Guarrerly .

T ! HRPFOL'E. on Servises to .

3 ai’aruc;z sanks I, -

_ This nunber must be - "rotal Nunbier of Diff-

' ggmater than, or sgudl g‘,*e*’em Parents Who - s :
i ‘ ) _ 3 to, cach of the tw ! 9art1vciﬁdted in Bdusa- o
a4 "Fapilies Enrolled” i entries under the 1 blop and Tralning

X ! head&na - ! Sessions During the
: C ! Qnarter:s Mothers/
‘ 4 ! : 2 Fathers™ 85 reported
. . ; 1 Bl rrey iy
r R J boin the Quarterly ]
% : : Henorl on Scrvices : ‘
H - ‘ g tc Eﬁaiuf;;‘m*tw Iie 3 -
o Y cd . i
. YAverage Wumber of HES 1 calﬁ nr;r'mai"iv }," Ylong 3 “Potal NBurher of Parente
PAKEWT Honbors ) thon, ox equal W ... | Surving on the Folicy : _
Attendin Policy ) : . PoCouncil at End of i -
' g PUNLESS . Parent Mephor- ! i ,,.‘ : - EIT A -
ccwzcﬂ 3‘;&{2 ings ' G - : f Quartor”
T ! 3hip on **b Policy . P :
Dumng “the i i . .
Quarter™ § Council doclined - .
T Y near the :mc"ﬁ of the -~
! . ¢
! quarter. 1.
P A n
AL cnt:ries are of che muxtar}} Report on Services to Particinants I
unless et?:czwx se indicated! - , o ' :
;
x
. ; - . . . T o v . ] - T_',. PR R

\)‘ | 7 ) ..:>. - _‘7 X . ) . ': . - ) ‘ ) - . . E 1 . . ‘ ) . ,‘ . .

RIC - 50 o SRURBEE PR PO
o By , . .
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;. e S .
. ) r.:», \:R“ o T 3 j i o %1
: DUGRTE Ly neey |
i ' |
i ° ,
- TENTRY OB ENTHInGY e, . T e
. TR NTRIED . CTmaew  CHONR CHECHS C| Y
H ¥ )
| . : - -
mrsrhier 1 et i a2l ene e ?
TLS 34 s?l rect fecial and i the mum c;{' Lhee b
Naks e B A I 1 N
: wonGRic Sor -vu..; f o oatricyn :—,x‘aul” ;
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‘in a&éitioh to the'stxicc'rélatipnshipS'bet&eenjdata items dasﬁzibeﬁ above,

the Data Coordinator should employ her/his knowledge of program operations
to make a rough check on the "Mumber of Times Each Service Provided" under

“ "Sexvices o Families.” in the .upper section of the report. For example,
Iif approximately 80 focal chilﬁxeﬁ attend the PCC twice a wcnk, on the

aVurage, and the PCC has hacn‘éperdtxng for 13 weeks dux;ng Lho quaxtgr, the
sum of “"Infant BEducation - Group Setting", “Infant Education ~ Individual"
and “Parentwchmld JInteraction Svssxons“‘uhould be within, say + 25% of 2080

-{BO X 2 @ 13) or no less - than 1560 and. no more thin 2600, unléss something

unusual h54 happened durxng the quartc . In such a_case, a figure such as
500 or 4000 would be suspect. If a hot meal and a snack are normal;y served

‘To the chxldrun when they at®end the PCC, the number of hot meals should also

be within 284 ot 2080, unless, say, aibllugs of foeal children and/or parents
have also recelved hot meais, or bomethlng unusual has happened during the
gquacker. AS ansther example, if therve are approximately 15 outreagh hones

'assﬁniatnd with the PCC, and each oukreach home is tynlcally visited twice a
week by a staff member, and the PCC has been ouaratiug for 13 wepks during the

quarter, the number of wisits in the hoeme by PCC staff should be within, say
4+ 25% of 380 (15 K 2 £ 13} or no less than 292 and. no more than 48?, unliess
therc are other factcrs whibh shoald be conqtae*ed. In such a case, a number
such .as 100 or 1000 woula bﬂ quspeana ' :

. : - - e
Eeeauﬁe Ao two PCCs are exactly tne same, it is ilmpossible to establish

‘rules for checking the service data reported which are applicable to all PCC's.

HQV&V&”; cach Data Coordinatdry using hge/his knewlwaac of the Drogram, should
be able to use checks such as those suggested above, to ensure that really
sérious errcrs have been. avoided in the statistics Lonnrhed,' where gexvice data
might appeay ta be ifncorrect but are actually acﬂu*ace, thers should be a com~
ment in ;he Harrative Report wnxcn phpia&n the gpparent Inacocuracy. :
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, INTI_CRW‘\L CROLE. CHiY CIIS FOR THE
1 . ) "QUAR’PERI.T: REPORT O SELVICES TO 1’?\?2'!‘1(.‘”":‘\2\’.‘}: III‘
_ : : ' . T C
ENTRY OR ENTHIES*- M=t cross: CHECKS "z ENTRY OR ENTRIES*
. . 1)
. i - R ’ 1
“Focal Mothers" ! The entry in any one of IFocal Mothers (Preg-
. ‘ ! the 24 boxes to the rightlinant Women)", enrolled
i ! of this heading cannct ;during'the quarter,
o ! excead “ ias reported in the
' o iQuarterly Report on
% IServices to Partici-
1 A » -~ ipants I
ars . lg__._‘
- ; . » - £
1 "Orher Parents” [ The entry in any cne of. }ramllles Enrolled”
' : _ ’ ’ : the 24 boxes to the :du*;nr the quarter,
) I vight of this heading las rcported in the
; . cannoct ecxceed twice ggugrterly Report on
; the number of jServices to Partici-
’ H -igants I '
i i : . ey e ea s
] "Other Adults ! It is unlikely that’/ the 7TFamilies Enrolled"
1 _ : entry in any one cof the |during the quarter,
24 boxes to the right las reported in .the
; ! of this heaq*ng will 1 jQuarterly Report-on
g H exceed . IServices to Partici-
) ; : N H PN N
: ipants 1
3 1
3 AN v . - ! :
; "Fogcal Children® ' The entry in any cone of frocal Chlldre {0 to
. N § the 24 bokes o tho C 13 years)”, enrolled
y i right of this hizading Jduring the guarter, —
; v cannot excead ' ' las reperced in the
4 H ' ' Quarterly Report on
) H - P Services to Partici-
k) 1 P "
’ij i pants I
; -' ! < . % te ° - i 2 ,. )
“Qtheyr Children® ! It is unlikely that the ‘'Participating Children
' i ! entry in any one of the " |Aged:...™ in the .
H 24 boxes to the right ' {Quarterly Report on
! of this heading will iPaxticipant Chardc
) . exceed twice the foral iteristics . |
%' ! " number of children 3 o
‘ . i years of age and older !}
! . enrolled at the end of . |
<§ the- quarter, as xeborted 4
1 .. under '
1 i
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Aruitoxt provided by Eic:




. .
‘ : . . -

Qharterly Report on Services to Participants III (continued)

[N

¥ ) | . : 4
} Yirotal Namber Who Received | | It is unlikely that the {rotal Number of Parti-
Each Serwvice" b7 entry in any onc of the lcivants, " in the
______ i 24 boxes to the right of }Quarterlx,Rcbort or’ b
. | this heading will exceed isgfticipaﬂt Charac—
! twice, the total number  ifcristicsy
1 T ‘o ' AN LALATS
} i of.participants enrolled | : i
; ! _at the end of the guarter, R
{ as reported under e i
; ) . - . - !r 1 = == .'E“.‘“""’
i 1 The sum of the first 23 "Other Direct Social '
i |- . entries to the right of 1 and Economic Serviges
| this hedding should be | (including Health)" |
' less than, or egual to ' :
E - the sum;oé- e ' H?’?\\ and . .
! o i“Referrals to Social, K
. — - 1 - 1 Economic, and Health . 2
; 1 i % Services" o
i 1 .
-i ! in the
i~ 4 | ouarterly Report on o e
L ) % Services to Partici-
_ N . i Qants IT
i "Potal Number of Partici- - | . The entry in any one of | The largest of the 23 )
; = pants in EBach Group - i the €& boxes in this 'fentries to the left of ‘
i - Served During Quartex” column would normally | the'box ' )
f ;é ' ; ' i -be greater than, and é :
| = ; cannot. be less.thag, i ‘-
i : AXl qntrigs are on the Quarterly Rencrt on Services to Farticipants I17. . : _ s :
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IINTERNAL CROSS CHECKS FOR THE

QUARTERLY. S''AFF UTILIZATION REPORT

baaed i
by .

ENTRY* [obe  CROSS CHECKS  [“=mm= ENTRY OR ENTRIES®

[~

“"rotal Number of Pqié Must be egual to the "Employcea on Payroll at

is entered on a line, 7

L] 1
I I
. ! !
§
: Staff Reported", | sum of :‘ End of Quartexr" -
g first. > of poe ! s ‘ -
i f{rst Qagc’o; r?port i S _-plus o . .
5 . “
ry 1 ! .
s i ; "I "Employees Terminated
Y S | During, Quarter"
1 ]
’ i. , ! plus
. i .
) Tl :"Total Number of Tem— :
'% . . { | -porary Paid Employees"
4 i [ as reported on the. .
: 1 4 Quarterly Report on
¥ g Staff Characteristics
.g. " _—; - p—
3 | o
Must be equal to the .}~Ip61v1duals reported on
. sum of" ! the first 3 pages of the
é . ! report, which. will be
- { | equal to the number of
o - ! . {ilines used unless more
g - p 1 than one person is. R
& I entered on a line.
| —— —
%’- "Total Nume?r of» 1 Must bhe equal to the ! Individuals reported §
% - Consultants . lsum of “ ! on thefourth page of
, Listed Below®, ! )’ I the report, which will
3 on the fourth- } i be ggqnal to the nunber
i page of the ! ‘ i of lines used unless )
= repor ! . I more than one person e
i , o
| i

PR

All entr1e§,are on the Quarterly. Staff Utilization Report unless other—
wise 1ndlcated :

PR

Poxr -individuals who were full-time employees of the PCC for a full’
quarter, the sum of hours worked in the 14 pregram-functions plus
‘hours of "Leave" plus hours worked on "Advocacy- or Non-PCC Funded
Programs" should not be less tiian about 520, if the regular work~
_ ‘week is 40 hours, or 453, if theé regular work week is 35 hours. For -
- part~t1me e staff’ anﬁ/or staff who were employed by the PCC for only
. { ‘a. part of the quarter, the Data Coordihator can make a rough estimate
%J : cf what the total reported hours should be, by multiplying the number
2 -Qf days work ed by the number of hours worked per day. Reported total‘
hours whxcn are s;gnl*xrantly iess than the minimom so calculated are

[ s g

‘

=

I i
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foadephiint
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prass

|

11',.' i ) I

suspect and should be explained in the.narrative.

The Data Coordlnator shou]d also check for consxstency between the
"$ Value of Wages and Salaries Accrued Quarterly" and the total hours -

Vreported on each line. The former d1v1ded by the latter should be

"regsonably" close to the official hourly rate which the person or
persons. entered on' that line are receiving. In no case would the

calculated hourly rate be 'greater than the official hourly. rate; the

former may be somewhat less than the latter, if the hours reported
include uncompensated overtime work.

o
I
e,




T ' ' .
! ' S ’
' ‘ INTFRN?\L CROSS CH JCKS. I‘OR TIIE
. , QUARTI“RLY RIZPORT ON DONATED SERVICES
1""" . , - (Allowablé as Non-Fedexal- Share)
 ENTRY * CROSS ‘CHECK [ limw ~ENTRY OR ENTRIES* -~
; : — .
- "Potal Number of. | Must be equal to the {'Ind1v1duals reported on-
g .Professional wOrkers: _ . '{ the first page of the’
o Llsted Below" Lo S { report, which will be
% : - | }'equal to the number of
3 ' i };lines used unless more
! than one person is.
§ ! ;_entered on a line.
"Total Number of - Must be equal to the I Individuals, reported on
F Non—Proxe551onals -} sum of . I the second page of the
g LlSth Beiow" 1 : report, which will ‘be
' : o . 1. equal to the number of
- i h | lines used unless more
% ' r ! than one person is:
S - .| entered on a line.
5 '‘All entries are on the Quarterly Report on Donated Services.
B § ~ The Data Coordinator should also check for consistency between the
v*ﬁ MEstimated $ Value of Services Provided Quarterly"” and_the total
a g, “hours reported on cach line. ‘The former divided by the latter should
'«'g yield a lcasonablc hourly r‘te._ ‘Judgements abont "reasonableness”
o= depend on -the typc of service provided, as indicated by the "JOB‘

TITLE:" In no case, however, ghould the hourly rate turn out to bc
less than the Federal minimum wage plus F. . I. C A.

K

o ,;.ﬁ(-}.? . FW{F&i : :
%

i
%




I ' INTDRNAL CROS5 CHECKS FOR THE

 QUARTERLY REPORT OM .DOUATED SERVICES -
VOLUNTELRLD OR PAID FQGR #*RCHM OTHER IPEDERAL AGLI’CI};S
¥ (No AJlOWable as Non—chclal ‘Share)

3
3
{
]

ENTRY * CROSS CHECK FRisium - ENTIRES*

Individuals reported
in this report, which
will Pe equal to thé
number of -lines used’
unless more than one'
person is entered on
a line.

Must be equal to the
sum. of

-

_"ToLal Numberx of.
Workers Llsted
" Below"

3

SRR |

)

. .
All entries. are on the Ouartﬂrlv Rnnnrt on Donated SerVLCes Volunteered
or Pald For From Other Fﬁccral ACSACLPS~ : :

The Data Coordlnator should also chcc\ for conalstency between the
.~ "Estimated $ Value of Serv;ges Provided Quarterly! and the total hours -
: "reported on ecach llnc. The former divided by the latter should yleld "
c-a reasonablc" hourly rate. Judgcnnnts ‘about "reasonableness” depend .
- ~on the type of serviceé provided, as indicated by the "JoB TITLE". In® |
' no- cdse, homever, should the hourly rate be less than the Fedoral ' '
mlnlmum wage p]us F.I.C. A ‘

i
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Processing the data. from the PCC*MIS'Quarterly Reports is the job of the

to prepare the MIS output for each quarter s data. After the quarterly reports
for all the centers have been valldated accordlng to the procedures outlined

Cin Sectlon II, the Data Coordlnator can beg1n the data preparatlon.

Ry B

o ] f National Data Coordinator. The follow1ng sectlon outllnes the procedures used'
] Appendlx A, at the end of Section III, contalns blank coplea of the PCC—MIS

These reports are referred to throughout the text.

v

J' .. The first step in manually processing the data on the MIS-PCC Quarterly Reports

7 is to complete worksheets A, B, and C. Worksheet C provides information for e
¥ . ’ ’ .. N .
fiu completlng Reports #4-10. Worksheets A and B aid in filling out Worksheet

cC. Throughout the calculatlons on the worksheets, always roundrnmmers to

‘gi ~ 7 the nearest whole number and use the rounded flgure. Fill in one set of
. Worksheets A-C and one set of Reports #3~10 for each center.
éh o 'Worksheet A - ,' - ' ' S ' ‘ ",
EA*T " Completing Worksheet A is one of the most. time-consuming but also one of the
-"l"'#:. .. - : ' - : - ° . R a . . : = . R . . :
I S most . impor tant steps'in processing.the data. The information needed to complete
éz WOrksheet A comes from the. Quarterly Staff Utlllzatlon Report, Cards 11 and 12. .
'3: (See Appendlx A, pages 6 and 7).
'#« ‘ jTo compute the loadlng factor, ‘add the center's'fringe 'Aneflt rate, expressed
3“' - as a'decimali to l 04. Slnce vacatlon and sick. leave pay are not 1ncluded in the
3 "frlnge beneflt rate,-l 04 is used as a base to whlch the’ frlnge beneflt rate
%L L is added in order’to evenly dlstrlbute yearIynvacatlon and s;ck leave pay over
fi o the four quarters. This is done to avoidvthe-possibility\that a majority of

vacation andJsIck”leaVe pay is accrued in a single quarter and this - inflates the

center's expenditure for that quarter; _The amount of'money paid for" "Leave"

in the quarter is not lncluded in the Center s expendltures for the Quarter,

since the 1ncrease in frlnge beneflt rate effectlvely pro-rates jpls mOney

over the functIonal cateqorles. I

‘ The centex’ s fringe beneflt rate can be obtalned frcm ltS Grant Appllcatlon

3udget. The chart on page’ ‘45 glves a llstlng of the fringe beneflt rates for

the 35 PCC's as. obtalned from each center's budget for 1972—73. These -rates

- are subJect to change when new budgets are submltted and - approved Write the

) frlnge beneflt rate ln the top left hand corner of the worksheet.
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1972-73 Fringe Benefit Rates (ewpressed as decimals rather than as pr reentages of pors
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Copy the salarles of the conter®s emplbyecs {Card Iy and paid sonsuletants

{Card 12} off of rthe (uarterly 5taff grilizavion Repors from the colusn on-

.
S
vitled “$¥alue of Wages ond Salaries accrued Quasrteviy” onve the worksheat in
. the colusn tivled "Base $°.  Use au sany copios of WorkKingot A an ape noeded
[£4) 11 ot all nhe cenﬁbr*z.employcuﬁ and consulvants. Helviply the satary of cach
‘omployed hy the loading factor and enter the answer in the column “Loaded 50070
o not maliiply the consulrants* malaries by the Zaudiﬁq facror ag ccﬁﬂqit&ﬁtﬂ )
. '
do not receive vacation ard sich leave pay, ;
¢ The nembers listed in the 16 columns to rhe vight af “8 value of wages and '
k Salaries Recwrued Quarterly™ on the Staff uUrilizarion Report are the numbac of
? " hours vach staff member and paid consultant spond in each functionil CRLOGOTY.
f-~ These should be gatered on the worksheet in the upper lefr-hand corney of the .
; ’ appropriate boxes. - - | ' ' '
i ﬁcmputé the numpber of hours euch rmnlcyeﬂ and consuliany sorkad, h adding the number
¥ ’ 'ciﬂhokgﬁ across gach row. Eater this S i@';ba "Tovak ﬁouzs” eolarn. Compute the num-
'E ~ bor of howrs worked in each Puncuional category r“ adding the nunbors of hourg déwﬁ éach.
colums. Enter this swm in the uppoer Lnt:fh!ru corner of caoch WOx in the *Total™ row. .
. Ir mage than onn pege of Worksheot a is aaadedfentur the oun in zhe "Toral®™ rew on the
last paye nﬁﬂ& Add the nwnbers in the "Total Heurs® column and onter tte osum in the.
i last box of the "Toral hours“coluss. Finally add the numbers f hours in the “Tosal® rdw.
. This gun mﬁét_he the zame as thﬂ sum of zhr nupbers in the “Total Hours® ecoluma,
%3 The next step is 20 divide the 1@35&",531ai for aagh enployae {(Base salary :
- in the casce of consulrants) by tho total number of hours the emplovwne worked.
g . This gives the emplo§éa%§ nourly rate of pay.  The rawe of pay should 5; carriod
N aun'téwat l?aﬁt i@ur_decﬁmaiiplacaﬁ; #uitiply this raié by,thﬁ~ngm T nours ;
x thﬁﬁﬁmélﬂyce worked in cach functional category to ger the amsunt of moncy he .,
§ , :
L esracd in ecach functional category and onter this number in the agpropriste box.
55 Afrer cobpleting thc'ﬁélary'ailncauian for cach cmployen, add the salary fzqurﬂn
: across cach row and check the s wWith Siﬁ lsndcﬁ salary. This sum should
. equai the leaded salary, plug or minus §2. h tww dollar differcnce betseon this sum '
% and the Inaded salary is reasonable because s umnﬁrf Hers rounded off o whnle dollar
figures. ”hén you have {inished the salary all QCB Aon for all employees in the .
g= CRNTOT, aué whﬂ numbers doa cach column to g&t:tha totals for monoy carngd |
' in cach -unch.cm_al CALOYOrY. Enter the totalz in the “total”™ zow on thoe last pags
i of Worksheet A used-for the cented. Add iha‘ﬁuébera in the “rotal” row and chock
.4 : o

the_ﬂnﬁwer with the ... of the loaded salarics {bage ﬁa‘dv<ﬁﬁ“fbr COH&Hthﬂtﬁ}: ,
L[:RJ}:‘ , Tﬁeﬁa'twn numb 5 must bo within $10 of-each ohhera A ten deilar 2if fgrana@ o

: s hﬁtwcen thu&e hwcbnumbers can reaﬁananly bo antr;buteﬁ e raun&ing oi‘ to whola ) -
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“ .. Horksheet ):]

o "me lnfomtion needed  to ocnplete Ho:ksheet B is ohuined from the Quart;erly
l . Report on Donated Services mlouable as. Non-Federal Share), card 13 (see

" "'Bppandix A, page 8). .The pzoceduze for completing Worksheet B is identical 1
to - the pxocedure ‘used to complete Worksheet A. The loading factor is not
used. )

HE b

worksbeet C

Bntet the money totals in each £uncl:iona1 category obtained on Worksheet A in
the "Federal Salaries commn on Worksheet C. These are the total amounts of
noney paid for salaries 1n each of the funcﬁonal categories.

Ent;er the money . totala in each functional .catecgory obt;ained "from Worksheet B in
the "Donated. Services" column of Workshest C.

~

Non-pexeonnel costs can be obtained from the center's os-192 fom, when t.hia
form is submitted and when .tt represents the same f:ime period as the, qua.rterly
reports. . Since. the twporting period for the 0S-192 form is often different
from the reporting petiod.for the Quarterly Reports and sinr._-e the 05-~-192 form
is sowetiues not submitted, it is usually ngééssary‘to'bbtain non~personrel
costs -from the center's Grant Application Bud’get'. 1f costs obtained from the
‘budget represent the whole year, it is necessa:y to divide the figures by four
to obtain amounts appropriate for the quarter.

" poth tha 0S-192 forms and the budgets list non—persannel costs by budget line
items. 'rhes-e oos’cs must be 3IJocated over the fonrteen functional categories.
‘Rules for allocatisg mn—-peraannel costs ‘are given. : : .

- =

Mthough non-personnel costs "'listed in the center's. hudget:s do not represent
actual expenditures, their use’ to approximate ac!:ual non—petsonncl expenditures
can be justified. Personnel costs and fringe benefits comprise approximately
75% of the center's expenditures. Of the. app:qximtaly 25% which includee non- o
personnel costs, about 15% represents £1xed costs (foo& and occupancy).
budgated amount for these categories are fairly reliable. The rzmaining 10% of
the costs will be spread over the functional categories. This means that even
if budgeted amounts are different from actual expendimres, ‘the ma:gin of er-
" ror for a given category is €light ~- 1ess than 1%.

Enter- t.be federal and non-federal non-personnel costs in the appxop:iate col~
. wmns on Horksheet C. Add ihe federal ﬁon‘pe:aomel costs and federal salaries
. in éach category to qet the tot:al federa.l expenditures for that catogory. Add
the non-fedam no::-peraonnel ¢osts and donated services to get the total non~’
.£ederuexpenditutesineachcatagoty.‘ - - o o
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-

— -~ column headings listed across the top of the pagé. including:

-

A4 the total federal and total non-federal expenditure in each category to obtain

" the "Total Expenditure for the Quarter” in that category. Sum the numbers in
- each of ‘the three columns (Total Federal Expenditure, Total Non-federal Expend-

:|.tnze and Total Bxpenditure for Quarter) and enter the sums at the bottom of

#

the columns in the "'rotal" ’ - .

-~

Add the total for the "Total Pederal Expend. Quarter” column and the total
for “Total Non-Federal Expend. Quarter™ column. The answer must be the same

~ as the total for the "Total Expenditure for Quarter" column.

Campute - the total dirgct cost by adding the entries for categories 4-12 in the
“Total Expéndit.ure for Quarter™ column. Compute the "Total- Indirect Cost” by
adding the entries _for categories 1-3 and 13-14 in the "Total E:tpenditure for
Quarter column. Enter the Total Direct Cost and Total In&irect Cost in the
boxes on Worksheet C. Add the Total Direct and Total Indirect Costs and checlé
that the sumn is the same as the total for the, "Total Expenditure for Quarter”
column. ) ’ '

Report #1 = Hanaiement Orerating Problems Report

Por sach of the 35 PCC's l:l.sted in the 1e£t-hand column, either leave bha.nk
(indlcating no problen zeported) OR designate with an "X (indicating a problem)
OR des.i.qnate with an "P* (indicating a failure to report) under each of the five

-

0o PCC Grantees not suhaitting fiscal reports: . ’ .
- check with the Grants Management sPecia.list at OCD to identify PCC's
who have not subtmitted their quarterly £iscal reports and designate -
with an "X"; ’ ’ ‘ ' ‘

o PCC's that havenot submitted MIS reports: - . ' .

- designate those PCC's who have not submitted quarterly MIs repotts with |
an ¥X%s |

4

o PCC's with director turnover or vacancy: . )
= check in the narrative special prcblems report and designate those
PCC's reporting turnover or vacancy with an X;

o POC's with data coordinator tarnover or vacancy: :
‘= check in the narrative special problems report and designate PCC's
reporting turncver 'o'x vacancy with an “X%; '
0 Barrative émnnication of special problems: .
- designate those pcc? s pot submitting a narrative report - with their
© quarterly MIS repozjts with an *P%

i

s . ~

“° | \
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_gort 02 - Sunary ef Potentiab?roblm "~
.y

".l'h!.s report u:l.l.l be easier “to prepare 1f it i.s ecnpned only aftez Reyrta #3-10 -
are prepared sinee such- imformatd.og as: total quarterly experﬂitures,. quarterly
'adninistrative eosts, amount of non-federal share, and the spending rate. for the
__% r and ‘the yeax to date is reqﬁized for Report #2 ‘Since ‘all this: iafom—
“tdon is systenaticauy generated in preparing Repo:ts !3—10, :I.t win be eas:ler to ]
rsturn to Report #2 a.nd mere].y record the infomtion. . ’ -
'I'o prepare this tepor{:, the data eoord:lnator will assemble ‘Repcrta #3—10 for eaeh -
of the 35pcc's, in addition to such supportive material as the individnal pcc
budgets, the PCC quarterly narrative reports, and ‘the Quarte.rly Report on Service
" to Participants I. The data ,coordinator will then ratrieve the :l.nformtion :equired
for each of the 10 column headings {described below in g:eatex detail) ‘and ‘either
leave blank or designate with one of fouz symbols each of 'che 10 aolnmns for each
The four eymbols used in each column include:

E 4

. . N ——

A
N

ST SV ST SO,

: o imjlicating that this program characteristic "i,s higher than planned;
"L* indicating that this progrem characteristic is lower than planned”
X" inaicatinq a potiential problem.with this program characteristic; s-v
‘#p* indicating a PCC failure to :eport on a particular ptogram characteristlc:* .

© o 0 ©

The lunn headings report on three najo: g':onps ‘of pxogrm charactezistics;

" the: hea&ings are 1listed below under the t.hree group categoriesz ol
. ‘ ~

-

Financial chtroJ. L , . .
T L Spending rate ' ‘ L _
Pederal Requirements ‘ .

. Amount of rion-Federa) share . o . R s
Number of Families above Poverty Income Guidelines | ‘ |
. Number of Parents on the Policy Councn

2 Prograii Well-Being

‘ Proportion of Administrative Costs

- Proportion of Direct’Service Costs

‘thmber of Pamilies Enrolled

Staff/Participant Ethnic Imbalance

Ea;'ﬂcipant Turnover S ‘
Staff Turnover :

.
-

.
. &
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The deta coordinator will then retrie\Ve the information for each PCC required
to designate each column ivith one of the four symbols. _

sPeMLg Rate. The PCC is- listéd with an ”L" if federal expenditures to .
- date are More. then $5000 less than the amount budgeted for the year to date.
‘The, PCC is listed with' an fige i€ federal expenditures to date are more than
$5000 more théan the amount budgeted for the year to date. . '

To determine whether the Pcc's spendi.ng rate is either higher or lower
than acc¢eptable limits, check first with the "PCC budget to dctermine the amount
of federal expenditures budgeted for the program year. Then adjust t,his annual

figure to prorate the. hudget for the particular quarter, e.g. if the PCC is .
ending’ its’ second quarter. adJust the budget by multiplying the annual budget
by 50%... 'l‘hen, chec‘k Report # 7 for the current and previous quarters of ‘
t.he PCCl's. progx:am year to determme the total federal expenditures to date.

1f subtracting the actua.l federal expenditures to date from the budgeted
federal expenditures to date yields a difference larger ‘ths.n + $5000, mark the
column with an "H." " If this subtraction yields a difference ‘smaller than

- $5000, mark the column with an "L." ‘ . S )

Noanederal Share. 'rhe PCC is listed with an ”L“ ig non-federal

' expenditures to date are less thaa 20% of total PCC mcpenditures for the

quaxter. The column is. left blank “if the PCC ndn-federal expenditures are

equal to or greater than 20% of total expenditutes for the quarter.. Current

reporting policy is to designate with an: »1b even those PCC* which have

. been explicitly exempted from the’ '20% 'non-federal contributij

° but the data cobrdinator’ should review thi,s reporting policy periodically

with the National PCC Program of Vice staff periodically. - .
'ro determine whether the PPC non-federal eupenditures are. lower’ than o

20% of total quarterly PCC expenditures, check Report ‘4 7 for total non-federal

expenditures and Report # 6 for total PCC expenditures. If dividing to'tal

non-federal expenditures by total PCC expenditures yields a divident of less :

than .2, then mark the column with an "L." B ‘ ’
Eamilies above the Poverty Income Guidelines. The PCC is listed with

an’ oy if more than 10% of ‘the total enrciled families have incomes in -

‘excess of the poverty income guidennes. The column is left blank if 10%

‘or a-lower percent&ge of total enrolled families have incomes in excess- of

n requirement.

" the poverty inceme guidelines. . - _
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To determine whether the percentage of families Lnrollcd and exccedxng the income

et

standaxds, check the Quarterly Report on Part101pant Charactcrxstlcs (Sec Appendix -

A, page 1) for each PCC for the. “Potal - Humber of ramllx "Enrolled at End of Qualtor

§. ’ and Families with Income Below Povérty Level {(Card #2, columns ﬂ22~24). It

) dividing the number of Familjev WLLh Income Below Povclty chel by the Total

? Number of Families Enrolled aL Lhc end of the Quﬁxtor y)ﬁld& a dlvxdond ldxqu

i than .9,‘mark the column with an "y*.’

i Parents on the Policy Council: The ‘PCC .ig listed with an *L* if less .

H than 50% of tﬁe policy,Council'membéf§~3re parenus. Tho»Pé& is listed with an "HJ
; if more than 75% of the Poli&y.CounciI members are parenté of.PCCfﬁartiéipants:,

.

To determine whether the percentage of parents ﬁerving as POlle COHPLL! mcmber

; is,within ageeptable limits, check the Quarterly Report on Services to Partlx ks
- for the Total Humber of Policy Céuncil Members at End of Quarter and for the Total

Number of Parents Serving on the Polley Council at End ﬂf"ﬁuartvt. 1f dividing the

i Total Numbey of ngﬁﬂfﬂ Serving o the yo‘mcy Luunall by the Total Humber of Policy
Cbunwil Membors at nd of Quarter. If dividing the obal humbex,of Parents~8wrv1ng

? on the Poiicy Council by the Total Humbor of Policy Council ’ombﬂre vields as

) dividend léss than .5, mark the column with an "L"; if this division yiclds a

% dividcnd‘laxqar than .75, mary the colump with an "HY, P v "

Rdministrative Costs: The PCC is Yisted with an “6% if administrative

Cu%f ceed 25% of tolsl exvenditures, for rhu quarter amd for the vear-to-date,

SN IR

If administzative costs are 25% or loss @f’totai expomlitures, for &ith&x

s

tihe quarter or tho r- tu»daLv the columnp in ]aft blank, Nots that U

] . ):;L‘ a4
£ column regorts on the porcentage awdministrative Pﬂuuﬂ for bath Lho quarter arxi
; yoar-to-date,  Thovelcro 1f, for exanple, thﬁ‘PC¢'§ adminiatrative costy excended
é, 5% for the guartey, by agt fmr vhe year-to-iate, fhﬁ cmlbmn.ﬂhmuld‘hm markod
) “HOOM, with oA "blank” following the diagonal siaah, | ;o . '
% . C . ’ . -
% o determine whether asdministrative costs are sRevRsive ﬁhéckhéeport '
BD for the percentage of Lotal sxponditures in cach of Uhe vhroee adminiotrative
%' calagorics; i summing’ the three peroonta MIOT i # sutn largor than 25%,

mark the column with an 3.

Buervien Uos The PLC ix )i

Yod with an VLY OPE Ll iroct

TR SR

“
n
!
a2
&

card daus thas B o6 eousnd o 'ﬁdl;n!l“ Tor the guartioy and

for thi year-io-dotae.  The sodumn s lcﬁa‘biaﬁk 3£ the paryosntage ds D00 or

[Rp W

Bicghry

A

EMC . ‘- . . «
WHMHE% : :

Ry



- To determine whethJer a large enough pexcentage ie spent on direct services
costs, check Report # 7 for 'rotal Direct Seérvice Costs' and Report # 6 for
b 'r,btal Expenditures for Quarter. If dividing the 'rotal Direct Serviﬁe Costs
G by the Total Expenditures ‘for the Quarter yields a dividend smaller than 5, :

~mark the column with ‘an "L " "-“

- of fanulies enrolled ie less than ‘80% . of the number of families enrolied proposed in
2 - the annual PCC grant application package. The column is 1eft blank if the percentage

_ -is. 80% or greater. ' : REPEPE T S : o
i L '1'0 detemine whether the PCC has a’large enough number of families enrolleda

check the Pcc Grant - Applicaeion proposal for the num‘ber of families the .
o pcc proposed to enrcll. and check the Quarterly Report on. Ser\rices to \Participants I
R for “the number of Families Enrolled._ 1f diwiding the number of Families Enrolled

: f‘\ L _ by the number of families proposed yields a dividend less than .8, nrark the

3 T

co‘iumn with an "L"" v - .
» StafE/Particigent Ethnic Imbelences 'I'he PCC' ‘is listed with an X" if the
proportion of staff who. are memners of the predeminant staff ethnic group is 1css
" than 80\ of the proportion of families enrolled who are tnembers of the predominant
enfolled families ethnic group.- v :

———

'1‘0 determine whether ‘the staff/participant etlmic imbalance 13 within acceptable
limits, check the Quarterly Report on’ Participant Cheracteristics (See Appendix

and fcr the 1iatings of the Number of I-‘amilies hy Ethnicity; then check the
Quarterly Report on stafE characteristics (See Appendix A, P 2) for the Numbcr
of mployees on. the Payroll and for the listings of Employees by ethnicity. For
} both: Btaff and familiea enrolled, identify the largest number of those listed
' . ‘under Families and Staff by Ethnicity. ‘Divide the largest number of . Families by

R "noo .
VAT R e

Ethnicity by the ‘total mmber of E‘amiliee Enrolled; ‘divide " the la.rgest number of
% Staff by Ethnieity by the total numbe.r of, mployeea on ?ayroll. Now. divide the:
;? second dividend by the first dividendr if this division h'a elds a dividend less
= { . than .8, mark the column with an “X". , ' )
2 U — Partiai am: 'rurnover: 'l‘he Pcc is listed with- an" "x“ under the Quarterly e

. portion of the c:glumn heading if the nlmber of participants terminated during

(4

‘ the quarter is more then 0% of the participants enrolled at the end of the quarter
The pcc is listed with an' "x'l under tﬁe o mportion of the colmnn heading if _
.the peroentage is’ more than 20% for the second qua.rter. 30& for the third quext:er s

[ d '

and 40% ﬁor the fourth quarter. ot o _ »_ e :

Number of Families Enrolled.‘ 'I‘he PCC is listed wit:.h é\n "L" if the number : o

A,.page 1) for the Total »N\mber of aniiies ﬁnrolled ht t;he "End- of the Quarter e



—a

i

. Staff Turnover: The PCC 1s listed thh an "X" undez "Quarterly“ if the ratic of

permanent cmployees termlnated durlng the quarter to permanentsemployees on PCC
payroll at the énd of the quqrter is gteater than .2. “Phe PCC is listed with an
"X" under “to date" if the atio of permanent 0mp-oyeeb termxnahed to date to

total permanent poﬂltlons exceeds 20% for the qudrte
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_Frequency of Service "Pe_r' Pai’:tit’:ipar‘u':'n_a@ Tt - .

Uy .

INDICATORS OF SERVICE -DELIVERED

FREQUENCY OF ssmcs

TYPE - thrrm ' ‘. I.ocm. _ '}‘ T'L. AVERAGE‘
o R { - Service@:‘oca‘! C!'J.J.d[week
1. Child Care & Supervision :
. Infant Ed. - Group = e L
. Infant Ed, - Individual 5

4.

Parent Child Interaction

Sessions

P

Pregrams “for sib;li.ngs -

- Parent’ Education and

.+ Training

3.

‘Parent Ed..‘e Training _
: Sessions .

Social a.nd Economi.c Ser-

—

vices to Family -

- Family Counseling

“.—

‘5,
6.
‘®

Housing Assistance &
. Home Repairs
Babysitting
- Other Direct Social, :
Bconomic, & Heal,th Serv.

In-‘.‘l:'ake, Evaluation. and

Referiral
New Enrollees
- Terminations .
Referrals to sacial,
Economic & Health:
Servicss ’

Health Ser_viceé '

Pood Services
Hot Meals -

Snacks -
 Communi. rganization
Number of . PC ueetings

Held =
Tranmtation’
- Rumbby . of . ‘rimes Pro-
vided

EY

A

Sezvice/sibling/Wack

N Service/Family/Quarter
X . )
."1 - - L ‘
: SN
v;-':!: o o
AR _—
. 3
A
i
I
\ R




. weeks in a quarter. The numbe:: oﬁ Eocal children can be cbtained from the

" the national Averages fcr Raport #3. ST

- Rexl cumyul.e the. Fu:qummy of So.-u.v.u.e .ua the ml“ uuiu}mi.f Rownd Llie Ire-
. quency of service numbers to the neaxost hund:edth ' For the first three en-'
_:‘_tries in- this column (Service/E’ocal child/Week), divide the quanity cf service

by t.he number of - focal children and divide this answer by 13. ‘the mmber of ,

[

'Quarterly Report cn Participant characteristics, Card 02. (33-35) v Participating
: Children Ageﬁ 0-3. ) (see Appendix A, page 1). o ’ Lo

For the next’ entry (Service/sibling/week) div:.de the quantity of "Pro'érams fcr
" 3iblings" by the number of siblings and divide the answer by 13.  The m\mber of
;siblmgs can ba obtained £rom the Quarterly Report on Paxticipant Charactoristics.
caréd ‘02, by suming the entxies (33-35) thz‘ough (45-47), (see Appendix A, page 1) .

6,7

Por the entires under Service/i‘amily/Quarter. diviae the quantity of service by
the number of families. which can be obtainad from the Q.mrteriy Report on ’ ,
. *’Partic.ipant Characteristics. card o1, (12-14)._, Eamilies’ Bnrolled at the End of the
Qu,arter, (see Appendix A, page 1). Do not" fin the frequency of se.t-‘
”vice columns for the following two types of sexvice: "New Bnrollees" and
»__"'l‘erminations. ) o e o '

: ,“Por the entries under Serva.ce/l’amxly/ﬂeek divide the quantity by the numbex: of _
fa.milies and divide the ansﬂar by 13. . Do not fil:l. in the frequency of service " .
.column £or "‘Number of pc Meetings Held. .. o IR T R '\ . T

. -

It is a good 1de§ to keep a, ’.u.st of the mmber of foca]. chil&‘en: numbez‘ of

National Averag__- 'I:o canputa tha Na’tional avaragea for"Repbz:t- 3-}&6& the :
: quantities of each se:vice delivbred fdr all reporting centers l?or example. .
a4 the quantitiés of "Infant-Bd-Gronp" for an the centers: 'men £iad e L
following thantities: - LTl : o = g
.. o' 'mtal number ‘of focal childmn for all centers.. Add the numba: of
R focal childi'en from &11 centers that wm:e used wh_gn cmputing e
> l:oca.l Preq’uenc_y of Service on Repo::t !3. msa m be found on
| rarticipant: Charaeteristics. cara. oz. (33-35). (s0e_ Appendix’ A, ’
pagel)._‘___i, . . ‘, SRS '._.

ag .o,

e

&
- . . kS
P

- 'mtal number of ,families for alz centers _ aad the mmbets of fan- f,
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'1‘t Tind tbe Nat:'l. avarages under "Setvice/Pamily/Quarter" divide ithe tobal

¢

» arun..:. sedark ot siblings for an ceaters. M4 the numbers of
siblings for all crntergMat were used in computinq the Locol’
:Prequency of Sarvicd“/ 20 93. '.mesa can be found on the Quattar‘ly _‘ |
Raport -on’ Participa\n: Chatacterists. ,pard 0z, by s\mihg em:ries ' o .
Y (33-38) through (45-47), (ses. Appendix A, page & - SR

3

Round t:he National hverages for Raport 3 to t:ha nmest Jnmdredth. _-

'm comput:e the first three entries i,n ’the "Rat'l..nverage colunn. d;l)dde I

:tho total. namber: of services fot all the centers by the tot:al mnnbex of t‘ocal
children for all the centers and diviae the answer by 13. To conzpute the Rat 'l i.
average foxr "Programs for si,blings’“ divide the tota!nmber of "Ptograms for
%jblings" by the total nmnber of giblings and divide the answer by 13.

‘mmber of services by the total number of families. To .Eind the Nat.'l. avorages

. '\mdm: "Service/?amily/guartar d;Lvide the total number of sorvices by the tocal

number of families t'or all the centexs and divide the answer by 13. , Do not -
'compute the,Na.tional Avotage for “"Number of Pc Hcetings Hela." "New 'mrollees,
“Teminations" .and "Health Services. . . S T

 Check: The nunbers obchned for total mmbo:: of kocal Chi;ldxen, total numbec - of'

s;tblings and total nurber of Pamuies and usod to compute the naf:ional avezages

.!_»~;£or _report #3, can be checked against mmbers_‘on tha :Eirst page ‘of the aggmgate

’. : Aftar these checks have bean carriad_v oute calaulat:iona made to dhtamine the nae:l.oua_‘
' averages shou;d be doubled eheckod. - Alao the additinn of* total quantitias fot
o dxfferent types o£ aervicas ('Infant Ms-stoup',‘ ‘Infant Ed.-Individuai") abould
‘ be double ¢hecked e : : o

’. data. for Part Ct Participant,aaxactaﬁatics'; “seE page 3)_ ). 'n:e total nmnber
;;offocuchndxeushmndbetmme; s Children, _
: -Quarter in. the aggregato ;data_ Ihe total mmber o,f_s:lblings ahould be the sam

__‘..;M’M ‘lhen Naticnal Avemm fm': ’_givan oul:gut :opoxt are )
. computed, ‘they shoild. bo typod mbm copy um; me:t’ nua bumx copy .

O‘tc 3, enr:olled at Bnd of

- o

ke

. .as the total nmnber of_ohildrgn enzolled ‘at. end of ﬂ:qunrtet 3'&0 4 ttmaugh ;
9 and over in tbg aggtegate data. !!'B)e total mm‘ber of fannius sﬁould be ‘the- sanb
' ‘as the total nmber of famﬂ.:les enroned at ﬁhe end of tha quarﬁer in the

e

‘aggregm data._ ' ’ ,' , ;; . .*“ ] "“ o f . _';:':‘ '~'_ :

e
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DIRECI' COSTWTB O B.

P SOoial and Econowic

<, Services to Pamily:

l. . DIRECT. 80ST .

- ee-e - DIRECT COST WITH C.H.
4) Intake, Evaluation
fand Raferral:

‘DIRBCT COST : N
DIRBCTCOSTHITHOH.

. \:} nealth Servicess: .

DIRBC‘I’COSI‘
DIRECT QOST. WITH 0 !i.

:l?) Pbod sQrvicosz .

- DIRECT COST _
DIRECT COST WITH O,H.

.

T EsTi e i




-4-cést~. rl!nito!ﬁezv _Rop :t

P;L,l iu ﬂm Mrm:t Cost ontzy for eaeh ae.nrzcc ca!:ogcry 3 uut ;ot.al' colunn

-.,_

uader l.ocalcostots&vﬁ.m. Mécnnbozm”m” =l:c Intho"mtnl
a:pen&iem for Q.mxtcr' eolm mt. ho‘mm a,ppm::ziat,o v .lm eatnqory :
The t‘ol)owing m:ma consunt is mcdod to conpu‘m the "ni.mt: cnah uth 0.&’_

lulﬁp}y t,he dimc!: ooat 1n oadi catogo:y by t.’ne
t.be *Birect th vit.h 0. B.; for: that catogﬁry

ﬂm qmutios oE gorvice deuw:od m canh caeagan' ; Fa: omlo, ta obtua

-the. tot:al unlta Eou.- “Child Carc and Supmwaa. adp the . quhntitiu cn anozf.
#3 for Infant-m a:oup. Infant-ad Ind.ividml. Pmn'} ’nd Intozaction Bﬂ:tims

andP:ogtmtcrsmnngu o R

-

It is agood idoa to kecp a rcco:d o:l’oueh canta'
cach sarvicn catcgcry as thin vln m: nid in
ages.; , o » s

To find t.ho Local "por un!.t" dimct eos!: for 8- -ﬂ_ '
t “for that category hybhntomwer sbor

-

mzymumthoawinthommw:"
!beal "pcz nni.t" Dmct‘cwﬁwith O.H--: as thc »
cose w.lth o.n.' mw ofthc 'm.xnctcwc -

(R

uat.icnaz Avozgns S

cantors. vammmmw.mmummumm'
oaplote&mpozts (:e aminthe dhmﬁ,on ‘ot':cuguu.ng

3 qanéom havo aubmittcd mabxq_ toports;.:tha’ total
 numbor 9E'c.=onb::m subni:tiagmibumm)r"f‘_ ' iswer;i
““dollar: To find tho National ‘Avorago for "mmce'vcw: with 78». ‘&
thing But use ‘*Direct Cost with. o.a." mmﬂ of 'D&md: Qﬁu:, - B
nuiaex:s !.nlthe ihtionnl hmngo J o
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_centers. For cach conter, use the same - “total units -of sprvice® figure that N
you used to compute the Lacal per unit cost. To find the{ﬂational Average for "

"por unit" Diroct Costs in a qwun catc«gory divlde tha total dircct cos: in

that catogory for a1l 35 centors by the total units of setv:co providqd by all’
as contem in the category. Round the anawer to the nearest hundredth’ ARG~ el
entcr itf in the National Avoxago "pex un;t" column To nnd the MNational

‘ A\iczage ‘for "per unit® D:.n,c* Cost with O.H., t’cucw t:hn samo procedure but .

use "Dimct Cost with Q. HJ’ instead of “Direct Cost .*

- Check: Calculaticm to detomming the national Iwelaqea for Report &4 ahould.

be double chcckcd. The toml dxmct costs for a.ll 35 conters ih the oxghr.
major senrice categories, which are used in compuung tho nat;onal avu:agess shoulg m
saved as these costs are used in complctgg Reports 26, GSJQ and aggmqatc dat.a.

., -

Report £5: PCC Cost Por Partlmpa.nt Rf.pott

S -

Firat £111 ln; the PCC Service Base. s:atismcs at tho bottom of Foport #5 in
the "Local” column. The “Kumbor 6f Foca‘ Children” is bl)tained from the
Quartorly roport on Smicea to Paruc:pants 1 (32-34), F‘ocal Childron (0-3),
(See Appendix A, page 3.) The “Number of Families” is also found on the '
Quarterly Report on Services to Purticipants 1 (35-37), Families’ Enrolled

mring the Quarter. (Sce abpcndix A, page 3 )  The "Busber of other children' |

' can bd cbtained f£rom tho Quarterly Roport on Participant Characteristics, Card

02, by adding tho numbo:s in items (36~38) through (45-47). (%oa Appondix A, O

" page 1.) _The “Numoer of Participants” is found on the Quarterly Report o
Participant Characteristics, Card 03. 1It'is tho sum of items (39-41) through
{63-65), Tdtal Mo. "P‘a:ticiphnm. {Sce Appﬂndix )\, page 1.)

.

-To find the PCC Dimct Cost per putic;pmt per ymr, mnltiply tho Tcral Dizect

Cost on ﬂorksho«.t C by 4, Sinco the 'rotal Dbroct: Cost on Worksheet C is the

~Total Dimct Cnst for u quarter, this givus an approximation of t.hn 'rotal Dirocz

Cost for the yoar. If the PCC reportinq pcriod is not quhrterly. a dxffctunt
numbior must be veed to annualize costs. for exarple, if the ‘tontor's Direct

_Coet on worksbcot. C is ‘the cost for a two m&h period, onc would pultiply by
6 to find tho Direct Cost at annual ratos Di.vide the nuxber you get when you

nuluply tho ‘I‘otal Direct Crat on Ho:kshoct C by 4, by the numbor of partici-

' pahts you havo, obtamcd for the’ Pcc SQrvico Basc Statistics.,
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Roport % 5: POC Cost Per Participant Poport

PCC Cost Per Participant Per Year:
Direct Tost
Diroct Cost with Overhcad

Pederal Cost

PCC Cost ‘Por Family Por Your:
Dirgct Cost
ﬁi.rect; Cost with Oﬁerhcad‘

Pederal Cost

PCC Cost Per Pocal Participant
Per Year: -

Dircct Cost
Diroct Cost with Overhecad

Pedoral Cost -
, !

PCC Sorvice Base Statistics:

Numbor o;: Focal Children
Numbor of Faﬁi.liow
Number 8'1" Othor Ch:ialdron

Rusber of Participants

" LOCAL.

'NATIONAL AVERAGE
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To find tha PCC Dircct Cost with Overhcad per participant per ye. . mult sly
the rotpl of the "Total Expenditure for Quartew" cohmin on Workshe«t C by 4
cnd divide th.ia AN WOT by the mxnb@t of pazucipant_s,. ' 'y

To fina thc + CC Federal oost per pa.rticipant per year, multiply the tetad i
the *Total Poderal Exponditure or Quarter column on Workshaot C by 4 and
divide by the nunbur ot’ participants. .

To find the Local PC\C Costa per family por vear follo- the samg procedure that
you #id to !.‘;md the costs por participant per yuvar, but divide by the nunber
of familie; that you obtainod f."az the Pt‘ft'fSchco base 4tatistics instcad of
the “nwber of participants. ' o

. v‘ B ) ’ 1 : T
To find the PCC cost.per focal participant per year, use the same procodure

, but divide by the number of focal participants. The number of focal partici-

pants is the number of focal children in the PCC Service base statistics plus
the awber of focal .mothers, which can be obr.ainfs& from the Quarterly Roport
on Services to Part.icipa.nts 1, Card 06, (30-31) Focal Mothers (Preqnzmt. Homim!
{See hppond.xx A, pagc 3. y

r:ational' Averages:s To find the National Ave ragos , fimﬁ compute the following
nuzbors: ‘ ' '

a) The totél pPirect Cost for all 35 centers.
add tha Total Direct Cost for cach center. which
) can_be found on szkzhooc c.

b) The total Pirect Cost with ovmiead for all 35
centors. Ndd the totals of the “Total Expondi ture
for Quarter"™ ‘col‘mh on Worksheet C. for all 3%
centors .

c) The total Federal Cost for all 35 conters.
Add the totals of ‘tho "‘rotzn ‘Podoral
yaxpnnd Quazwt" column on wozkahcot C for all 35
conters.

d) The total number of participants and tho total '
mubar of faniliepn far all 35 centers. Cbtain
thesc nunbors by swming the nuwwbar of participants




\ 1‘:. A - ’/'f i
\ Y o
and t.hc- numbot of families natcd m t.he PCC Service

| Base Statistica ovey all 35 cc«ntem. .
1

2} The total number of Pocal Paxti;ipnnts for all 35
centors. Obtain this nﬁo: by addmg the nunber
of Focal.Children listed in the PCC Sexvice Base
. ‘Statistick for all 35 centers. 'Add to it the total *
number of focal mothers from all the centem.’ "'rhe
> mmber of focal mothers for each center can ‘be found
on tho Quartorly Repoxt on Services to Particirants 1, .- “
, . Caxo.06, [30-21]. , (See Appondix A, poge 3.3

To find tho ‘aotional Averagcs for PCG-*Tir cctﬁ:oﬂ%or par.r.icipmt per year,
multiply the Total Direct Cost for 911 35 centers (a) ,'hy 4. Divide the
answoer by the total number of participants for all 35 conters (d}. To find {
the PCC National Ay&x.ogeq for Direct Cost wich Overhead per participant per
year and Federal Cost per participant per year, follow tho samo procodure

* but usc total Direct Cost with Overhead for all 35 centers (b) and tctal
Pedoral Cost fof 2;1.1 35 centers (c) instcad of total Direct<Coat (a}.

To £ind the National Averages for PCC, costs per family per year and costs
por focal participant per year, 20116;‘ the samo procedure used to ‘compute
costs per participant per yoar, but ‘divide by t'.a total mmboer of fmiuca
for all 35 centers (d) aod toi:al mubor of focal participants for all 35 ,

centors (a) inastecad of the wtal nurber of participants.

National Avcm{é's'.for.f’mmct. Cost with Overhead” per partli:lp&n.t per year,
por family por yoar, and per focal participant per yoar should be chacked
against the rankings in Swmary of Managoment ,Staclsnirs,-?a;{; At Unit
Costs; part fl) {(Sec page '?6 ¢}« Those ;;ut:iom averages should bo approxi-
ézatc!y' equal to the modian for tho am;ropr:iat'c vanking and should fall in

. either the second or third quartile, -

Roport #G: otal Cost Pexr FPunctional. M:uvil chc

Co‘py tho Eigmﬂ Izom the "Total E:xpondn:um ior Quarter” column on Work-
ahoo:. C into the ‘Total zxpcndztu:u for Quarter® column on Ropott 6. 0
find the "t of 'rotai Efpunditu:o" for cach catogory, divide thoe Exponditure

" . . o
. . . . - . &
.. ,

65 | T &



.Roport # 6: ‘Total Cost Por Punctional Activity Report

Tagal - %.of Total | % Groater
Bxpondi ture Total : Hational or Leoss Than

for Quarter | Bxpanditurce | Avorhqe - | National Awverage] .

Mniniestration: : B ' o ‘-s.\
Management & Supervision . -0 . : _ <

i

ctional Categorios

Adninistration:
Program Planping & Rasearch] -

K “r

Mainistrations N e _
Fund Ralising R . . ,
\ - 1 ’ . ) ‘ , - . Y ol

> i

thild Supervision &
Education

Parent Education & , .
Training Py . .

social & Economic
Services to Pamilies

3

In~Take, Dvoluation & ,
Referzal \

- - . . v

Health Sorvicos

"Pood Bervices

Comprunity Organization

< 4

~ ~ )

Tranaportation

{(Purc} Rosearczh

‘Occuponcy . , N : -

. Staff Development & 1 ' -
(n-the~Job Training '

X

Total o ‘ _ S
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. Quarter JfQr,/that category by the total Expenditure for Quarter for all
~ ‘fourtoPn.categories. Write the answer in percont form and round off to the

ey

LA L‘.;.‘r;f-.;_:_«'.'-}. AT T
A Tl : @ .

ARt

nearest ten a percent. When you have finished the "\ of Total Expondi~-
ture™ column for all 14 categories add the ggrcents. They should equal
100.0% {* .13). If they do not,-check Mmistajo. ‘

National Avorages: Pirst, ﬁgxd the%mobnt exponded in oacﬁ catogory by all
35 contdrs. 'Po find the amount for a given catogory, aiid the mxiﬂ}cm' foqnd
1n tho Total Expendi tuto for Quartet" column on Workshaeet C.over all 35 .
ccmmm. M’tez you have found the total amount oxpendod in cach category by
all the centom, “add the nwbers to fird the total amount expended by all
the centers in all fouxmcn categorios. Chock this total with the nunbot _
cbtained by adding the toétals for "Total Expc_\ndituzo for Quart- ¢" culumn. on
Horkshcot C ovor all 35 centors {soc atzpott #5, National Avorages, page 8.)
Thgse two numbors ahould b the same. Koep a record of the amoum: expended in
rach category by all 35 centers; these nubors will also bo noea“’a to can-
pute tho national dvoragas for Reporta !8 o,nd 9.

iy,

-

To camputo the national averago for a given cat.ogory, ‘divide t.h(! total amount .
spcmt: j.n the category by all the centers by the total amount spo.nt, by nll the
_ cantazs 1n all fourteen cat;ogorics. E:xpzaas the answer asc a ‘percont and round

-

to the ncarest tonth of a percont,

{
i
i
i To £ind "% Greater or lLoss than National Avotaéo‘“ subtract the National
averaga z:om the '% of Total Exponditum" and include a plun or minun sign
l " in the answer. for m:amplc, i€ the "% of Total Expendltuto for Adminis- )
tration: Child Care and Suporvision is 14.6% and tho National Avorage for
s ' : that’ catoéory is 16.0% the "% Greater or Loss than National .Iwo:’?xgo"'io .
’ ' 14.68 - 16.0% = -1.4% o
] t
*
|
i
i
Q
RIC

Check- National Averagos for' Report #6 should be chdocked with tho rankingg
in Summary of Managomont Statistics, Part B, Pzpanditure by Function. (Soe

. “Pajc 79,.) Por each: tunczmnnl category. the national average should bo
opprox!mgt.«ly cqual to the mdlm&énd shouId fall in oithut ‘the socoqd or B
third quart! le of the ranking for that categery. : ’
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matost tenth ol a porcent.

" Report #8: Dircct Cost Per Funcgiona'l Activity Re;éort

Ropdxt #7: Federal and Non-Federal Cost Per Functional Activity Report - : :

e

ACompy the numbers ftqﬁ the "Total Federal mpenditum Qdurter" and "Total
' Non-Pedcral Expenditure Quarter” columns on Worksheat c an to the appro-
priate columns on chort #7. To éombute the "% of Total Federal E.\xpenditufes"

for cach category, divide the federal cxpenditure for that, caf&ory by tho
total FPederal Expondi ture for all fourt:aon categorics. wnm the answer in
percent * form and round .to the nenroat t:ent.h of a poxcont. To. cqnbu.tzg ~ti.lm "
*s of Non-t’ederal Bxpenditum for each cat:egozy, divide the Non~foderal ° |
Expendit:utc fnr t.hnt: category by thoe total Non—federal Bxpend.i ture for all |

touxmen catogorus. Writo thc answer in pcrcont £om and round to the’

Choeck to deo that ﬂxo nwnbez"n in the "% of Total FPoderal Expendjtures” -
do:lumn as well as_the numbers in the "% of Non—fe&oral !)cpenditurua column

add up to 100.0% (% .1%)

-

Copy ‘he nu.bors for categorias 4-12 frob the "Total Expenditure for Quartor™

' column of Worksheot C into the "Total Direct Costs; Local" column on Report

#8.. Fill in only categorics 4-12. The total at the bottom of the column is
the same as the Total Direct Cost Qi Worksheet C, ~ To oanpauto " Diroct Ooot:'
Local” cuvldo the amount mpqnt in cach catogoxy (4-12} byo the Total Ditoct.

' Coat.' Write the answer as a pa:cant, gound to the marest ‘tenth of a percont

amd add the porctmts when you finish the colmn to mako sure they cqual .
100.08 (X .18}. ’

National Averages:  To £ind thé "s Dirxoct’ Cost.s Mnt l Avarago" for a

.given category dlvide ‘the total cxpendi ture for all 35 drs in that

catogory by tho total direct coot for all 35 conters. total expondi-'
tures for all 35 contem in a given catogory was, found in'order to cunputo

the nat'l. Avatnges for Roport #6. The total direct cost for all 35 centors
is the sum of the Tot:al Diroct Costs fox’ -oach contor found on Morksheet C

and almady o&put:od to flud the uauonal Iwutagoa on Roport §5. .Pixproas

tho ansver as & porcont, ‘round to the noazoat tor;:ﬁ of a pomhr, und whoa -
you havo finished the column (cnt.ego:iw 4-12 only) add the pozccn\‘a ta

check. that thoy oquol mo Ot (- JA8) .
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Total ?oderzél
3 .ndit: i

cti.onnl Cato gor 08

B
[
AT
;.
&
s
o
)

3% of Total Ped-

otal Non-Federal
txpendi tures

% of kcn-l’ednm H
Exvenditurces

m.:ﬁd;'gsmr

" “ ul
Administratiom 1 “
Management & Supervision - [ "
B £ Administratiom : : ('
s Program Planning & Research
1 'Admi.histraticns B
. Pund Raising . R
. { - . . < ._" ) ... o “y
4. Cchild suporvision & s S e
. j Education '
% Parent Education & . .
b Training ..
{* Social & Economic .
. - Sporvices to Pamilies
l In-Tdke, Evaluation & .
Referral’ -
¥ 1; Health Sorvices -
L 1 Food Bervicos, :
"}5’,. lt : commm? Orqanization
e . . . .
& 1{ ‘Transportation ) C ~ "
Ji ~{Pure) Rosearcli.’ .
i f: g - X ~
occupancy ¥ : )
" Staff Dovelopmont & - .
-On=the~Jok Tratining
) ) .
Total T .
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Report § B: Dircct -Cost Per Functional Activi ty Feoport . » o !
‘ i A Total Diroct |- & Dircct .. % Direct % Greater or
‘ ' ) | Coster Coste: ™ © Coctcr Mat'l ] Lose Than
- : ' ‘Local Local - Avorage " Mat'l Averago .
_!_Inctional Categoties . : : .
S ¥ Administmtiom' ! '
. l uanagomnt & Supcrvision {
g hdministmtiom N -
: Program Planning & Research . . ' '
' { Admi'niatmtion:f '
I Fund Raising i
- 1 Chilg. 5upctvinion s S B C :
' Education . ‘ ‘ - : :
y ‘"l _ L ‘ “ ‘ . L
" 5. Pparent Education & . o . ' o
" g Training . ) ‘ ) . . . !
‘i. ' ﬁ . o A 1 - : ._:
6. Social & Economic . . . ‘ /
: i Services to P‘amilms S S _ ' N §
N " in-Take, Evaluation &. ) ) -
. Referral . , : ‘
s { licalth Sorvices - . : - A ) I R
i _t‘obd;exviceo - B E - : N : '
lLComunity Organization .
. 1.‘ 'r,rqq.sporthnion . N E 1 .
12, (Pure) Roscarch
i '13.  Occupancy ) IR : C T
“ 'T\ r * - ( , ‘ ' ‘ . .
- 14, Staff Doveloppent 8 . : - : -
‘ On-tho~Job Training - .. ~ .
ey : . ‘ . . ‘ . : s M T ‘
a 70 . - ) - “




" To: fing the "% Greater or Lesr than the No.tional Iwetage subtract the
"S$ Direct Cc;st: Nat'l. Avexaga from tba "y-Diroct Coste: Local® and ‘

include a plus or minus sign in the :msuer. . , .
/

Check: Calculations for the natggna.’l/ averaqges should be douwrle checked.
- . /*’l . . i . N ) . .
Roport #9;: Indirect Cosca Por mnétional' Activity Report

e

COpy the numbers for catogoxrics 1—3 and 13 14 from the "’rotal Expondi ture fct

Quartor column of Workshect/c/ into the "Total Inditect Costs: Local" column

of Report #9. The total at/ t.he bottom of t.ho column is the samo as the Teo“al,

Iindirect Cost on WOr'ksheet D. To compute "% Indirect Cost.sx Local® divide

the amount spent in caq{ categoxy (1=-3 and 13-14) by the 'rotal ‘Indirect Cost.

Writo the answer as a/porcent, round to the nearest t:cnth of a p.rcent and add

the percents when ydu fxnish the column to make gure they oqual- 100. 0s. (X %),
/ '

National Averiges: >Use"t_hé same. metheod to find tho national aver.ag‘on on

Report ‘#9 thaf you used to find the national a\}omgés on Report-#8, but divide )

b); the total indircct cofit for all 35 centers instead of ‘the total dxroct cont

for all }5 contek The total ;nd!rcct coat for all 35 centers is the sum of

tho 'I‘oft.ol Indirect Costs, found on Worksheet C for all 35 conters. -

/ v . . L ~ +*
Choock: Calculations used-to ‘Goter_minu ‘the natichal: averages should be
Zh?m checked. _ .

£ ’ . ) C 8

o L

/,/ Report %10: Parsonnol liours Per Functional Activicy Roport .

~

s~ To got tho j"l;otal Hours" for cach category add the "tétag. hours 'vor’xcd in that
,// , category found off Worksheat A to tho total donatod hours in tho" category found
/': ~on Worksheet B.. Add the "Total Hours® columm on Roport #10, to obtain the - -
total hours, paid and donated, worked in all 14 catogoricg. To find "t of '
Total noum for cach catogory dividc the “Total Hours™ worked in that
catc-gow by tho 'rotal Hours worked in all Eourteog oatcgorios.( '

Copy the total denated hours Ior cach category t,‘mm Wotkshoot B into -the
"Donaf.nd Hours®™ column. Add the donated hours spcnt in tho fourtcen tategories
. to got the total at-tho bottem of tho "Donat:od lloum column. ' To find "%
Donntod nours" divide' tha donated hours-in’ each cacogox'y by tho total donatod
hours m all fmrtcen ca!:cgorion.




o

'Eonzt $9: Indircct Cost Por Punctional Act'.ivit:"x Report . o . *
: N S . 1otal — F s andirect] v indiroct . % Groatot or
- ' . | “Indirece Costs: | Costst Nat*l | Less Than ° .|
glicci'onal Categorios - Costs: locall 'local = _1iverage 1 Nat’l Averagod

- . . . oo

. . . -
bl ¥ . ] CE
B

5 ~ g Administwation: . .- - , . o -
o Management & Supervision : : :

‘Administration: , -1 - , . o
Progran !flanninq & Research . . - T

. AMdministration:
FPurd Raising

4 . )
j Child Suporvision & | | - . R _
: 'Fducation - J . , .

4 _ i . - g .
5. ‘Paront Education & , '
Training | . ST T : '
ot - ,
§ Social & Economic  ° o . .
Scrviceg to Fomilies ‘
i In-Take, Evaluation &
- Raferral T
[ Hoalth Scrvices“. | ) ' ) ( .- .
"i Food Scrvices ' ’
- li Community Organization
7 i] JTrangportation oy - O : R \ O C.
}‘, (Pute) Fohgarch )
- . * * 4 | pr————
‘ . ., N ~ '. - .
Occupancy o ‘ ' . ! RN

Staff Dévclomnt 3 - : : R S ) |
On-the-Job Training 1. i . . S |

 Totat -
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I * — A ’ .
Write the anowers as porcenty and round to thoe nearvest tenth of a poroent.

- P

Check to make sure that the nusbers in the "% Total Hours® colwn as woll a
".tne v Donated Hours™ column add up to 100.0% (- -i%) . |
Hadonal Avoxos:os; To find the' Hatiomn Ava:agcﬂ foz “t of Total Mouxﬁ" tugt
o ccmputo the following: \" '

. a) The total "number of houm ﬁpont in cach cawqor:,' by all "
35, centom. Obtain this number for a given mmqo:y by -
adding the nuxmbore listod in tho *Total Hour® column of
Hoport $10 £ot that: cubcgoz?'owr an. 35 contcn:. '

. b) The votal numbor of hours spcmt in all catogorics by ali. T
' 35 contors. Add the topals of the "Total Nours® colu=n PR
oo Report #10 for all 5. mntom, . . . -

Por cach category, dwide the total/hours ﬁpmt in that catcacry by all 3%
contorg {a) by the total nusber of” hours. spont in all rmogozms by all 35

© conters (h) o mptcﬁb tho amwozf;m a percest, round to tho noarest tenth | -
and ontor it in t{to National Mé_xago. column for f‘s of Total Hours.*

To £ind-the National Average for “t Donated Hours™, follow the sane pro- .
coduro, but use the information given {n tho "Donated Yours™ colu:m/ct« -
chort #10 instoad of tho “Total Hayrs" colunn. '

.-,‘,\- I

chk to so¢ that t:hc m=bora ia both "Natioral Average™ columng add’ up
5 100.0% (- .n). _ ~ . . : - .

Calculatjons for the Rational A;"oraqa should be double checked. Ancther,
but vevy time consmng. way of checking the natmml averagoes is to rank. - -
ordor the 35 centors acmx:ding to pox:cenc of donatod hours nnd porcent of
tota!. .houm for each category. The nnumal avorages should fail in the

i

gecond or third quartnoﬁ of these mnkmgs ugl be npp:wmtcly ogual to
the pedian, ) W

- I

»

chort.u €3-10 c!o not oxpncitly compare a given local Pcc &gainst itself . -
t’m quarter to quarx;o: or from yvar to ydar. It is asocumcd that tho Iocnl o
PCC'a, as vcn an OCD smﬂ,v}n kogp data !':cn p:cvicdn quirtars AM xmko' "
these comparisons themscives. If this is not donc or if it proves to be too

cuzhcrm the po:mibui.ty of dcmqmng repom which prcyido a solf-coapau- )

.
-

son over time for IocaJ. NC's nhould be e.onmdcmd.

¢ . [

L
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—_— ’ SWRMART  OF MANAMIEMENT STATISTICS FOR POC PROGRAM *

~ B
. . - . 3

Part At Unit conta ) ) ‘ .

- o . L}
- : . -
-
f' -

Copy the Natxoml Awragm*«trm Roport &5 for POC DQrcc: coat: with m:ﬁm

. o por Participant por Year, por Family pek Yoar and per- Foqnl t"aruca.pa.n; B '
por Yoar in the "Total” column under Overall cost. Fill in the "F ‘eral®. '
§ . - . - . ) ’ -
..~ column with the National averages from Roport €5 for PCC Federal go h per

' Pardczpant per Year, por Family por Year and por Foeal_Particj ant pok o7 )
chtu o - * hd - - , I

a R ~

-.t: pm:' Year, thL

it po: Ycu. For cx@plan to .
rank the contors by ‘Cont pey Puuc;m{w sw, rake a Lm: o£ tho ntom - ,
with thm: Coat. poz medmtw Yoar. Order the "Ct.mn per ?a.:t.icl ant. .
por Ycar" nunbers, starninq with tho ‘lowest number and cmdinvg with the .

“ - highest. Tho Cont ;:or Part;cipant (Fa..xly. ‘Focal Paxrticipant) per ch;
igs - the Local Direct th w)"ﬁh O\mthuad por I’amci?ant #!’mﬁly rocal .

-

Participant) por year on Report 5, - ! - ST,

"' Rank the 35 PCC's with regard to Cost per Pdrt;ic”
Paany r Yoar and Cest par Focal Particip:

JXn the Hcdsm colm, £i11 in thn Cost per Paztlcigan\: (?mil:.. Pocal o ',f".
Participant) of the centor which is d8th in cach of the tanking:u.  Under '
*Ringo™ cater the Cost pa: Partlczpant (Faxily, rocal Parti::ipan*) of the
~, conters muda are first (“Lov") and last ("Uigh®) in oaéh of the Farkings.

Undar ‘-\gpxmmtoly 1/4 of Ptt:'n Have", the zimt. TOw mtom to Cont per o
Pa:ticzpnnc ):or Yoar. . Divide the' :nn)ung, £gg “Cost® por pnrt,cipam pexr - -

©  yoar® Lnto qum:tnw. The quattilen nhu-uld be”asg tonown: S _-\\ U t ,
’ . b mertilc b1 “$1-9 i the raxﬂung . /o | o ‘ "
T . - qQuartile 2 . 1018 . T
, ‘Quartile 3 . 827 R R e
. - Quartile' 4 .  #28-35 - .o -
) Enter the cost per parciclpmt. per year of ﬁm:: and last Wr of mda ‘
qunr:.uo under “Q, %, “Q,", 'Q'3 and "QG" in tho first row. ' The aecond and e
' thtrdkm rafar to Coot per -?anl}y per yea.r and Cost pax‘ ?ocal Participam: S
3 ..
, K - ) ‘ S : o ’ o | * | - ’“-w‘
O . N
. o & ‘, ‘5. ,
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jer yeur, fonpeitively. Follow the nmie procedure to conple Lthese riws,
Whitwy the panibingl foar Comtojwr Family pet Yeor and Cont per Fogal

Fogmac ipant e '},«ng

Y 10 Trane Urder of Tetal Per Participant Conts Ly PCC, AU Arnual fates™,
GEYeg the mares ol e 35 POCH e the loft n@m colwrin in rank, order of

Telsd jer Patricipant pox Yesr Cosun

Veder whé

*Total® colize: lint the

Terad T4 2o v jer gticipant Por foar fur cacly oonler  Ueder the “Fedtral”
o Sren o res e rgd P00 QNG Jer Fatiiolpant jer Yedr (o0 cank centes

fedar gipatdas Yoom besasrt 35, The "Foderasl” conty will not nedeswar 1y b
iforany. Lrdeg
fart B tarerodidoce o e Ponntian
In the Chavigesiats fur Rl PCCT0T column, onter the total antunt of ooy
) Spaont o dn cauis vatonory by a1l 3% poclh . These nusbers were cotputed 1o .

rattoasl oot sien for Ropdrt &6, In the “Percentage of Toral”

colunn, ontol the tattunal averagen from [vjnry 34

Poars, Lo 20 fenrtorn sioordinm o peguontast oF vpant 1n cath functioind

meda

»
%

.

fourd for cach contoer on Roport ¥ in she
make a A8t of tha 35

Taral Experditurs” for ddnipistration: | .‘upcnrmaon and %nm;:—

carepnry.  Thnte jwrcentd can bue

e Total fapcpditure” colwnn. Fur example, centers

o5 thmoir C%

DRt , ar. fou. d on- Ropcrt §G. Grdo  the pircoonts, slarting unth t.ha lowest
ahd cnqu wi-h the highest.  This rankirg oust be done for cach of the fourteun
gategorics. in the "Median” coluamn entor the “pegcont of Total ﬁxpeﬁditpm”
for the 18wh conter in cach category. In tho “Rangoe”™ column cnter tho % of
. Total bxpchditure™ for the first ("Low™) amd last (“High™) center in cach
r;m}.t-aq Divide ecach ronkisg inte guartiler and enter the s of Toral

Expooditare™ for the high and low coenter in cach guartd le undeor “Appreximately

Ona-Fourth of PCU™n itave™,

‘.

——— —— —— o _— —— [ on— L pank [ _— [ ] L] L ] L
: . ' «*

- ~
Find the wotal of “Total Dir 2t Cost® for all 3% conters.. This i6 the
same g the zum of items 4=17 in the "Rgarsgate for all MIC'S™ column, ‘
. !
Enter thin fusbor in the *hagragote for all PCC'g®™ column 1n the “Direct )
Services” row, To find the "Porcoentage of Total® divide the Direct Cant
. 7
:.‘ O ’ b
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. ; . {or ajl 15 T9C . oyt T i D e iiivare for oall) 2% t"i.'(."r:.
Faind the tatal o "Totsr o tirest {0017 for all 3% mnurn;; Thit Qo
the sase as tle o d e Ie g 118 in the “ﬂqqrmnw for all
PECHa” golur: o inter Wil sosrer s the BAggregate for )l o0 'RT .
el loent m.s,x.: Tieelets A tpa e T e, To Dind othe Yreroentane of 1{.:‘.5"-
Gatiew e 30o..io L Lt Lo cib o TR by the Tetal Fepomditares fog
ERTE B AVR & S
Brtt The eerta s T Il h Las Freeent of ratal ompenditure ﬁ;x*:;} on
fates © Begvs o afd et uf Lotad ;;,1;:4-7-;.531-.;?3;'7;‘3'.451? on Indizect for= .
et . TO Patad The s Poont L tral carenliture n'pon: o direct gervicen
SYr o cniMen oty divoeen Lhe Sotal Lizeor Cont Ioz’ the feniee Luogk=
Phoot b by toe Toral Beposditee {or ot for Un- Copter {durditest
T o faat i qecgient of total epeni e opent on indirect e o
davade, Whie bora) Tedire: t Coar Giardshest O by Tiotal lt,xpy'-ezcsnuw?. e
stz . e Theg- tye fankdngl 1o ceag lutw U-(' Town Thitect Borvives”
g ' Cated Tingdives T g dpiad,
) ““
Pory Cs Parumpm\ g__ﬁt»nuuc
' The 1n£’om: ron nocowary Ld-}:?ﬁblc te Part £ of thé “Summary o: u:mar;érmm.
Statintics for PUT iroirom”. coros from E.he Quarmzly wepbrt :m @reicipant vt
Charscterineg. . Ihe samv progedure 19 used to cmplc:w vach vection ol
Pari-& (Childroens End of @uarter: Families, End of c»u_ancrs Familios torwinated
Durirn Qquartrr., 01r.) . .
Conasder as ap ot:nmls:.- i1he C("_ﬁp;jtdt&(mﬁ for "Children, End of Quarter”. The
irformation accdud o complete thi® scction 1o found In whe Joarterly Roport
on Participont '(:hm:acf.crim.lcn- €579 02, {331=35) Yhrowgh t(ﬁ,b-‘d‘?) o (8o
Appondia hy, poge 1. (33=75) gives the number of c¢hildren agoed 0-3, at
the end of the quar:cz,”‘f'ox cach conter. Md rneae nurbicrys for all (.'(rﬂt(’:f'.‘; ‘
to gt the “Toexal All FCC“"S"‘ Children, End of Quat ter Aged O to 3. Do the
same for (306-38) through (45-47) to get “Total All PLC'"s™ Children Aged
:
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2 or 3 restera )
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6 or 7 nenbgen,
B or pure nonbers
' i Familins with ferale head of
household .
Pamilics recoiving AT or pablic
agnistance
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' CEAL Y GF 100 L DIATINTICS 103 INC PRGN
' _ ALY € BARTRIEE . LR ERILTIOD (CORT) ) - .
: ' |}
., Total No. of MG's o .
. 'rcc'u BT L i R .
. <
! Total 1 of Pean
. AYY it Total ‘
l!’amil 1es Lo o1 o Glisttes
, Total ' ) 100% A
Reaf»on for v anation ’ .
1}
Bove fro - "rorvine arva
E CLach of leopeiportatien : N
Ko lomwsc:s focal hidd
Iliness
Lack of iutezeiy
Pamily income olove pogorty
Languiase barreter
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] Mexican-Americhn
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Orientpl)
Othor”
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Covering the Feried through
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CPARTICIPANT CHARNCTIRISTICS (COnT.)
i
“FPotal t of Hcan
, A1 PCC's ToiLal
100.00%

PR W e v e AR TR BN RS WA W W
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_ !'an!.l:lcs temina:ed during

°

i.m. 1004 283.3
_ (Children and Adults) . .
L Mexican-Arerican
] Puerto Rican
: Othox Caucasian
. Black *
1 American indian . s '
© Native Alaskan 7
Polynoesian
. Oriental _ .
11 Other , : ) '
lanlos Enrolled, End of quarter
| ‘Total - —— 1608
- i New Pannies Enrolled during oo
quarter ot
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3 ‘to 4, Mged 4 o ‘v, Aged 6 to 9 and Aged 9 or Over . Ad the naebors {n the
“fotal Ali PCC*'s™ colump to qet U‘w Total Children, €nd of the Quanm for
oll PCC's. Entc this nusber in the "Total All IKXC's™ colunn, 1n the same

.

line with the w od *Total.”

[

To find “% of w-ota‘\",dtvadc cach entry 12 the "Tiral All PCC'w* nolm by

the total children ond of quarter for afl #0C's . tapress the mwm an o
% and round to the aearest tenth of g TR SR e d RO make nure the pos
conts sdd up to 100w (2 (1%) . To find 2no CMean® divide cach entry in the

“Total All PCC's™ column by 1%

Familien, End of Quartors “ev Card 00, (17-14) Qgobah (22-221, Quarterly’
Report on i’articip'm;t Chorsciveintyge. [(Sou Appendix A, page 1.) ;\dd the
numbers you get in *Total ALl bCU's” colums for "2 o1 3 momberas,.™ 74 m‘«»‘S
membors, ™ "6 or 7. merbern” and YHoor nogr rewmborn® Lo get l.:m"‘l‘ar:tal" rml'lttn

(NS

End of tho Quarter. The other nesters 1n the *Total All iCC s~ col\m an nor

add wp to the total number of familics, End of Quarter, But mwit in ovo ry

case be loss than the total nucber of familics,
s

Familion Terminated during Quartor -
— "

Roason for Teminations iee Card 01, (41-42) through (55-56). (Sco Xppen- _
dix A, pago 1.) Add thi nurders you et for "Roasons for Tuz_minauce"' to
get "Total" number of familive terminated d.uribnq the quartar,

Length of Timo Terminated Fomilics Were in the Proiras: Seo Card Ol, (21=22)
through' (39-40). (Sce Appendix A, page 1.) The cntries you got for the
"Total All PCC’s™ column terminated during the end of the quarter.

ramilios, End of Quarters Sce'Card 03, (12-14) through (36-38). (Se¢ Appen-
dix A, j:age 1.} Check that tho "Total®” you obtain here is the samoe as tha
one for the sccoond section of Part C,' algo entitled “Familivs, £nd of Quarter.”

- Participants, End of Quartor: Soc Card 03, {39-41) throwh (G3=¢ !, { See

-

‘Appefdix A, page 1.) ‘ ) C .

. Families Enrolled, Epd of Quarter: Sece Ca: 01, (15-16) through (19-20).

" (See Appondix A, poge Y.¥ For "Totai"‘ onter the nunber you got for Total
amlies Enrolled, End of Quaxter, olses-hem in.Part C. Tha ontriaes in “Totol
All PCC' " column for “"Now Famihes Enroned during Quarter,” and *Pamilies

- <.
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1
. =)
'l‘tvnr.lnancd dunng Quarter™ do not wdd up to thin tetal. Doonet 1) in the
"% of Total” colums for this whetion.

Pdri D: Staff Characterintics

Follow the ;cmu' general procodure uded to ceaplote Part €. Al of the data

necded to co:aplcw Part I comxs: ftaa the uatterly Report ca Sratlt Gisrac-
tcr[g,(]cs,“ {See Appendix A, paje 2.

Permanent Full and Part Tive Patd Eployec , ¥od of Quariur See Card 05

(12-13] through [48-49] ang Card 04 [14-15) threugh [18-19).  The “Toral”
porminent Full and Part tise pald employeues is obiained 'by adding the untries

in the "Tetal All PCC's™ calusn for "Prot’cm;ia:‘:.al" and “Nouv-Profesnional™.
Thic “Torsl” muet be thelsame as the sum of the cotefes In the "Total A1}
PCL ¢ columa under "f’r'imaty Punction" (Administrarive, Dircct Service, Support}.
Check alto 1o see that it is the a’r_im a6 the sz ol the entrics for Sex, for
Exp loyment Status, and for Ethnicity. '

’
¥i

The last four catrics 1o the ™Toral az;ll PCGo co-Im on the 'tirat pugc of Part
D do not havo to add up to the "Total" Permanent Fu!l and Part Time Employeuvs,
End of Quarter. Do not fill inm "% of Total' ‘culunn for the last three enrrics,
("‘nw F.mployccs hxmd during Quarter, i.uglovcw re=-instated and Emplo) eos

tcmlnnted")
Evployees terminated during guarter:

Rm!xcm for, Terinations Sca Caxd 04 {fU--%l] throm;h ISG-S'I). Check to
£6a that the total df the cntries sg “he "Total all PCC's" colimn under
"Reasun for Turmination” is the s.me as the last catry in thu *Total oll

PCC's®™ column on the preceding page (7 anployaos tor .nated duthq tho
qmrtcr") .

-

bergth of Time Toeminated Staff were in-the Ptoqnms Sce.Card 04, [20~21})
through [38~39], Check to ace that the total of :he ontries in the
"Total all PCC's” coluwn under "Length of Time Terminated Staff wore in the

Program™ add up to the "Total™ number of families terminatod during the guartcer,

Number of Temporary Ergaloy;»em Sea Cafd 05 {50~s51).

e
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Role,

2 = Profennionsl
- Mon-rrofessional

Prisary Nunctions

Adainiutrative
Dircect Sorvicoe
Support

- Sex:
f Malos
' Femalos

Bnployment Statusi:

j, Pull-tire
Bl Part-time

L‘thntcity :
[ Mexicon-Amerigan
T Puerto Rican

Black
Amorican- Indian
Nativoe Alaskan

Polyacsian
Oricntal
,Othe-r . _
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¢ STAFE CRM AL

T S ————-e

v ul]l and Yart Time
Paid Inpluyecbe Fnd of Quarter:

Cther Caucasian -

Staff vho have keen, or are
currently PCC participunts

, Now bwployeces hired during quarter

Employces reinstated duri.ng'qhaxtcrl
Employees terminated during quarter

IC (uartes 1y Manigeaent Neport

Coveling W

Tot ol
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i 3 Covering the Persed | throwsh _ L
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3 : SUNURY OF MVAGDMENT STHTISTICS FOR IXC PROGRAM -
el ) PART D:  STAFP CHARACTIRISTICS (COT.) )
. _Jotai Ho. of ICC's e X
- R ) s = - ‘ N
' AT ‘ - Total % of Hean
3 T All Gt Tozal
$ployece terminated during gquarter '
1m1 . ‘ . 100% .
‘Reason for "rc*:'r:inahm . ' _
d Hoving | _ ’
Better job
; Further gducation.
1,_ Pregnancy ’ C
. Health .
- Rotircsont
j Dismiscal
- Persomdl Reasons ° ‘ :
Othor : . .
Junqth of Tine terminated staff .. | ) :
vore in the Program: - CL . ‘ o ' , - \
less than 1 month . ' : " '
1~3 ronths © ————
4~6 months . ‘ -
]  7-9 months o oo . .
- 10-12 months ‘ ' .
) ' 13-18 nonths . ’ _ T
m © X8-24 months ' . -
; 25-36 months ‘
‘ 37-48 ronths ' _
3 . ovex 48 nonths ' o
rmc‘r- of tcmpqrazy paid amployces ' _ ' 100V
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Fare I 9M¥m Servioxs R R -
) 1 . [] . i . ,’ _
Do not £ill 45 the *% .of Total® column for the . hwt pm qt‘ Part L. .Tho =

‘nformaticon rodded to canputa the first eignt entrits {n the. "mzal All
POC's " column can bc fmmd on tha Qmsrtorly Popcn to Pmapanm 1, Card
0t (12-13) to (27-29) . (Sw Maomux A, pu\w 3.) !’ollw ?.hcz Sare qemal
procedure you usod foar Parts C and D, !‘or exasple, tor "Nusbor o!‘ dayﬁ P(’c
* operated during quartert add_the nmbxﬂs found on the Quarterly Report to
 Participants 1, Card 04, (12-13), for all 3% CORLLTH o Entor this total im 7 7
the “Total ALl FCCIn™ column. Divide'by 3% to find t.ho poan.

- A )
The: dot nc»de:d to ccmplcm tho m::u. thyee cntrios meux ip Home by PCC
Seaf!, -remmom Yoncacts am.. h'tmpmd Vigits) i fomd Xan Qunrm:l; Report
to Pnrumpmm n. Card 07, (12-15) thtouqh (’ﬂ-z.'z) (Sex Appondis A, )

poge 8.1 . ;‘ !

-~

“he dam nmded to m;plpte the lasl: govon: onumu on the first pego BC | I

‘(

" fart £ can be ‘found on the Quar;vny Roport on Services to. Panic;pantss 1,
card 06, (30-31) throwgh (24-45). (Sce i&ppendax o\,« page 3.

the information Med« 4 to ».omiv o the racend poasye of Part E can e found

on Quarterly Report to Paruupanta i, Card 08, (12—14! v;.hz agh {T0=72).

{Sco Appendix A, page 4).. Fipd.tho "Twtal Htmbox o!’ ?at,hfsm who Partici~

patcd in Pdrent Education and ‘rm'xmng“‘ by adding the nurbere cn tho Quarterly
Poport to Patttcxpanla ir in (67-69) Eor all, 35 mnmrso To find the *Total

ALY PﬁC'ﬁ.‘, nurber of mazhom vho pqxt!cipatad in cach type -of Parent Educe- _
tign:end Tuumng (thild Dovolo;xmox‘t, etc.) se‘o entries (12-1d) through (42~ __ .
4. .To find ¥ of Tots!" d,wxdb cach anxry ln the *"Total All Po¢’s™ column

By "'ro:qa Nurbar ot' e-&c)thor‘rz ami eXpress 4o a mrccnt.., The perconw do' not Ay

add up to 100.0%. . : LT

1

- ’Follo-r the samo ptooeéuxo for "rotal Hunbcr/of fathors: who Pa.zmcipamd in’
| Paxent ?.ducat:mn and ‘rzamzqg. .Find the tétal nunber of fathers who narti- '
. cipated ny"*odqu \t‘_he numbrs in (70-72) for aall cunmzrs. To find the to:al

pumber .who p.lrtlciaated in each typu of Par:om'. _Education and 'l'ra.ining,, see
(45-46) through (65-66) * The mfomatmn. nceded-for qm rest ©of Part B comes
from Quutexly noport. on Sorvices to Patticipancs 111.' “To find the "Total‘ )
for Number of Paxtiqipmts. Recel ving ‘Bealt!_) Services, acd the * numbers for

3 .
. |
I
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. Fotal\noticew L - - F . .
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Worber of Pmac*, Caouriril Heabers N To100e : . .
;i ond of quarter, Total . ca : - «
. Huzbhoy of—pnmm en Falicy Council T , o ) ' o
: i end of quarter ’ v i -
- T Average nucher of parents uttrndmrl T ’ ' 3 -k -
) Policy Cuuncil rwetinmgs . - . .}
i Harbor of Folicy Council'teetings . - !
held during the quarter _ ' - '
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‘. . ' . ! - L '
‘ ‘._‘-"' : gl”"-.meY or 3.: E‘ ulT STATISTICS FOR Pt:C PRQGRN ‘ o v

_ : _ PART Y PROGIVM SCRVICES (COXT.) - -
li‘i;tal_ Ho. of PCC's

l‘Pc{;‘s Reporting ’ S o

I LT , : o . ", Total A\ of - . Mean

LT * All PCC's . 7Total e

"ifl‘ota... nurber of mothcrs. who parti-

cipated in Parent Euucatlon and ' ) ‘ 5 . : - ( L A
T:aining , - , eps = o T g

. l Child Dc:velop*xept : . e N

-

Family Life Education and Planning _ : - Ty TN L
éonsumer Education | : ‘ IR et
Health ‘Education S 4 o T
‘ Inémuon'in Reading, Writing, ' . S Lo T
- .oral, Co::munzcatmn ' ‘ e
l - Home Economics <, —— . o T
“Job Training or Skill besrelopment R , T o R
. Oricntation to Co::*nun:.ty Resources e T
Hobhies; Leisure Time =~ I e _ o SR
‘!l"otal number of fathers who participated " R e PR R
4n Parent Eﬁut:ation and SR

o

Training. Ehag RS )
.chila Development o R -

. "Family Life Education .and I’lanning A

: .~f mnsumer Eaucat:lon Coe g

Instruction in Reading, Writmg, woed T
D4 Opal- Co-mum.cata.on ce Lo T
'ﬂliome:Ec._onomics S ' NS
¥ raining ox ';11 Develovsment ‘ AL

‘.;__Or:l. mtation to um.ty Resources \ ;

. '?Hobh;es, Lei.sure Time DR S

’ .,"j‘other - P

£
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5
,“%‘lw (P!u‘“%. ke last item iﬂ.thﬁ rastt column o LH& Pnpwxn for all 3%
uxhtnrw, and witer the answer in the "Pokal All P‘P*w“ colimn, %o find the
“Tbiql ALL oot nﬁluﬂﬂ‘ﬁﬂtfﬁﬂéﬁfﬁr oanh Mgdxcnleﬁrv1m9~?ﬁuuargi Hndi&ni,
Eowclns atc,} Uﬁu-thﬂadﬁé&kQAWﬁﬂ in il“»&d)-thtbuqﬁrifﬁmsﬂ\fiﬁ the last vow
,f: of the Puarcerly Report on Bervices Lo Participants 1317 {Luznl numbvr S
Vs §~‘ ' 'ru¢mive&;¢@ch gorvicel.  {(Seo Hnnndi% A paqg 5.) lﬂn tiﬁﬁ "5o0f Tatal®
: divide each ontrey in‘th& "fotal. ALl Ppa°““ iwlumn by l“bﬂf"?;tal" ﬂumhﬁr of
E. Pﬁftﬁcipaﬁtyiﬁeaﬂiying ﬂaalthfﬁcﬁvlcm&.' To t}nﬁ tha.mwﬂg,‘dxvidd ravz nnnvy

AhAtuU rotal ALl BOCs" colimn by 35,

CF . . - . . v
° : B

R

Cunulative fata . P o
o © o In sdBiien to t“@'ﬂggrﬂqatv dana rompmlnd for Lhw Summary GE Manaq men

5taaaﬁt1cﬂ: CParts A~ Lhe Data Qouroinatar hculd prepare Lumuldtave daLu :

for Rnwuxgﬂ'§3ﬁlﬁ. Most of Lﬁiw datd aa« air a&y prcpaxod dﬁ& usud Lﬁ-c&mﬂ

Frmealory

pxutg national -averaages. ”haa admxt;unal inforﬂdtlou ahauld h& cntorvd mn

blank'coyiéﬂ of ﬁépﬂvra #3 »lﬂ and “Cnmulatlve daLa" °hould bﬁ typed on’ Lhe

i
X
I

top of eucb r*porh‘ Loplea of the c_

vOVwmbﬂz Sﬂ 1Q7? ~-ln Lhe'haxt whx h fellows,runle% ﬁpeﬁl,

Luta, ungLts p3-10 xefen,to 1enarts pfaparcd Eax lndlv"

S

Tﬂéﬁérﬁ 53 (Cumulatlve Da“a)

o ..?;~

-LUnder~khe_calumn laaelga "Quaxtealyi*

..,.‘.,7,»-«

_ ef servicu-icr all the repoerng‘can?ers

”»?Group"d add the qudanules of hat qervmce for d11 Lhe canLers aa found on

;”Reyert i f»,These numbers wezc provlously'computed Lm determlnc NaL;onal

;mm;n_favoraqev for Report #3. :

(Cumulatlve Data)

: ﬁépart"

ERI
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Iﬁﬂthe "tmu:l untts“ ¢mlumn Kmr ﬂavh vexvxau qutvqmgﬂ anber Lo kuLal

Ao, -
™

quantzty uf servivan provxdcd in LhaL caLeqmry by all tohi Luntul&. Wheq@'

numb&: ean bL obnaxnca bv ﬁumwanq thw qvnntil:ns oi,mvzuxvm; ﬂel;uo:ud 1n :

A :
- _mhu& uategazv whxch are lzvtod inrhe cumulqcwi data for Report 3. For
S g - _ axampla forr“Chald C&rn und &uparvxqicn" sum the ﬂumhaxw llﬁLud-in_uha7
' quunizty cmiumn of it pnrt 3 (Cumulatlwn Dntu) for “Iﬂfunm B, w7ﬂrnup*

“Lnfant Bd. - Indxvidunl“ .“?anqn& Chtla Inkoruutxan Segsions” and "yroqzam
I I

e

Cfor 8 Abllnqn,‘ - o F

i

Rupc.ue, ;3.: ((fumumrivv Im!_a) o A

N ’ - . : : N ) ' ) . . 4“

,In the "Tctxl“dcolumn, undwr ?ﬂ" %uslﬂm ﬁawa kLﬂLLuleQ; enhar th& hotal

numbwr af chal Chllﬁren. of %amtl;ea, ‘of Othur Chxldren and of Fattxciw  ¢'

g-' o ﬂ‘pdﬁt ' Tha e numburs wure computo& tg dnﬂern)nL’Lhn aticnal aver ages-for‘

-ﬂ -i;a diaau%slon oE how kn ohtain\i%v

ke

numhqu. T

Repbr& §6”(éﬁmulative*Déta) :5'1

In th&““Tota‘

b the same as: those 1n the "Natlonai averagc“ coluﬁn, ‘as the*e numbar

5 :
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1Text Provided by ERIC

f,Babysitting S o ' N

Menlyerships = 7~
. anc} On-the-Job Traln;mg.

-~ Comts 'o;c f.le]c?i L1 J.D.:; including entrance fees to. 200s, RUTH

oo ‘e
. o u 1

Cost Ffor' babysitting s’el‘vicct‘vwluch enable parean to partxc1pate in program
act1vxtlcs are included under "Soc1al and ECOnOlHlC Services to the Family."

I

Recrtii tment of Employ eas

‘.~

CosLs for rcczultment of emylojecs are entered under "J\drna nlstratlon-

Managemem_ and .Supervxs,lon.

Subscriptions and Reference Materiials'

Ty ]

The: cc";.s_,-t'of refe’rerice works '-‘emd subscriptions to maga‘:éines and professional
journala used by staff Tmembers 1s entercd under “SLafi Developmcnt and On-

the-Job 'l'rc.n.mng .
, 0

™

- & s A

.Paayment's for me'mbe s}nps to profess:.onal organl?atlons that are relatcd to

the del lvery of day care s;rv1ces shou]d be entercd under: "Staff Devclopment

.

Pield T*’E.LE?_

vcgum's, hlsLoxlcal
I

3andmar}'s and Lhe 1.1. e", alid"t;h’e'éo'st bf pch.al transpoxt arrangcments,

shculd be entmed under "Chlld Supcrva sion and rdlICn LJ.on.

. . ) Co . .
- . . . - . . 4
~.

: Pa;ren't ‘i\cﬁivitics

‘,’ B . « - B . . R

Coqts assoc;ated w:.th Parcnt Pola.cy Cm.ncml meetxngs and planncd paxent

Fxd

™3
acL:w.z.,tn,cs ox _,oq:Lal funct.mns are ent:ereo under "Communlty Orgumzauon.

Dcnated ulon—Perécmnol Cos ts -

- o
s L

-

Costs of dcnated goods arc a.arsz.gned to the funutlonal categorles in eyactly

All donated goods and cash

3

the same way as pald mn-personnel co:-ts.

. s
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private;ihdividuals and from local or state sources, including
nated goods, non—Podcral share. Contributions‘s
rece:vcd from othcr Federal agenc1es, such as TltlL IV A fundo and surplus

food commodltrcs, are not 1ncludcd

¢
v .

. . T P U r ol e
If the rent paid is below the fair market value, the difference between fair..

market value and the amount pald ‘'should be entcred under “Ocoupancy" as a’

donated non-pers onnel cost. E o R e
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RESOURCE QUlREMENTS '

S nll. - ALocal Resource Requlrements ; ‘ . v
. ;f,' '.‘ It,ls dlfflcult to separate the addltlonal demands 1mposed on local
] Parent—Chlld Center d1rectors, data coordlnators, and staff members by the

KPCC MIS, from the ord1nary demandc for ﬁound flnanclal and program serv1ce

_'recordkeeplng Most parent—chlld centers d1d not have adequate record-

. ';. T 'tv'“ ’ keeplng ystems prior to the 1mplementatlon of the PCC MIS and 1n any-

- g- . . case, these records were ‘not conslstent among' progects In thlS regard

® ' they were llLtle dlfferent from nost Chlld care program operators Yet,"
?, - the need for adequate records ex1sLs whether or not there is a Management
i.'_ Informatlon System Hence, nearly all of the recordkeeplng that is .asso— ¢
3" s clated w1th the PCC MIS is necessary 1ndependent of the PCC MIS Only the
» . .ced to make out quarterly reporLs is an addltlonal demand on local re-
sources. As An lncentlve to meet this demand the PCC MIS has provided- two

serv1ces to local parent—chlld centers

o ) . ~ L -

ethe natlonal offlce, through a contractor, has" furnlshed local
recordkeeplng forms, as well as quarterly report forms; and’

} ' :b_ o othe output from the PCC MIS was' de51gned to, be of real value to -

i L .-the management of the local PCCs

E T L . * o . -

T A ’.' Should local PCCs be requested to furnlsh thelr own recordkeeplng

forms, the system ‘would requlre the follownng resources ﬁrom each PCC-on’

% o Ta quarterly basis: - - - ..»-” ) ST e ; T,

‘fl. Recordkeeplng ‘Forms ~»'_-W_ ' . :b’v_? _._ e ~';4fi"
e,7‘ e . : Awf Part1c1pant Intake, 25" per quarter.h
7 . 3."Part1c1pan1 Enrollment 25 per quarter

“Employee Intake, 10 per quarter - o i'.? {”L

'Weekly Famlly Servlce Record, 100 per quarter

G
D
. E.‘vFamlly Health Serv1ce Record, lOO per quarter
F. Weekly Staff UtlllZatJOn, 100 per quarter vgriﬁj
G ~Donated Serv1ce Voucher, 30 per quarter'
H

. _Donated Goods Voucher, 40 .per, quarter
. . N

‘Tétalfeétiméted_cost $30.

°

C120 v




o S : B E e . C
Time of Data Coordinator, 'Accountant and. Director to make out the
quarterly réports o ' '

i

B. Accduntant - 7 1 hour @ $5, plusi$5. overhead $ 10,;x 4 quarters = g 40,

C. Director _. C - . 1md @ $60. plus $60. overhead ﬂ$1207,x"4'quartersf—.$480’

: i "~ A, Data.Coordinator 2 md @ $30.'bius,$30.;overheéd 1 $120. x 4 quarters "'SABO;
| . . : . OV : . ¥ .8 4y
] Total Estimated Annual Cost to 35 local PCC's::

.oRedordkeeping“forms : L o $f4;200.'

‘@Time of Persdnnel"' : ' $35,QOO.

oPostage and envelopes .18 50, ' o L

;—iﬁﬁ%‘iﬁj

T . ¢ $39,250.

iy

AL
t

NATIONAL RESOURCES REQUIREMENTS

1. NEWSLETTER -

Estimate of -Annual Costs for continuation of the quarterly newslétter .

‘,ll

i
H

 Direct:Léb6r,~including overhead. L

T % maiter T qes.

Comégrapher i - o - ‘,$l;000. .

Graphics . - o . s 825, - : ﬂ' B

. Direct Charéés. I _ SR o S
"Ptinfing ZOdbfbopies periquarfér R é ﬁ~

@ 4 pgs per copy . " $1,700.

- | S .. s.ss0.

1 - et o s

' ' Materials - "} » ) o lf’$ .I80-

‘Postage -
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TLME AND COST ESTIMATE FOR THE PCCMIS

' On a quarterly ba51s the follOW1ng tabks and tlme commltments ‘are re-

S T ,'-: ; Person- Dags , Est. Cost

v E B v ow . L . . L . . -

Task 1: Mail out quarterly report forms 1 md ~~§' “$) _35 Labor
Lo . ' o ... . $ 35, Overhead

- R : Ty $  40. Reproductlon‘
& Mailing

a . qulred to ma1nta1n the Parent Chlld Center Management Informatlon System

110.

i - . . = -
P R .
.
=3
Bie)

oo © - -Task .2: Acknowledge:receipt ofﬂtne:reperts

; and validate the reported data :
} (4 nours per center x 35 centers + - B . o *
-4 hours for contingencies) * - 18 md- . $  900. Labor A
1 o o SR : -$_'900.. Overhead -
Ik . i $ﬂ“i25. Telephone,p
3 $1,925

Task 3% - Data preparation'and calculations - ST
: - (4 hours per center-x 35 centers S .
12 hours for aggregate re- :

e I ports) - : _ - 19 md - E

o s ‘960'aLabof'-_;gw,,.

7900. Overhead“ o
25. Xérox: .

"J)'-(n-(h

$1,825.

Task 4:-‘Preparatidn and tYping‘of'Qnarter—'-; [ e
"~ 1y -Reports (4 -hours per center X ' ' L T
35 centers + 4 hours for: aggre—' N S
gate. data) . ST 18 md - ;- $-900.- Labor
B o n$'~900.AOverhead
$.. -25. Xerox -

ii i " rask 5: ﬁReproduee the Quarterly Reports~: Co e
Yoo i, . and. dlstrlbute themr'- 'leO..Labor'l
A C .- 100. Overhead
315. Xerox, -
135 Mailing -+

£

md

‘{hinkniﬂ

:~”$' 650, -

.7 Total Quarterly Commltment at’ o o
. ©  _the natlonal level . 58 md . .$6,335.

a3
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'Taék l;

.Task 32

| Eask.4

i

‘Analyze Grant Applications

Aggregate Data from EFour

pask 2:
T quarter

L

-'..’__' Lo

Collect new data by. telephoneh
~and analyze it

Preparé and type the Anndal
Report :

TaskMS: Reproduce and dlstrlbute the'

Annual Report

»

,
Total Commltment at the Natlonal
" Level- for Annual Report -

. ANNUAL REPORT '

* Person-Days

'ESt; Cost

18 md |

md

to

18 md®

50 md

2§ . 100.
’$. 100.,Overhead

- $; 700

1,000. Laboyr

' $1,000. Overhead -

$2,000.

S

ILabor

/

______

$1,000. Labor |

° '$1,000. Overhead- . .
- 250 '

- -Phone

e

§ 7oo,.Labor |
. Overhead

$1,goo,"'

© 100. Labor., . "

"100. Overhead
" 400, -Prlntlng
150;.Ma11~ :




" PROPQSED PCC MIS ANNUAI MANAGEMENT REPORTS e
(To Be'Issued'Eebruarytluof Each Year) T RN

Sectlon I: _ Program Ov;rview s \ e R _ T ' ’ :‘
Part A: , Operatlng Units-> ' o ' o

o 1., Number of Grantces, Delega;c Agcnc1es, PCCs .i . : .o L "

* . 2, 'Dollar Vafue of: Grants. by Glantce . - oL s

s Summary of PCC Relatlonshlps w1th Hearth Prov1ders

Summary of Transportatlon«Services-Provided'by=PCCs

R

.. ‘Part

" Part

. Part .Profile of'Partioipantsf(Histogram) T S
.?-:g?i:"[.“‘]_ S 2. Medlans, Ranges, and Quartlles for Part101pants Characterlstlcs o i

g0
st

'Part EE‘_ l.,:Proflle of PCC Staff (H;stograms) ijk' P - - R S
1;? gi:A S 2.'\Mcd;ans,.Rahges, and.QuarEires}for-Staff,Charaoteristios DT

;.» Lt ) ’ . )‘" '..‘ ; . S,
- Part F: 1. Profile"of PCC Program'Serv1ces.(Hlstograms)

L2 kMedlans, Ranges, and Quartlles for PCC Program Serv;ces ‘

g0 i L ,:." Part G:: Average Annual Budgeted Costs by Llne Item

- . . . - 3.

':;,:‘.;« . méart‘Hﬁ" Average Annual Budgeted Costs by Functlonal Catagory

\Part.i:u;fstaff Time Utlllzatlon by Functlonal ?atagory for the Past Yearf

f! ) . . Part J iBudget Overhead Costs for PCC Grantees fﬂ”'_'.' ;-"; TR Fe T

" -Section II i: Span Of\Service UnitszDeliVered During*the PaEt Year‘ [ SR
L. . ., . Part Ar. -Number of Infant qucatlon Sess1ons Per Week, Number. of Sess1ons
B : “ .- .. per Family Péer Week, Average Lcngth‘Pex Sess1on~’f

'(Group Settlng/ Inlelduallzed/ Parent Chlld In%eractlon)

P

L e
I B

A ]

S e it

mfd?artigl‘[;Number of. Adult Educatlon Sess1ons per Week No. ofrsesslons7§er_Adu1tg
T : . per week, and Aveiace Sergth per Sesslon. B ) Lo Y

T A

N ., o . G . o . _"—»»M‘ __,_.,»l_ ,,._ I' ' - . - o . ".,_'l
", Section III: Cost Per Participant Pér Program ' = . . S

i
28 e DA RIR R

Pa’rt.A:"‘-‘:-'By!s‘taff.-'size' ; Ll e D e e

_S.f“‘ . ParthE By Total Average Enrollment =;;fﬂ:"”f, - f:" uu_qJ ,y:\ggi o

gart;ci. yBy Urban—Rural Locatlon

_Section ;V:9:Qrganizationychartrfor*Each:PCC‘,'”
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~Attituaes7of¢pareuts"aud staff toward the-éCC program.

Speciel assessment: of service toifamilies”with mothers under 201years of age}'

Items for Conslderatlon for Annual PCC.MIS Rnports “"

or for Spec1a1 Surveys !

\ - -
a4 N

AnalYS1s of the Capltal Costs of. the Program, as contrasted to the operatlng

costs. - (Must involve an 1nventory!) (Could set "Use Rates")
Analys1s of stafflng patterns (maklng use of staff utlllzatlon records)
o Is it better to use professlonals or paraprofesslonals°
- o Full-time or partutlme sLaff’ .
‘o Most effectlve use. of Dlrector s tlme?

0 Do some organlzatlonal structures have clear advanteges over otbcrb"

f
\'
W

Analysis of outreach £uuctious“as compared: with center based’funotigns;“'

_The unit cost of programs for siblings'ésfcompared’tofﬁroqréﬁs~f6fif665ifcﬁ§ldren.

o

R - . - o l"'“

Speéiél-SPrVéX‘on,tYPéSJOE‘educetion prOgramsbfor iufantsfaué'toddlerst , )_i>~’ »T:

No) How much tlme should famllles be allotted per week’

-

| | T e ‘f_f}ﬂ:wéf M }f- : 1f“t,j‘ /“*Tﬂu
Qescription‘of'the,organizational‘structure_of each” PCC., R S ) L
Descripfiou'ofvhow‘health‘servicesjarefdeliveredftoiPCC.participantsi
Analy51s of may1mum s1ze for PCC’] Threshhold’ f’ i
\ R . o
o How many famllles can’ be served effectlvely’ S oo
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'P‘Ropo SED N:C ms A mum, n-nmmmm y%') owr'" A R

‘H1nagomcnt chort can be cbtaxncd Lrom Lho PCC Quarterly Ropor&s and}

j‘Lhc Grand AppllbﬂLlonb fox all Pccd. In ordem to do »o, howevcr’ we

All of the ddta xorulrod to complete Lhe propa s e PCC'MI” Annual

recomnené that Lhree 1Lcm Che' addcd to the naxratlve sLntamonL wh;ch:

:  _accompan1es Lho Grant hppllcatxon._ R T S g;.-{iﬁ,”ﬁ

 (1) Spdn of Sorv*ce Unlts:, Infant qucatlon ﬂ5f ::= R qu.f, L

: 1nle1dualized and parent-chlld lnteractlon se551cus.,{]

. (2) Span of qerv:co Un1ts-~ Earent Lducatloh and Traxnlnq

In ordor £o dcvelop meanlngxul conparlsons amonq pxograms and meanxngful

-unlt cos Ls, the snan of serv1cc UNlt" prOpOuLﬂ vhould be de crlbed ln more e

“ndetall to lnclude (l) number of 1nfant educatxon sesglons per weeh,.(?) avorage 4

- =

Jength of tlme pcr se%s;on and (3) numbez of SGSGlODS per Eamlly par'wcek.._i

 Th1S 1n£ormatlon should be 1ncluded for oach type of .crv1ce. qroup scttlng,

‘”59551on.7_ e _«.E

"(3) Statnment of Relatlonshzn Wlth Health Drov:ders ﬁ7 .

-More deLalled ;nformat;on should also be DIOVLdeu about,propoaed parent

jveducatlon and tralnlng prograns.» Include (l) number of gdult cducaLlon sc sxon;ﬁvlfff

per. veck,_(zz nnmber of SC&SlonS per adult per week and (3) avcrage 1cnth per

By

i
\

'\ R

'jfdramatlcally from reglon to regxon. In those areas where su951dlzed.healtYL
1care programs are avallable to part1c1pahts, the:PCC may focus on‘health'ﬁf

’nveducatlon:and nreventatxve health measures., Othef programa can bpst\serve;thelr:

:‘ 'conLact between par

’and ﬁenhal servxces are scarce, arrangem nt,.

The type of health sexvzccs prov;ﬁcd ny Darent Chlld Centers var;es

part;czpants by prov;dlng a heath rc erral servzce or»by eshabl;shlna 1nff

'an and healih‘prov1der B Invthose:areas herc medlcél.

ox,health carc and‘all copts xe:

umed by the pcc.j A stdtemcnt clarl‘ylng theTPC's relatlonshlp thn'heé3hh:'
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’ 5. S $uggestxonq for Wpocxal Fncu in the. Ouarcexly‘ -G 10LLar

v ) R ) N .
KN "6{1\ f FE R o

1o pee s 'fhffﬁ

N

o R - oo - . - K N k)
o * Y i,

- Recrumtmcnt dnd nualx _ S o e
- (thh focus on dire tors, teae ers, ccoks;Jsocial.sérvgce workers, etec.)
& ”,”' _f In~5erv1ae Tralning : SR 2 L T

'@5‘“ e 15 Infanf and dedlea‘ndqutlcn .-‘  f3f L ;¢ﬁ”, o U!'Yj;

Doy ivw Leatnlng Models us,d in.pCe's B ET A S
Tl - Fleld Trlps and. other wﬁ&Clal rduﬁatlondl Experiencab il R TR

‘. :

e Pacxl;txcs,},

%,.j%v 7 - How ‘thé 35 PEC's L S
' ' . 'w-CQsLs of Occupancy, Maintamnance, and Purnmjhxngs S
iu,w LLcens:nq : o i

N Oaaratxng Casts »;f

i

s By ane ltem e ST e T e R
“Amith nec;al focns o ,Personnel vs. Non-pgrsonnel costs; and Foderal
e Share vs..don~Federal Share) T
- By Funckion - S A TIEELP AT EE & S
- Bnyeg;on -
*By Rura}uUrban

oo

R

25}: Bcalth and Nutrltion -

* ez

t;v“ Pcalth Servmce Arrangement»f

. 5

—'The LuleVoE ﬁealth,and_Nut;

wﬁome Llnkaga

(%)

ERIC

A FullToxt Provided by ERIC
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“FPFCS has AtS ovn -folder.

‘cuartuvly repar Siani

Hﬁﬁ'lui

: Cna*i*natun ﬁglﬂﬁﬁlﬁs a’l ﬁuav*vrl ) pcvas fxoﬂ a.na t;c¢1&r PCC ing

' -i[ MC'?

“Nahional Oﬁfxce Pilﬂ ﬂalntenanc& Procoﬁures R

Thrae &ULa of EJIPH are requzrud for e PCC MIS -ak the national

o

; off;cc* S Co L o “ ,

' eQuarterly Reports from.PCCSL
anuaxLerlv aystem outyu&, and o :f Y

ﬂAnnual Raport hatermala. b n L i

Thu quarterlv L@pcr Eileﬂ.éhbuid he set up’go that‘nacﬁ'cf’tne'35
{ A different folder should be added - ‘to the £} ‘e
for eaa centex evawy’h@w:pfugram yéar:' After ot yea (] a pxmgram year
fmlde Shﬁhlﬂ bc diacarﬁea The quaxuergy repors. 52105 hhauld not 'ncludm

aﬂythhng but tno quaftmrly MI& r&borts Muhmltted by PCCS.

_ Gudrtmrly Syqraﬂﬂ Gauput Y&ic

The anartgxly systﬁmv Jutpu reguires %orhthnzs‘ A file drawer

:ahoulﬂ be set as ﬁe fox - Lhese &ark%bceﬂu.\ The file. vhculd cantaxn a fclder

For each PCC dﬂQ one Eor ?ach of 'the ﬁatxunal aggrnﬂa c daLa renort; gena~

ratuu by the sy BLom. Thm neces&avy wori hac ﬁ.gh@ulﬁ he xepu in these £03~

>.&azs for a full quqv{er after. Lhey are ccmplened,k wheﬁ'éhe worksheets fcrf'

Lne new quhrterﬂs data urc ready the F ast duarieris work shnet for that

cenner a* nahioaal xepozt should. be élscaxdeag g N

R smparate f;l@ draw&r mhoulé b& set aslge *av the mr;ginuis of the

ha kept ;or LD o four y arE

Q;stem GuL

ﬁffila dxaaer shculd also bl UcL.asxde fcr'zhe annual scnorh¢ his

file dra *er snauld navc a di er&nb Eolde? xar Qﬁkﬁ scctiaﬁ £ the final

"staﬁtsa The dats for one dnnnal reno*t should . bn ken! up'tgftwg’yeaxs-aftar

& 1
Mhac an“uai rﬁport is zaqu2f o ‘? ':'~ﬂ ; T o -

T ﬂﬁuievd} Pata Ccvrdlnqﬁar “ill notn, of éﬁufé that the recamu'f

-,

mﬁnd&d f*lﬂ malﬁtﬁnancm nzccéﬁurﬁqw“nr the ngtxoﬁal of fice d;e ccn:ide abkly
,le.q cogplex than chcse:zuccmmea d far e&ch of the local ﬁCC"v Thﬁ

'“n%san for thzs vgducua eemn‘e it‘ i grvncxpally tﬁat tne BaLlQﬁal Dsta

€«

1?910 f&lﬁ 1hbele8 wzt& the name of the PCC. The lonal BCC ddke oo o

diwator; en nue¢cthe;;ha4d, mgan maintaxn a lﬁgg“ﬂambar o;.xndAVLdualA

.
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v . i
o ‘ Ex]os for cath of thc families who have applled to. enroll in -the PCC,
‘ g "'; the £am111es who wore actudlly cnrolled An the PCC, Ule staff nnmburs
' who work in the PCC, as well as separate folders for.donatcd goods ’

y ‘vouchers, donated staff time, etc. Since all of this material has

E“ alréadyibeﬂn,aggregated,for'the entire PCC in the Quaﬁperly reports, the T

- file malnhenancc proceduxps are- sxgnxflcantlw less'ccmélex a2t the national’ !

:i level o o ' R \

o To aQSiqt the natidnal Data Coordinator in providing technicél o l a'
y ﬁ o assistance to 1ocal PCC's, the file malntenance proceduxcw for the local o .
o v “PCA*s have been uppended Lo £his section. ' - 1 '
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uUCTL:T FCORDKLEPING FILES

Ouﬁlincd'ﬁclow,is a suggﬁsted filing system for al -staff and consultant

l - STAFF_RLCORDS » , S S
! xrecords. Separate file headings should be established for

Permanent Full and Part time Paid staff

&

_Temporary or Occasional Workers

- Q

2

Volunteers

P
" @ Gonsultants
i !

Paid Staff ~-- Prepare individial folders for ecach permanent full or :
part time employee, and irclude an Emplovee In ~ake Record, completed y
Wecklv Staff Urilization Pezords, &nd other 2pprosyiate  documents.

Folders pay be arranged undax the foJIOMingzsubrheadings to facilitate: .
the transfer‘bf arta te guarterly rchr.a. L -

!,u

S
a o “New Steff -- Inslude new staff hired duri 4 .the current.
3 i }'qndrtar and not susssguenbiy terminated. '

ubseguently. terminated during

nts -- Include staff reinstated during the
i not s

® Curregnt Sta
who have ho

£ lacde staff_curznﬁflJ o the payroll '
_ ‘ b 4 ‘reinstated, or terminated ' :
- - during the g the ena of each qusf%er, trang~
fer New Staf toment recoxds to this o ;
£ile. , : o S 4 o

- 0 Termxﬁatlouﬂ - Jurrent Duarter ~— *nclude staff ter-
) : minacted during ‘the ter and no subse q’aﬁt¢y
reznstated..

1 : v

- e o Term;natzans«“"vaeus ‘Dusreers ~-- Include all staff
- terminatedlyxlcr to the current guarter-and not S
reinstatéd. At the end of ecach QUAYERX transfer
records uncer ?ormxraklr"f~vu*rcnt Puartur to thlu
file. ' o s
*

: . 3 - : !
X rnwollcbgiqps - J“eea*e oac.foldnr cont ining
L0 uecarc“ for cacn,job gﬁplxcank.

::I',
E:
#

Enaploves in-Ta
: ﬁheﬂ an applicant is hirxed, cowaieL <the Emplovee
. j n-Take Record and transfex the records to the .
R New Staff file. o S e

‘Temporary or Occasional Workers -~ Prepare. tvo folders -to include
e Wookly suaff dttl;aa fon B words . ard ot thor. ap ﬁronrzate documcntﬂ for

- all porcony v Jho work on'a-tﬁ”“oa ary hasis for the PCC,j One folde ’ :
T should he nmarked "Current" and bhculd.contazn all records app}*cable ' ”>‘ S
' ta the ccrrent quartcr._ The second folder, ma*kcd "P“evxou* Quartaxs

Aruntoxt provided by Eic




should be uscd to store records appllcablc to prcv1ou quarters,
Arrangc rccords alphabctlcally by last namc.ﬁﬁ' , _ A . T

; Con ultants and Contract Services ~=- Prepa;b separétc folders for paid
'2 - .consultants who work during the current quarter and for those who per- .
formed work duriny previcus qualtcr Iﬁcludc'wQek]v Staff Utilization
Rccor** for consultants and 1nd1v10ua1 who contract to work for the
PCC. Arrange records, alphabetically by last name. Do not complete
-Staf’ Utlllzatlon Records for employees' of companies, firms, or aqenci.cs
with which the PCC has contracted for food services, bulldlng repjlrs,
transportatlon ana the .like. . -

L

i : N
) Volunteers -- Tncludr_ Donated chv1ces Vouchers for volunteers, and
i : . staff nenoers who work for -the PCC but are paid by another agency

"Vouchers should’ bc arrqngcd alpﬁabetlcally undnr the follow1ng sub-
‘headings:

o Allowable as Non-federal Share-
Tt e Not Allowabl as hpn—fedepal Share

You may £ind it qonvenient to prepare individual folders for those per-
; song who work regularly at the Ceénter. File vouchers applicable
: : to the current guarter separately Zrom those appliczble to provious
a ) ©| . quarters. - - ' '

o

—. PPN .. . . v .

PARTICIPANT FAMILY RECORDS . P T S

‘A Outlined below

, is a suggested filing systen for\fll participant family
records. Separate

30" neadings should bei-es aﬂelsqec for .

“

a
I
5
i

¢

o -Participant Families
@ Weeklj Famlly ¢e“V1ce Reco:ds

5aj : "-' ° Healtb Services 1ecords

s~

Participant Fanilies ~- Préparc inGividual folders for each partici-. ..

Taa

‘Record,” and other appropriate local recerds ‘Fo‘de may be a*ran/ca’

T S _under the following sub~neaa1ngs to racxllhate the. transfer of aaLa to
g .- ouartcrly reports. o

- . ’

o 'Neh Families —~'Incluaé'ﬁéw_families enrolled ‘during
thc quarter and:.not subseguently ‘terminated. i

e

;- thée current cuarter and not svbuequcn~ly termlnated

3
§ . Cuvrcnt am;llcq - Include fuﬂLllCS cu_rently par-
- ‘ } ) tlcxpatzng in the program.who have ot been enrolled;,
_g“, o .“" S termlna ed or reinstated.during the current guarter. .
B . - the-ond of each quaxtcr, anszer tow F zmllxegﬂ
recorda and annqtatcmen records to th; tllc. Lo o

S - . ® Termxﬁatlon —Current Guartcr -—‘Include famllles
o o tcrmxnagcd auP;ng tnc quawtcr and not- JubacquentlY'
A . re;nstated. - . S ST T

. pant family, ané include a Familv In-Take Record, 2 Femily Enrollmant

‘6 Reinstatement --*Enclude familics reinstated Suring .




Wz

N

S v
'
1
.
-

. ). _ ‘ Iy
e Terminations-Previous Quarters -- Include all faﬂlllCS
-terminated prior to the current quarter and not rein-.
Moo o - ~, stated. At the end of each quarteyr, transfer records

. B . undcr Termlnatlonr—Cufreni Quirter to this file.

T
Fynilt

3

e _ppllcatnonc - Prenare one, folécr contalnlng Annual
“In-Take Record for all families who avply for cnroll~
ment or who are part1c1pat1ng in PCC on a trial basis.

~ When an applicent family is enrolled, complete a Family

¥ ‘Enrollﬁant'.ﬂcoxc form and t*ansfev all Lecorqs to the

" New Families LJ'e. ' ‘ :

-

yiscsiiadd

..a_‘
i

Weekly Fémil§ Service Racords —- Preparefohe~form for each participant
fasaily at. the beginnino-of the quarter. -Distribute the forms to those
staff members respoisible for completing this record or place the .
. forms in‘*designated locatlons where they are available to appropriate . = i
i . staff. . Bach wéek, make certain that assigned staff record the.number
R - -of times services were provided to individual fanlllcs | Complete the
B recoros at the end of the quarter, add. the totals from all forms, “and
_.enter the results on the Quarterly Re"0ft on Servicds to Participants
3 II. File: each 1nd1»1dpal consleted serv1ce record in, the approprlate
famlly s fllc._ : ~ -

©

‘ )

R FamilgAﬁealth Services Racord -= Dre"'are one form for each par;1c1pant
' family,in file +hem touether aLDﬂBbEt’C&llV by family name in one

> folder. ~Cowslet° tge héalth recozds:'at the .end of each guarter, then _

) add the chec‘s ebt?_id on all foms, and transfer the resulits to the = o ' 

Quarterlv Renort .on Saxwices 'to Particizants ITI. File the completed -~

‘health records .in each rfemily's individual foliér, g

B R a

e s
;
.
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" DISTRIBUTION -

The'output“of'the PCC MIS is distributed in‘two'diffcrent forms.'

Each. Parent Chlld Center recelves two'! coples ‘of reports 1 thlough 10

that rep01t that center's scrv1ce and cost patterns. ‘One of these reports

1s for the project grantee. the other is for the PCC ‘director and. staff

The . projert advisor is to have access to the PCC MIS data Lhrough ‘the PCC
d1rector._ N . : o "
"The natlonal off1ce of the Parent Chlld Center Program 1s to 1ece1ve“.
fv_four cop1es of reports 1 through 10 on. each PCC It is also to recelve f1ve

copies. of the aggregate data for thé PCC program. Management 'Reports R

th ugh F. One copy - of each of the local program reports and one copy of
'h¢h' aggregate data for: the natlonal PCC program 1s to go 1nto the permanent flles

%

'lmalntalned by the program A S1m11ar set of *eports 1s to be avallable

ffor the chlef of the . Parent Chlld Center Program, and a th1rd set is. to be

Pl s

,_avallableifor the grants management d1v1slon of the Offlce of Chlld DeVelop—
ment . The fourth set of local project reports is to be d1v1ded among the
_Program Coordlnators of the ‘Parent Chlld Center Program staff to correspond
e : -w1th thelr ass1gnments The two sets . of. natlonal aggregate data~-Management ,
_Reports A through F—-are to be avallabé to the PCC Program Coordlnators of v : N
the natlonal PCC program staff o ; .lﬂ}g~ ““ N ,', ‘:;n* 1-; “‘3‘"_fTLVvéf‘
' The Chlef of the Parent Chlld Center program W1ll be respon51ble jf o
‘for addltlonal dlssemlnamlon of the quartez PCC MIS statlstlcs to those'
"1n the agency to. whom he has respon51b111ty (for example, the Dlrector of

thn Bureau ot Head Start and the D;rector of the Bureau ‘of Chlld Development

",Serv1ces) [P SRR '»..' R ~7~'fﬁ; R




