Beginning Business Basics

1. Be Professional. 
Remember that you are providing a valuable service to parents, by helping insure their children are in a safe and nurturing environment while they are working. You must value your own work before anyone else can.

2. Use Contracts  and Policies with Your Parents. 
This helps keep your relationships businesslike, and eliminate the misunderstandings that are common in verbal agreements.

3. Market Your Business. 
Know your area, what services are already being provided, determine what kinds of parent will be attracted to your child care, and get your name out everywhere! See Family Connections of Lane and Douglas Counties’ Advertising Flyer for ideas.

4. Take a Look from the Parent’s Perspective. First impressions are important—check you phone message, the way your front yard looks to prospective parents, and then take a good look at the entrance to your home. Will parents get a good impression of your child care?

5. Keep Records. 
Don’t wait until tax time to organize your records. Follow these basic rules, get help from a tax professional and take one of Family Connections business classes. There are also good books on this subject in our provider lending library.

1) Keep records of all income, from parents and USDA.

2) Save all receipts. Indicate what the purchases were for. Be specific

3) Organize your receipts by category

4) Keep track of the time you spend preparing for, as well as doing child care.

5) Keep your tax returns for at least 3 years.

6. Use a Record Keeping System. 
There are many ways to keep records, which will help you keep organized and ready for tax time.  Local business supply stores have ledgers to keep records by hand--there also are computer programs that can help you track your business expenses. Call us for more resources, including the class, “Dollars & Sense”.

7. Keep Yourself Aware of Current Rules and Regulations.  
Being aware of your responsibilities to licensing agencies is an important part of maintaining your child care business. Know what rules you are expected to observe, get required trainings, and keep learning. No one knows it all!

8. Improve Your Communication Skills. 
Taking care of young children is often the easiest part of being a child care provider–communication with parents is often one area where providers run into problems. Faithfully carrying out good contracts & policies can help, but improving your communication skills can also. Family Connections of Lane and Douglas Counties has a series of business classes that you may find helpful.

9. Utilize Resources like Lane Family Connections. 
Refer to the other materials in this packet, or call our office for other resources for providers.

Family Connections of Lane and Douglas Counties

LCC 4000 30th Ave Eugene, OR 97405 463-3954 or 1-800-222-3290
