


















B U S I N E S S  C O N S U L T A N T S

�����
���������

Shared Services 2.0:
Strengthening Child Care Business
Sustainability through Integrated
Support

WORKSHEET

This worksheet is designed to help you apply the

framework to your own child care business. 
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Program Name:

Mission Statement: 

Vision Statement: 

Goal #1 Who Due Date Cost Complete

Goal #2 Who Due Date Cost Complete

Goal #3 Who Due Date Cost Complete

Goal #4 Who Due Date Cost Complete

Action Plan

Action Plan

Action Plan

Action Plan



 
 
 

Master Center Checklist 
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Snapshot of EEBC Business Assessment 
Child Care Centers 

 
Strategic Planning 

1. Do you have a written strategic plan, with SMART goals, for your child care business? 
2. Have you identified and documented short-term (3-12 months) and long-term (3-5 

years) goals for your business?  
3. Has the center’s Mission and Vision statements been reviewed within 5 years?  
4. Do you use written processes or checklists for key business functions like enrollment, 

billing, or hiring? 
5. Have you identified key business metrics (e.g., enrollment, revenue, expenses, staff 

turnover) to track the success of your strategic plan?  
 
 

Financial Management 

1. Do you have digital recordkeeping and bookkeeping systems in place? 
2. Do you review your budget at least monthly to compare projected and actual income 

and expenses and adjust as needed? 
3. Are you maximizing your revenue, including tuition, annual registration fees, late fees, 

activity fees, food program payments, grants, and subsidy payments? 
4. Do you generate monthly financial statements, including cash flow, profit and loss, and 

balance sheet? 
5. Do you know your center’s key business metrics and how they compare to industry 

averages?  

 
Marketing 

1. Do you have a documented marketing plan?  

2. Does your marketing plan include a marketing strategy to attract new families?  
3. Do you have a logo used on all documentation and signage for brand consistency?  

 



 

4. Do you have an up-to-date, search-engine-optimized website, Google business and/or 

business social media?  

5. Does your center regularly use a documented guide when offering tours? 

 

Human Resource Management 

6. Do you have a documented hiring and onboarding process? 

7. Do you use an online job board for recruitment and hiring?  

8. Do you track your employee turnover rate? 

9. Do you have a process for ensuring all staff are receiving equitable compensation? I.e. 

employee benefits, salary scale, career lattice 

10. Do you conduct organizational climate surveys with your staff? 

References:  Program Administration Scale 

 

 



 

 

Snapshot of EEBC Business Assessments 
Family Child Care 

 
Strategic Planning 

1. Do you have a written strategic plan, with SMART goals, for your child care business? 
2. Have you identified and documented short-term (3-12 months) and long-term (3-5 years) goals 

for your business?  
3. Have your Mission and Vision statements been reviewed within 5 years?  
4. Do you have written processes or checklists for key business functions like enrollment, billing, 

or hiring? 
5. Have you identified key business metrics (e.g., enrollment, revenue, expenses, staff turnover) to 

track the success of your strategic plan?  
 

Financial Management 

1. Do you regularly track your income and expenses (bookkeeping), either manually or using 

software?   

2. Do you have a separate business bank account for your family child care business? 

3. Do you know your current time/space percentage and how to calculate it?   

4. Do you have a written tuition policy plan, including a late fee and annual tuition increase plan? 

5. Does your bookkeeping process include reviewing profit and loss, cash flow projection, balance 

sheet, budget and taxes on a monthly/quarterly basis? 

 
Marketing 

1. Do you have a documented marketing strategy?  

2. Do you have a logo used on all documentation and signage for brand consistency?  

3. Do you have an up-to-date, search-engine-optimized website and/or business social 
media?  

4. Have you claimed your Google Business page?  

5. Are there recent (within one year) customer testimonials on your website, Google Business, 

and/or social media accounts? 

 
References:  Business Administration Scale. 

 



 

Automation & Technology Assessment for FCC 
 

Setting Up Your Technology 
1. Do you have a dedicated workspace?  
2. Does your workspace include a computer or a laptop?   
3. Does your workspace have a stable internet connection?   
4. Does your workspace have a printer, scanner, and copier?   
5. Do you have anti-virus software available?  
6. Do you use any specific software management office, Microsoft 365, Google Workspace, 

or another platform?  
7. Do you have access to IT support?  

Digital Organization & Efficiencies 
8. Do you use an online calendar?  
9. Do you have a documented file-naming and organization process? 
10. Do you practice bookmarking your favorite or more frequently used website links? 
11. Do you automate administrative tasks, such as tuition and billing? 
12. Do you use artificial intelligence (AI) to draft family communications?   

Child Care Management Software (CCMS) 
13. Do you use Child Care Management Software (CCMS)? (If no, skip the rest of the 

assessment) 
14. Do you have a documented CCMS implementation plan?  

Financial Management 
● For tuition billing for both private pay and subsidy pay children? 
● To generate parent tax statements? 
● For expense management? 

Staff Management  

○ Are you fully trained on using your CCMS? 
○ For storing staff licensing documentation? 
○ Does your staff clock in and out using CCMS? 
○ For staff communication, including document distribution and updates? 
○ For scheduling staff? 

 



 

○ For payroll reporting? 

Parent Management 
○ Do your families check their children in and out? 
○ For online enrollment? 
○ For two-way communication with families, including document distribution and 

updates? 

 Child Management 
○ To store child licensing documentation? 
○ To store additional enrollment documentation, such as emergency contact 

information? 
○ For child portfolio and milestone management? 
○ For lesson planning? 

Program Management 
○ To book tours? 
○ To capture leads from your website? 
○ To automatically send tour reminders? 
○ To send marketing communication to interested families? 
○ To do capacity planning? 
○ For wait-list management? 
○ For predictive enrollment? 
○ For Food Program management? 
○ For Head Start tracking? 

References:  Business Administration Scale. 

 



 

 

Automation & Technology Assessment 
 

Setting Up Your Technology 
1. Do you have a dedicated workspace?  
2. Does your workspace include a computer or a laptop?   
3. Does your workspace have a stable internet connection?   
4. Do you have a backup internet source (like a hotspot)?   
5. Does your workspace have a printer, scanner, and copier functionality?   
6. Do you utilize the cloud for storage and backup of documents?   
7. Does your program utilize tablets?   
8. If applicable, do you have a designated tablet charging station?   
9. Do you have anti-virus software available?  
10. Do you use any specific office productivity suites, such as Microsoft 365, Google 

Workspace, or another platform?  
11. Does your center have access to IT support?  

Digital Organization & Efficiencies 
12. Do you have a digital master center checklist to track recurring center tasks?  
13. Do you use an online calendar?  
14. Do you have a documented file-naming and organization process? 
15. Do you practice bookmarking your favorite or more frequently used website links? 
16. Do you automate administrative tasks, such as tuition and billing? 
17. Do you use artificial intelligence (AI) to draft family communications?   

Child Care Management Software (CCMS) 
18. Do you use Child Care Management Software (CCMS)? (If no, skip the rest of the 

assessment) 
19. Do you have a documented CCMS implementation plan? 

Financial Management 
○ For tuition billing for both private pay and subsidy pay children? 
○ To generate parent tax statements? 
○ For expense management? 

Staff Management  

 



 

○ Is your staff fully trained on using your CCMS? 
○ For storing staff licensing documentation? 
○ Does your staff clock in and out using CCMS? 
○ For staff communication, including document distribution and updates? 
○ For payroll reporting? 
○ For scheduling staff? 

Parent Management 
○ Do your families check their children in and out? 
○ For online enrollment? 
○ For two-way communication with families, including document distribution and 

updates? 

 Child Management 
○ To store child licensing documentation? 
○ To store additional enrollment documentation, such as emergency contact 

information? 
○ For child portfolio and milestone management? 
○ For lesson planning? 

Center Management 
○ To book tours? 
○ To capture leads from your website? 
○ To automatically send tour reminders? 
○ To send marketing communication to interested families? 
○ To do capacity planning and plan transitions? 
○ For ratio management? 
○ For wait-list management? 
○ For predictive enrollment? 
○ For Food Program management? 
○ For Head Start tracking? 

References:  Program Administration Scale Item 10 (pages 28-29). 
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