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Appendix B

COVER SHEET

Children's Centers

Organization's Name _                      

Street Address/P.O. Box _                      

City                                                        __ State                        __Zip Code                    

Children’s Center site: ____________________            _________________________

Court or Courts to be served:_____________________            ___________________

Address: _______________________________________           _________________

County: _______________________    ______ City: ________        _______________

Contact person:  _________________________________           _________________

Title ___________________________________________        __________________

Phone number:          

Amount requested :___________________________        ______________________

The applicant certifies that to the best of his/her knowledge and belief the information in
this proposal is true and correct, and that he/she will comply with the terms and
conditions set forth in this RFP.

_________________________________________________________________
Signature and Title of Chief Administrative Officer

Date:  ____________________________________________________________
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Appendix C 
 
Organization Name:____________________   
 
TWELVE-MONTH BUDGET SUMMARY BY OBJECT OF EXPENSE 

OBJECT OF 
EXPENSE 
 
 

 LOCAL 
SHARE* 
BUDGETED  

% OF 
TOTAL 
BUDGET 
 

UCS FUNDS 
BUDGETED  
 

TOTAL COST  
BUDGETED 
 

 
A.  Personnel  
Costs 
 

 
 

 
 

 
 

 
 

 
B.  Non-Personnel    
Services 
 
    1. Supplies 
 

 
 

 
 

 
 

 
 

 
    2. Equipment 
 
 

 
 

 
 

 
 

 
 

 
    3. Occupancy 
 
 

 
 

 
 

 
 

 
 

 
    4. Miscellaneous 
 
 

 
 

 
 

 
 

 
 

 
    5. Administrative 
 
 

 
 

 
 

 
 

 
 

 
Total  NPS  
 
          

 
 

 
 

 
 

 
 

Total  Operating                    
Budget 
       
 

 
 

 
 

 
 

 
 

 
*Include amounts for all funds other than UCS Funds, including in-kind contributions to be used in 
support of the proposed project.  The source of all local match monies must be indicated on Budget 
Form C - Anticipated Revenue. 
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BUDGET FORM A - - PERSONNEL SERVICES WORKSHEET 
  

POSITION 
TITLE 
 
 

SALARY 
BUDGETED 
 

% TIME ON 
PROJECT 
BUDGETED 
  

LOCAL 
SHARE 

BUDGETED 
 

UCS       
FUNDS 

BUDGETED 
 

TOTAL 
COST 

BUDGETED 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Personnel 
Total  
 

 
 

 
 

 
 

 
 

 
 

Fringe 
Benefits Total 
___% Rate 
 

 
 

 
 

 
 

 
 

 
 

Total 
Personnel 
Services Costs 
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 BUDGET FORM B.1 -- SUPPLIES AND MATERIALS WORKSHEET 
 

 ITEM 
 
 
 

 LOCAL 
 SHARE 
    BUDGETED  

 UCS 
 FUNDS 
 BUDGETED 
  

 TOTAL 
 COST 
 BUDGETED 
  

 
 
 
General Office Supplies 
 
 
 
                                                                             

 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
Educational and Program 
Materials 
 
 
 
 

 
 
 
 
 
 

 
 

 
 

 
 
 
Other 
 
 
  
 
 
 
 
 
 
Total Supplies and  
Material Costs 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 
 

 
*Note:  Supplies are considered expendable items or materials which will be consumed or depleted 
over a period of time.  Items of a more durable nature will last a reasonable period of time should be 
included under equipment.   
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 BUDGET FORM B.2 -- EQUIPMENT WORKSHEET  
 

ITEM  LOCAL 
 SHARE 
 BUDGETED 
  
 

 UCS 
 FUNDS 
 BUDGETED 
 

   TOTAL 
  COST 

BUDGETED 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Total Equipment 
Costs 
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 BUDGET FORM B.3 -- OCCUPANCY COSTS WORKSHEET  
 

 ITEM 
 
 

LOCAL SHARE 
BUDGETED 

 

  UCS FUNDS 
BUDGETED 

 

 TOTAL COST 
 BUDGETED 
  

 
 
 
 
Real Estate  
Rentals 
 
 
 

 
 

 
 

 
 
 
 
 
 

 
 
 
 
Utilities 
 
 
 

 
 

 
 

 
 
 
 
 

 
 
 
 
General Liability Insurance 
 
 
 

 
 

 
 

 
 
 
 
 
 

 
 
 
 
Other 
 
 
 

 
 

 
 

 
 
 
 
 

Total Occupancy  
Costs 
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BUDGET FORM B.4 -- MISCELLANEOUS COSTS WORKSHEET 

 
ITEM  LOCAL 

 SHARE 
 BUDGETED 
  
 

 UCS 
 FUNDS 
 BUDGETED 
  

   TOTAL 
  COST 

BUDGETED 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Total Miscellaneous 
Costs 
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 BUDGET FORM B.5 -- ADMINISTRATIVE COSTS WORKSHEET  
 

 ITEM 
 
 

LOCAL 
 SHARE 
 BUDGETED 
  

 UCS 
 FUNDS 
 BUDGETED 
  

TOTAL        
COST 

BUDGETED 
 

 
 
Printing 
 
 

 
 

 
 

 
 
 
 
 

 
 
 
Copying 
 
 

 
 

 
 

 
 

 
 
 
Postage and Shipping 
 
 

 
 

 
 

 
 

 
 
 
Telephone and Fax 
 
 

 
 

 
 

 
 

 
 
 
Professional Insurance 
 
 

 
 

 
 

 
 

Other    
 
Total Administrative 
Costs 
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 BUDGET FORM C -- ANTICIPATED REVENUE 
 

 ITEM 
 

 SOURCE  AMOUNT 
 

 
 
 
   Cash Donations 
 
 
 

 
 

 
 
 
 
 

 
 
 
   In-Kind Donations 
 
 
 

 
 

 
 
 
 
 

 
 
 
   Staff Positions 
 
 
 

 
 

 
 
 
 
 

 
 
 
   Local Government 
Spending 
 
 
 

 
 

 
 
 
 
 

 
 
 
   Grants 
 
 
 

 
 

 
 
 
 
 

 
 

Total Anticipated 
Revenue 

 
 
 

 
 

 
 
 
 
 

 



APPENDIX D 
 
 NEEDS ASSESSMENT 
 
1. On an average day, how many young children are brought to the court or courts 

to be served?  This should be determined by actual court observation.  Describe 
the process you used to make this determination.   

 
______________________________________________ ________________________ 
 
______________________________________________________________________  
 
______________________________________________________________________  
 
2. Indicate the age breakdown of the children observed on an average day.  
 
  ____ <1,  ____ 1-2,  ____ 3-5, ____>6 
 
3. Does the average number of children vary by day?  ___Yes  ___No   
  

a. If yes, on which day(s) were most children in the Court House? 
 
 
________________________________________________________________  

  
b. If yes, what accounts for the higher number? 
 
 
________________________________________________________________  
 

4. Does the number vary by the time of day?  ___ Yes ___ No  
 

If yes, what time of day are more children present in the Court House?  
________________________________________________________________  
 
________________________________________________________________  

 
5. On average, how long do children wait in court?  
 
 _________________________________________________________ _______ 
 
6. Where do the children wait? 
 

________________________________________________________________  
 

7. Does the County have any special issues/problems that make the need for a 
children's center particularly acute? ___ Yes  ___  No   

 
If yes, please describe   
 
________________________________________________________________  

   
 ________________________________________________________________  
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Attachment III 
     

Minimum Requirements 
           
The Children’s Centers must provide quality drop-in childcare for children 
who must be in court in connection with matters involving them or their  
caregivers and provide families with information, referrals and  
connections to health, education, child care and other community- 
based services.  The Centers must be in separate, safe and enclosed  
environments in the court or courts to be served.  All Children’s Centers must  
comply with the minimum facility, program and staffing requirements set forth  
below.  However, the program may be provided through a variety of different  
program models depending upon the needs of the locality, the size of the  
Center and the number of children to be served.  
  
The minimum program requirements, which all programs must meet, are as follows: 
 

  
Facility Requirements 
 

1. A minimum of 35 square feet of open activity space (after subtracting for 
furniture) per child shall be provided in the Children's Center.  The minimum 
amount of open square feet for a new Children’s Center will be 150 square feet.  
Larger spaces may accommodate more children. Areas used for administrative 
and ancillary purposes, such as staff offices, storage spaces, bathrooms and 
hallways, entryways and kitchen areas must not be used in calculating the 35 
square foot per child requirement. 

 
2. The provider shall ensure that the Children's Center, its toys, furnishings and 

equipment are safe, clean and age-appropriate for children. 
 

 
3. The provider shall ensure that the Children's Center is maintained in good repair 

and kept clean.  Room temperature must be maintained at a minimum of 68 
degrees. 

 
4. The Children's Center should be neatly arranged and well organized.  Storage for 

toys, books and materials must be provided and must allow for appropriate 
access by children. Storage for children’s personal belongings must be provided 
and there must be enough space between individual storage areas so that items 
do not touch. 

 
 

 5. An area of the Children's Center shall be designated for infants and toddlers so 
that they may be separated from older children for safe floor play. 

 
6. There will be an area that is designed to be welcoming to older children thru  

the use of decorating, furniture and the activities offered. 
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7. A desk, telephone and list of emergency phone numbers shall be provided for  
    staff. 

 
8. Toilet facilities for children should be provided in the Children's Center 

whenever practicable or must otherwise be close by, as well as quickly and 
safely accessible. 

 
9. Changing tables must be separate from eating and play areas and should be 

installed in the Children's Center whenever practicable or must otherwise be 
accessible in a nearby bathroom. 

 
         10.   All Centers will have a panic button or similar device that is tied in to the 
                 courthouse security. 

 
 

Program Requirements  
 

A.  Operations 
 
 1. The program shall provide, at a minimum, a separate, safe, supervised 

and enclosed environment for children who must be in court in connection 
with matters involving them or their caregivers. 

 
2. The Children’s Center shall serve children from six weeks thru twelve 

years of age. 
 
3. Staff and volunteers shall treat all children and caregivers with respect. 

 
4. The Children's Center shall be open and staffed by paid employees and 

volunteers, as needed, when the court is open.  There must be a minimum 
of two staff persons present and able to accommodate children, for the 
Center to be open. 

 
5. If the children’s Center must be closed when Court is open, the provider 

shall immediately notify UCS Children’s Center office and the Chief Clerk 
of their court(s). 

 
6. The provider shall operate with regard to the established maximum 

capacity for the Children's Center as defined under Facility Requirements. 
 

7. Providers shall implement a program that meets current National 
Association for the Education of Young Children (NAEYC) standards for 
developmentally appropriate practice.   

 
8. Television or video viewing is not recommended.  In those instances when 

all other resources have been exhausted, or if an educational video 
pertinent to the current theme or lesson plan is to be viewed, it must be 
utilized for no longer than 20 minutes for young children, and no more 
than 45 minutes for school age children.  At no time will children be 
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required to view the program, or to remain seated during this time.  Other 
choices for children will always be available for children concurrently.  At 
no time shall adult shows (including game, talk shows, soap operas, 
religious shows, etc.) be on when a child is in the Center. 

 
9. The Children's Center must have a sufficient quantity and variety of 

furniture, toys, books and materials appropriate to the age of the children 
served.  Toys, books and materials must be selected to promote positive 
images of different ethnic, racial, cultural and gender groups. 

 
              10.  Suitable arrangements shall be made for children to sleep and rest  

     comfortably.  Children shall not be allowed to rest or sleep directly on the  
     floor.  Infants must be placed on their backs for sleep unless a medical 
     condition indicates otherwise.    

 
             11.  The provider shall set forth in writing the responsibilities of caregivers while  

    their children are in the Children's Center.  The rules, written at least in 
    English and Spanish (and other languages as appropriate), must be  
    explained verbally to caregivers when they register their children, and a  
    written copy must also be given to each as well.  The rules and  
    responsibilities must also be posted conspicuously in the Children's Center.  
 

12. The provider shall obtain from caregivers upon their entering the Children's  
       Center a written signed statement on a form provided by UCS indicating: the  
       caregivers' name, address, telephone number, relationship to the child,  
       location in court, an emergency contact (someone not accompanying the  
       caregiver; they must be in another physical location and ideally within an  
       hour’s drive) with phone number and area code, and information on the child  
       including the child's first and last name, gender, age, special needs,   
       allergies and any recent childhood illness/conditions.  
 
13. The provider shall establish written procedures for, as well as implement, an 
       outreach program for the purpose of maximizing center usage. Outreach  
       strategies shall include, at a minimum, ongoing orientation of appropriate  
       court and non-court personnel; quarterly provider-sponsored events; and  
       staff outreach to caregivers in waiting rooms at least twice per day.  
       Outreach is the term used to describe the process of walking through court  
       hallways and waiting areas, verbally encouraging caregivers to utilize the 

   Children’s Center and handing out pamphlets to other people in the   
                   building.  Outreach also encompasses informational sessions provided to  
                   various outside agencies and groups. Any pamphlets used must be  
                   approved by the Children’s Center office.  

 
14. The provider shall establish procedures for notifying caregivers who have   
       been turned away from a Children's Center that is operating at maximum  
       capacity, as to when space becomes available.  
 
15. The provider shall establish an Advisory Committee for the Children's 

Center that will be appointed every two years to provide 
recommendations on programmatic and fiscal operations and to 
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maximize linkages with available community services and entitlement 
programs. The Advisory Committee shall:  

 
?? be co-chaired by a representative of the provider agency and an 

individual elected by the Committee;  
?? be comprised of at least one parent from the community, a local lawyer 

or law guardian, and representatives from the county Departments of 
Social Services, Mental Health, and Health, the court or courts served 
by the Children's Center, a court officer or rep. from the appropriate 
security division, the local Head Start Program or local Child Care 
Resource and Referral Agency;  

??meet quarterly and provide  UCS with a summary of the meeting within 
ten (10) business days;  

?? assist Center staff in determining how best to provide caregivers with 
information, referrals and connections to needed services; and  

?? be presented with the Agency’s annual Children’s Center Budget 
proposal before it is approved by the UCS, so that they may provide 
recommendations and ideas as to meeting the financial needs of the 
Center. 

?? assist Center staff in implementing special UCS initiatives such as 
literacy initiatives at the Children’s Center. 

 
 

16. The provider shall establish appropriate written confidentiality procedures 
and they must be submitted for approval to the Children’s Center Program 
office. 

 
17. All Children’s Center records must be kept confidential and in a secure 

cabinet, and retained until notification from the Children’s Center office. 
 

18. A child may not be taken out of the Center for any reason or length of time 
unless the caregiver signs the child out. Therefore attorneys, court 
appointed child advocates or Department of Social Service employees may  
not take a child out of the Center without the caregivers signature.  

 
 
 B. Safety 
 

1. The provider shall establish written procedures to ensure that a child is 
released to the proper caregiver who must be the person who brought the 
child to the Children's Center unless the caregiver designates another 
person in writing or there is a written and signed court order directing 
otherwise.  If a child must be released to an emergency contact that was 
designated in writing by the caregiver upon intake, that named person 
must show ID when picking up the child. 

 
2. The provider shall establish written security procedures with the court to 

ensure that the Center is immediately notified when there is a court-
ordered change in custody or removal.  A child shall only be released from 
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a Children’s Center to the custodian named in a written and signed court 
order that is presented to the Children’s Center staff. 

 
3. If a removal, remand, or change of custody has been ordered, only the 

party that has been appointed custody of the child, and accompanying 
court officers, will be allowed into the Center. Any communications or 
goodbyes between the children and the person that signed them in must 
take place somewhere other than the Children’s Center. 

 
4. Staff shall accompany children to and from toilets located outside the 

Children's Center. Bathrooms used by children must not be able to be 
locked from the inside. 

 
5. The provider shall take suitable precautions to eliminate conditions that 

create safety hazards. 
 

6. The Children's Center must have and maintain a fully-stocked first-   
                      aid kit which shall include at a minimum the following: First-Aid  

guide;   battery powered flashlight or lantern; assorted bandages  
and band-aids (include fingertip and knuckle); gauze squares; roll of  
2-inch sterile gauze; adhesive tape; child's thermometer (digital ear,  

                      forehead strip or axillary); cold compress; antiseptic solution; first  
aid cream; tongue depressor; sealable plastic bags; scissors; soap;  
tweezers; cotton balls and swabs; and disposable medical grade 
gloves; CPR breath barrier; large plastic garbage bag(s), mylar  
emergency blanket, sugar packets.  These items should be stored  

     in  a backpack for ease of access in emergency evacuations. 
 

7. The provider shall develop an emergency evacuation plan, in writing, with 
assistance from the court. The emergency evacuation plan (including 
meeting place) must be both verbally explained and distributed in writing 
to all caregivers. The plan and the route must also be posted 
conspicuously in the Children's Center. 

 
8. There must be twice yearly emergency evacuation drills. 
 
9. All Centers must have walking safety ropes with loops or handholds to 

assist in the evacuation of children. There must be as many ropes as 
necessary to provide for the maximum number of children that may be 
accommodated in a Center. 

 
10. All Centers must have a properly maintained battery powered lantern or  
     flashlight in each room.  

 
11. The Children's Center shall have a minimum of one single-line telephone 
      for general use and emergencies. The Center Staff must have the ability  
      to immediately contact the Children’s Center office by phone directly from  
      the Children’s Center. 
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   12.The provider shall develop and establish written security procedures for   
the Children's Center with the assistance of court security personnel.  

 
13. The provider shall complete an Incident/Accident Report* on a format 

provided by UCS for any injury or illness that occurs in the Children’s 
Center that requires First Aid and/or medical attention, or for an incident 
that requires the involvement of court officers or, security personnel or 
Child Protective Services.  The Incident Report shall be sent immediately 
by fax and by mail within 24 hours to UCS.  Any serious injury or illness, or 
the death of a child must be reported immediately, by phone, to the 
Children’s Center office, and followed up with the written report. If such an 
instance occurs, any media may not interview Children’s Center Staff 
and/or volunteers until the Provider Agency or the UCS grants approval. 

 
14. If children are napping or sleeping in a separate room, the door must be 

open at all times as well as doors to any other rooms.  If an adult is unable 
to stay in the room where a child is sleeping, the room must have a 
functioning and easily heard electronic monitor.  Sleeping children must be 
checked every fifteen minutes. 

 
15. No visitors are allowed in the Center.  Only one family at a time will be 

admitted for intake. 
 

16. No interviews or questioning of children may take place within the 
Children’s Center. 

  
C.  Health 

 
      1. The provider shall establish written procedures for obtaining emergency    
          medical care and for promptly notifying caregivers of a medical emergency             
                    involving their child. 
 

2. No child shall remain in a high chair over fifteen minutes, unless the child 
is eating. 

 
3. No child may be left in a crib or playpen for more than 30 minutes unless 
     they are sleeping. 

 
                4. Providers are not required to accept a child who is ill with a contagious   
                    disease into the Children's Center.  However, a child who is accepted into  
                    the Children's Center who has, or develops, symptoms of illness shall be  
                    provided with a separate place to rest until the child departs from the  
                    Children's Center.  If a child becomes ill while in the Center, the caregivers   
                    may be notified, but they should not be encouraged or required to pick up  
                    their child until their court business is finished.  However, if a child  
                    becomes seriously ill the caregivers will be notified as soon as possible. 
 
      5. Child Exclusion/Inclusion criteria: 

 
        a.  A child shall be excluded if their illness results in a greater need for  
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                               care than the childcare staff can provide without compromising the    
       health and safety of the other children as determined by the                                                 
                               childcare provider;  
 

b. A child shall be excluded if they have diarrhea that is not   
                               contained by the child’s ability to use the toilet, or if in diapers,  

     if it cannot be contained within the diaper (not the result of a nursed              
                               baby);  
 

1. Control of Diarrhea:  After the ill child leaves, all surfaces and         
                  toys that a child came in contact with must be disinfected. 

                
            c.  A child shall be excluded if they have vomited more than twice and                                                                                                                                                                          
                               have other symptoms of illness, i.e. fever, stomach pain, extreme                                    
                               lethargy;  
 
      1. Fever is defined as axillary (armpit) temperatures over 100      
                                     degrees. 
     
                           d.  A child shall be excluded if they have mouth sores with drooling,        
                                unless a health care provider or health department official  
                                determines that the child is noninfectious; 
 

                e.  A child shall be excluded if they have purulent conjunctivitis   
(defined as pink or red conjunctiva with white or yellow eye                                                            
discharge), until after treatment has been initiated.), often with eye 
pain or redness of the eyelids or skin surrounding the eye; 

 
f. A child shall be excluded if they have Chickenpox until all sores  

          have dried and crusted;    
 

                           g.  A child shall be excluded if they have Scabies, until after treatment    
                     has been completed ;   
 

h. A child shall be excluded if they have Tuberculosis, until a health   
care provider or health official state that the child is on appropriate       
therapy and may attend child care;  
   

    i.  A child shall be excluded if they have Impetigo, until 24 hours after           
treatment has been initiated; 
 

             j.   Strep throat or other streptococcal infection, until 24 hours after                   
    initial antibiotic treatment and cessation of fever; 
 

     k.  Pertussis, until 5 days of appropriate antibiotic treatment;       
 

 l.   Mumps, until 9 days after onset of parotid gland swelling; 
 

m. Measles, until 4 days after onset of rash; 
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n. Rubella, until 6 days after onset of rash;   
                                           
o. Hepatitis A, until 1 week after onset of illness, jaundice or as 

directed  by the department of health. 
 
             6.  Staff Exclusion for illness: 
 

a. Same as for children, but Child care providers who have herpes 
cold sores shall 1) Not touch their lesions; 2) Carefully observe 
hand washing policies; 3) Refrain from kissing or nuzzling infants or 
children, especially children with dermatitis. 

 
              7.  Attendance of children with certain disease/illness: 

 
a.  Children who have or develop  Fifth disease shall be allowed to    

                                attend childcare because they are no longer contagious when     
                                signs and symptoms appear. 
 

b. Children without fever who have mild symptoms associated with the    
     common cold, sore throat, croup, bronchitis, rhinitis (runny nose), or   
     ear infection shall NOT be denied admission to childcare, sent   
     home from child care, or separated from other children in the   
     facility. 

                                                                                                                                                                              
8. Providers shall establish written diapering procedures, including the use of 

plastic gloves, for diapering children.  Procedures should be posted clearly in 
diaper changing area.  

 
9. Emergency CPR and choking instructions should be placed above or near 

cribs and in the kitchen area.  
 
        10.  Nutritious snacks shall be provided for children at least at mid-morning 

    and mid-afternoon.  All children should be offered snack and beverage.  
    Centers should follow CACFP guidelines regarding snacks. Emergency food  
    should be available for children who must be in the  
    Center thru lunch.  Emergency formula and infant food should be available for  
    use with caregiver’s permission.    

 
        11. The provider shall establish written procedures to ensure that all snacks are 
              prepared and stored in a safe and clean manner and that all eating plates,  
              cups and utensils are disposable and safe for children. 
 
       12.  Providers shall obtain from caregiver written feeding instructions for   
              infant feedings.  All bottles/sippy cups must be labeled with the child's                                   
.             first and last name on removable masking tape. 

 
D.   Fire Protection 
                      

1.  The provider shall take suitable precautions to eliminate conditions that   
                          may create a fire hazard and must also provide smoke detectors and                             
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                          fire extinguishers. 
 

E. Cleanliness 
 

 1. The provider shall establish and provide Children’s Center staff and 
volunteers with written procedures explaining how, what, and when to 
clean/sanitize/disinfect to ensure that all rooms, equipment, supplies, 
toys and furnishings, including cribs and sleeping mats, are kept clean 
at all times. The provider shall keep the premises free from dampness, 
odors, vermin and the accumulation of trash. 

 
      2. All trash must be disposed of in covered containers that are 

inaccessible to children. 
      
      3.  Staff must thoroughly cleanse their hands at the beginning of each   

day, when they are dirty, after toileting, before and after food handling, 
after contact with any bodily secretion or fluid and following the 
changing of any child's diaper. 

 
      4. The provider shall be responsible for children's hygiene and toileting   

      needs and shall ensure that children wash their hands when they are                 
dirty, after toileting, before and after food handling, after contact with 
any bodily secretion or fluid and, for diapered children, after change of 
diaper. 

 
 5. Providers shall keep infants clean and comfortable at all times.   

Diapers shall be disposed of in a prompt and clean manner and shall 
be inaccessible to children. 

 
 6. The provider shall establish written procedures requiring that universal 

blood precautions be observed in the Children's Center. 
 
F.   Service Connections 

 
1.  Providers shall ensure that Centers provide an environment that is 

information-rich with a ready supply of visible posters, brochures and other 
information on services and entitlement programs for children and 
families. Such information must include but not be limited to: WIC, the 
Food Stamps program, emergency food banks, Head Start, the local Child 
Care Resource and Referral agency, local child care programs, child care 
subsidies, SSI, Early Intervention, Medicaid and Child Health Plus, etc. 
Providers shall ensure that Centers have updated contact information on 
the above services and entitlement programs. 

 
2. Center staff shall identify specific needs of children by reviewing intake 

information while the caregiver is in court and through observation of 
children in the Center. Staff must be able to provide caregivers with 
information and referral information that is current and up-to-date and that 
directly relates to specific needs of children.   
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3. Providers shall identify three services or entitlement programs for which  

staff shall be required to make actual service connections. The service or 
entitlement programs selected should reflect those areas of greatest need 
among the children’s center population. Staff may choose from but are not 
limited to: WIC, the Food Stamps program, emergency food banks, Head 
Start, the local Child Care Resource and Referral agency, local child care 
programs, child care subsidies, SSI, Early Intervention, Medicaid and 
Child Health Plus, etc. 

 
4. Children’s Center staff may contact caregivers to provide further assistance  
    with services or enrollments if the caregiver has given permission. Staff  
    should also clarify the method, address or phone numbers that shall be   
    used for additional contact.  Follow-up should take place within 7 to 10 
    days. 

 
 

 G. Staffing Requirements 
 

1. The provider shall establish written personnel policies to ensure that all staff, 
which shall include both paid employees and volunteers, when hired and 
during association with the Children's Center, are responsible, in good 
physical and mental health, of good character and possess suitable personal 
qualifications for the care of children.  Hiring procedures shall include 
requiring that: 

 
a. The applicant authorizes the provider to have access to any records 

regarding the applicant contained in the Statewide Central Register of 
Child Abuse and Maltreatment in accordance with any applicable 
provisions of law;  

b. The applicant provide the names, addresses and day-time phone numbers 
of at least three references, other than relatives, who can attest to the 
applicant's character, habits and personal qualifications; and 

c. The applicant provide a sworn statement indicating whether he or she has 
ever been convicted of a misdemeanor or felony in New York State or any 
other jurisdiction. The results of these inquiries must be considered in 
determining whether to hire an applicant or use an applicant as a 
volunteer.   If the provider has not received a response from the Statewide 
Central Register of Child Abuse and Maltreatment to the provider's 
request for information regarding the applicant, the applicant may be hired 
or used as a volunteer on an interim basis pending the receipt of a 
response from the Statewide Central Register.  However, no person may 
be a staff member or volunteer who has been convicted of a misdemeanor 
or felony against children. 

 
2. A minimum of two staff persons shall be on-site at the Children’s Center at all  
     times when the Children's Center is open. 
 

a. Definition of “Staff”:  A volunteer may be utilized as a “second staff” 
person only if he/she has been properly trained and knows and will 
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follow our Policies and Procedures which includes the Minimum 
Requirements as well as all Center Policies and Emergency 
Procedures. This volunteer must be able to complete both intake and 
sign out process, complete and send Incident/Accident Reports, and 
answer the door and phone. They must be able to perform the same 
primary job requirements as a paid assistant teacher; such as 
cleaning, assisting with general care and activities for children, change 
diapers, take children to the bathroom and assist regular staff as 
needed.  It is imperative the use of any person to fulfill the “second 
person” requirement will not negatively impact the number of children 
that the Center would have been able to accommodate if the regular, 
paid staff person were present. 

 
3. Competent, sufficient and direct supervision of children in the Children's 

Center must be provided at all times by persons 18 years of age or   
     older.  

 
4. At least one full-time staff person at the Children’s Center must have a  
     minimum of two years of training and/or experience in early childhood  
     development.    

 
5. Children’s Center staff must be supervised on a regular and ongoing basis by  
     the provider organization.  This shall include at a minimum, monthly on-site  

visits and weekly telephone contacts.   
 

6.  The provider shall establish and provide to UCS for approval a  
     comprehensive staffing plan that shall include provisions regarding paid 
     employees, vacation and sick day coverage, volunteers, substitute care and  
     description of ongoing supervision.  Any changes in staff or supervisory   
     positions will be reported to the UCS when they occur. 

 
7. The provider shall prohibit smoking and the consumption of alcohol or  
      controlled substances in the Children's Center. 

 
8. A schedule of both required and supplemental staff trainings shall be 

submitted to the Commission annually. The provider shall establish personnel 
policies to ensure that staff are adequately trained and supervised. Staff 
training shall kept current and up-to-date and must include:  

 
a. Principles of early childhood development 
 
b. The Children's Center policies and procedures 

 
c. Child abuse and maltreatment identification and prevention 

 
d. First Aid and CPR 

 
e. The judicial process 

 
f. Annual training provided by UCS 
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g. Training on community resources, services and entitlements for children 

and families. 
 

 9. The provider shall prohibit the use of corporal punishment and shall 
implement personnel policies that prevent the abuse or maltreatment of 
children. 

 
10. The provider shall establish written procedures to ensure that any suspected 

incidents of child abuse or maltreatment are reported to the Statewide Central 
Register of Child Abuse and Maltreatment. Any such report requires an 
incident report to be completed and faxed to the PJCJC Children’s Center 
Program office the same day. 

 
11.  The provider shall establish a mechanism by which judges and court  
        personnel can have ongoing communication with the provider regarding  

                Children's Center operations.  
 

12.   The provider shall establish a written policy for substitute care in the event of   
        staff illness or emergency. 
 
13.   The provider will furnish emergency phone numbers so that appropriate   
        provider agency representatives may be able to be reached when the   
        Children’s Center is open, but other agency programs are closed.  
 
14.   All staff, including volunteers must be courteous and respectful of caregivers 
       and children at all times. 
 
15.   All staff that interacts with children will maintain clean and professional length  
       fingernails to protect children’s health and safety. 
 
16.  Children’s Center staff and their clothing must be clean and free of body   
       odors. 
 
17.  Children’s Center Staff and volunteers must wear clothing that projects a   
       professional manner and the decorum of the courthouse environment. Jeans,  
       sweatpants, sweatshirts,  jogging/running suits,  and overly casual t-shirts are  
       not  acceptable. 

 
   

 
 



ATTACHMENT IV

Children’s Centers RFP # OCA/CPA-314

Children’s Center Location Maximum Bid
Amount

Albany County Family Court $68,000.00

Bronx Civil Court $86,000.00

Broome County Family Court $58,000.00

Dutchess County Family Court $63,000.00

Erie County City Court $60,000.00

Erie County Family Court $60,000.00

Genesee County Family Court $50,000.00

Kings County Family Court (2 Nursery Attendants) $89,000.00

Monroe County Family Court $77,000.00

Nassau County District Court $58,000.00

Nassau County Family Court $63,000.00

New York Civil, Criminal & Housing Court $95,000.00

Oneida County Courthouse $60,000.00

Onondaga Court House $62,000.00

Orange Family Court $55,000.00

Otsego County Family Court $55,000.00

Queens Civil Court $85,000.00

Queens County Family Court (2 Nursery Attendants)$60,000.00

Red Hook Community Justice Center $39,000.00

Rensselaer County Family Court $55,000.00

Richmond County Family Court $81,500.00

Rockland County Family Court $65,000.00

Rome Family Court $60,000.00

Suffolk County Courthouse $63,000.00

Sullivan County Government Center $55,000.00

Ulster County Family Court $63,000.00

Westchester County Courthouse $50,000.00

Yonkers Family Court $46,000.00





ATTACHMENT V 
 

INSTRUCTIONS FOR COMPLETING UCS CHILDREN’S CENTER BUDGETS 
 

The following are some basic guidelines to use when completing a Children’s Center 
budget.  It is important that you clearly state your organization name, name and location 
of Center, and contract number on the budget.  The Budget Year is:  April 1, 2005 to 
March 31, 2006. 
 
The best way to begin is to start with last year’s budget.  If you are unable to locate your 
copy, contact us and we will fax it to you.   
 
 
Page One – Twelve-Month Budget Summary by Object of Expense 
We will begin our budget with the UCS funding.  It is important to understand that UCS 
funding is equal to not more than 60% of the total budget and the local share must be at 
least 40 % of the total budget.  Remember that if you take any increases in the UCS 
budget portion, you must also increase the Local portion to make at least a 40% match. 
 
Some general guidelines to keep in mind as you continue to complete your budget are: 
 

1. We recommend that you complete pages 2 through 8 before completing page 1. 
 
2. Personnel Costs should equal approximately 80% of the total budget and Non 

Personnel Costs (NPS) should be approximately 20% of the total operating 
budget.  Therefore, Personnel Costs combined with the total NPS equal 100% of 
Total Operating Budget.  Please be sure to show the percentages for each 
category.   

 
3. All categories (including Indirect Costs) must be specifically explained in an 

accompanying budget narrative.  You must also included written justification for 
each increase that is requested. 

 
4. Please thoroughly check all figures on every page for accuracy.  It is important 

that all numbers and columns add up. 
 
 
Page Two – Personnel Services Worksheet 
On this page we require that you show the full salaries for all positions relating to the 
Children’s Centers and include the percentage of time each position spends on the 
Children’s Centers Program.  UCS will fund up to the following amounts: 
 

? ? Head Teacher up to 100% 
? ? Assistant Teacher up to 100% 
? ? Bookkeeper/Controller up to 5% 
? ? Direct Supervisor up to 5% 
? ? Substitutes up to 100% 

 
Under the Position Title column, we ask that you also include the names of those people. 
 



On this page you must show the # of substitute hours that would be required to cover 
Center Staff’s vacation and sick hours for the budget year.  For volunteers, please show 
the projected number of volunteers as well as the total projected volunteer hours. 
 
Make sure that the fringe benefit rate (percentage) is shown. You may not include 
fringe benefits on volunteers. The fringe benefit rate may not exceed 30% on the UCS 
portion. If your agency is paying a different rate than the UCS is charged, please specify 
the individual rates.  None of these costs may exceed the total UCS funding.  Also, note 
that on this page we’ve left two blank position titles for you to fill in your agency titles, if 
necessary.  
 
Page Three – Supplies and Materials Worksheet 
Educational and Program materials are defined as consumable or those items which last 
less than 5 years, such as books and games. 
 
Snacks must be submitted in every budget.  The formula to follow is: 
 
Approximate the total number of snacks and meals that each Center served, take 
that number and multiply by .54 cents*.  You must keep in mind that each child 
must be able to receive at least a minimum of one snack for every three hours that 
they are in the Center. 
 
*The .54 cents rate is based on the CACFP guidelines for snacks.    
 
Page Four – Equipment Worksheet 
Included on this page are only items that can reasonably be expected to last more than 
five years.  This can include tables, chairs, bookshelves, etc. 
 
Page Five – Miscellaneous Costs Worksheet 
This page must include a minimum of $300 for our Annual UCS training.  In addition, 
you may include a line for transportation to our training.  If the money is not utilized for 
UCS training, you may use it for any professional level childcare training that has been 
pre-approved by our office.  
 
Page Six – Occupancy Costs Worksheet 
Real Estate Rentals, Utilities and General Liability Insurance must be completed on this 
page. 
 
Page Seven – Administrative Costs Worksheet 
Printing, copying, telephone/fax are usually a local match, unless your agency is paying 
separately for a phone line.   
 
Page Eight – Anticipated Revenue 
This page explains the means by which you are able to meet your Total Local Shares. 
This UCS grant is not included on this page.  It is imperative that your total anticipated 
revenue at least matches your Total Local Share of the Total Operating Budget that is 
shown on the Summary Page (pg.1) of this budget.  Please keep in mind that Children 
Center volunteer hours may be utilized as part of your local match. 
 
   


