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HBCC Model Administrative Tasks 

Item Date Completed 

Recruitment of FFN/FCC providers 

Selection of providers meets grant agreement 

Provider Information Data 

Selection + purchase of Materials (books + toys) 

Make any necessary adjustments to guide sheets 

Bundle items together for distribution to HBCC sites 

Participation Agreement (PORTAL): signed, remains with site 

Provider Information Form, Entered into DAISY 

Provider Letter to Parent/Guardian (PORTAL): distribute
Provider Photo Release (PORTAL): signed, remains with site 
Family Photo Release (PORTAL): signed, remains with site 

Provider Visits in Scheduler, Entered into DAISY 

Provider/Parent Pre-Program Survey, Entered into DAISY 

Provider Pre-Assessment, Entered in DAISY 

Take a Tour of the Child Care Space, pre pictures, est. goals 

SC / ELS Visit Shadow: Video record sessions, if permitted 

HBCC Visit Records, Entered into DAISY, once per month

Weekly/Monthly Supervision Session/Staff Meeting 

Enter all referrals into DAISY with follow-up as needed 

“After” Pictures / Videos 

Post-Survey for Providers/Parents, Entered into DAISY 

Post-Assessment for Providers, Entered into DAISY 

Program Completion Survey, Entered into DAISY 

 Upload VISM, Guide Sheets into DAISY 

http://www.parentchildplus.org/
https://docs.google.com/document/d/1x9enJUKFr4AIm1pVxEJ6r2d5UfcibKgoBSYKt-Xj--c/edit?usp=sharing
https://drive.google.com/file/d/1KfqvdfZUhozrCYOu3SEkg_ZEbbHhs5iO/view?usp=sharing
https://docs.google.com/document/d/13LgwzU7ge_KbHCX_SdfXHTHUxIWY1iI3DXDIAhDDkxQ/edit?usp=sharing
https://drive.google.com/file/d/1TQ9SCJvLJWoA88wuSjTuTU4omC6DmUl7/view?usp=sharing
https://drive.google.com/file/d/1lI9jQa45Xv2hUTDqs9-D12e_bWC67Nxh/view?usp=sharing
https://drive.google.com/file/d/1g3o1alqicw_k0sj-pI8qQP6oPGtKbflD/view?usp=sharing
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