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TECHNICAL 
ASSISTANCE 

TOOLKIT



This toolkit is a collection of resources for providers to use to learn about business issues in our field and identify approaches for addressing them.



U.S. Small Business Association
Orange County District Office

https://ociesmallbusiness.org/orange
-county/

(714) 550-7420

Small Business Development 
Corporation of Orange County

https://sbfdoc.org/

(714) 571-1900

SCORE

Small Business Mentorship and 
Funding Opportunities

https://www.score.org

California Small Business Covid-19 
Relief Grant Program 

(through 5/4/21)

https://careliefgrant.com/

888-612-4379

CHILD CARE PROVIDER 
BUSINESS RESOURCES

Do you see yourself as a business?

Do you understand cash flow 
projections?

Do you want to expand your program?

Can you use free resources to 
strengthen your business practices?

Email: 
info@ocaeyc.com

ORANGE COUNTY COVID-19 BUSINESS RELIEF ASSISTANCE
Are you a child care provider in Orange County that is seeking assistance to rebuild 

your business? Check out the organizations that are available to assist you!



As a child care provider, you can help protect children, their families, and staff and slow the spread of COVID-19 by using CDC’s updated Guidance for Operating Child Care Programs during 
COVID-19. Tailor your COVID-19 plans and actions based on the unique needs of your child care center. 

Actions like wearing masks properly, staying home when sick, physical distancing, frequent handwashing, cohorting, and regular and consistent cleaning and disinfecting can help all types of 
child care programs make spreading COVID-19 less likely. 

Refer to Guidance for Operating Child Care Programs during COVID-19 for more in-depth information about preventing the spread of COVID-19 in the child care setting.  This CDC guidance is 
meant to supplement—not replace—any Federal, state, tribal, local, or territorial public health and safety laws, rules, and regulations with which child care programs must comply. 

A. Drop-off/Pick-up

F. Physical Distancing

E. Meal Times

N. Hand Hygiene

H. Cleaning and Disinfecting

K. Cohorting

L. Ventilation

G. Nap Time

M. Shared Objects

B. Screen Daily for Illness 

D. Educate Families

C. Masks

I.  Outdoor Play Spaces 

O. Isolate a Sick Child 

QUICK GUIDE: HELP PROTECT YOUR CHILD CARE CENTER FROM COVID19  

cdc.gov/coronavirus 
CS 322883-B    March 12, 2021 2:56 PM

J. Vaccination



A. Drop-off/Pick-up

F. Physical Distancing

E. Meal Times

N. Hand Hygiene

H. Cleaning and Disinfecting

K. Cohorting

L. Ventilation

J. Vaccination

G. Nap Time

M. Shared Objects

B. Screen Daily for Illness 

D. Educate Families

C. Masks

I.  Outdoor Play Spaces 

O. Isolate a Sick Child 

A. Drop-off/Pick-up Stagger drop-off and pick-up times. Limit direct contact with parents, 
guardians or caregivers. Consider using curbside drop-off and pick-up.

B. Screen Daily for Illness Conduct daily health screenings for anyone entering the center. 
Examples of screenings could include self-checks for symptoms before arriving, health questions 
upon arrival, and daily temperature checks. 

C. Masks Wear a mask. Everyone 2 and older should wear a well-fitting mask over their mouth and 
nose, except when eating or sleeping.

D. Educate Families Educate your families about keeping their child home when they are sick, had 
close contact to a person with COVID-19, awaiting results, or tested positive for COVID-19. 

E. Meal Times Eat meals outdoors or in well ventilated areas while keeping physically distanced 
much as feasible. 

F. Physical Distancing Modify learning stations and in-classroom activities, use available space, 
and stagger schedules to have fewer children in each area.  

G. Nap Time At nap time, ensure that mats or cribs are spaced out as much as possible.

H. Cleaning and Disinfecting Clean and disinfect frequently touched objects and surfaces such as 
toys, door handles, tables, faucets, and drinking fountains.

I. Outdoor Play Spaces Being outdoors reduces the risk of spreading COVID-19, but preventive 
behaviors are still needed. Keep hand hygiene and cleaning supplies readily available.

J. Vaccination Getting vaccinated as soon as the opportunity is available is an important way for 
child care providers to stay safe and reduce the risk of getting seriously ill from COVID-19.

K. Cohorting Identify small groups and keep them together. If possible, child care groups should 
include the same children and the same child care providers each day.  

L. Ventilation Reduce concentration of virus particles indoors by increasing airflow. Consider 
maximizing the existing air circulation system, using child safe fans, opening doors or windows 
and adding HEPA air filters.

M. Shared Objects Keep each child’s belongings separated and avoid shared objects when possible.

N. Hand Hygiene Wash hands using soap and water for at least 20 seconds. Thoroughly dry hands 
after washing. Use hand sanitizer that contains at least 60% alcohol (over age 2) if soap and water 
are not available.

O. Isolate a Sick Child Plan to have an isolation room or an area you can use to isolate a sick child or 
staff member. Make sure isolated children still have adult supervision.

CS 322883-B    March 12, 2021 2:56 PM
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Clean your hands and put on your facemask so it fully covers your mouth and nose. 

DO secure the elastic bands around your ears.

Clean your hands and remove your facemask touching only the straps or ties. 

When putting on a facemask

When removing a facemask

DO remove your facemask 

touching ONLY the straps or  

ties, throw it away*, and clean  

your hands again.

DO leave the patient care 

area, then clean your hands 

with alcohol-based hand 

sanitizer or soap and water.

ABHS

DON’T wear your facemask under your nose or mouth. 

X

X

DON’T allow a strap to 

hang down. DON’T cross 

the straps. 

X

DON’T touch or adjust your 

facemask without cleaning  

your hands before and after.

DON’T wear your facemask  

on your head.

DON’T wear your facemask 

around your neck. 

DON’T wear your facemask 

around your arm.

X

X

X

X

*If implementing limited-reuse: 

Facemasks should be carefully 

folded so that the outer surface 

is held inward and against itself 

to reduce contact with the outer 

surface during storage. Folded 

facemasks can be stored between 

uses in a clean, sealable paper 

bag or breathable container.

DO secure the ties at the middle of your head and the 

base of your head.

When wearing a facemask, don’t do the following:

Additional information is available about how to safely put on and remove 

personal protective equipment, including facemasks:  

https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html.

For Healthcare Personnel

SCREENING

A. Drop-off/Pick-up

B. Screen Daily for Illness 

O. Educate Families
N. Cleaning and Disinfecting

G. Masks 

F. Vaccination 

H. Cohorting 

C. Hand Hygiene

J. Physical Distancing

I. Outdoor Play Spaces 

K. Shared Objects

L. Meal Times

D. Nap Time

E. Ventilation

M. Isolate a Sick Child 

QUICK GUIDE: HELP PROTECT YOUR FAMILY CHILD CARE HOME FROM COVID19  

cdc.gov/coronavirus 
CS 322883-B    05/03/2021

As a child care provider, you can help protect children and their families and slow the spread of COVID-19 by using CDC’s updated Guidance for Operating Child Care Programs during COVID-19. 
Tailor your COVID-19 plans and actions based on the unique needs of your family child care home. 

Actions like wearing masks properly, staying home when sick, physical distancing, frequent handwashing, cohorting, and regular and consistent cleaning and disinfecting can help all types of 
child care programs make spreading COVID-19 less likely. 

Refer to Guidance for Operating Child Care Programs during COVID-19 for more in-depth information about preventing the spread of COVID-19 in the child care setting.  This CDC guidance is 
meant to supplement—not replace—any Federal, state, tribal, local, or territorial public health and safety laws, rules, and regulations with which child care programs must comply. 
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Clean your hands and put on your facemask so it fully covers your mouth and nose. 

DO secure the elastic bands around your ears.

Clean your hands and remove your facemask touching only the straps or ties. 

When putting on a facemask

When removing a facemask

DO remove your facemask 

touching ONLY the straps or  

ties, throw it away*, and clean  

your hands again.

DO leave the patient care 

area, then clean your hands 

with alcohol-based hand 

sanitizer or soap and water.

ABHS

DON’T wear your facemask under your nose or mouth. 

X

X

DON’T allow a strap to 

hang down. DON’T cross 

the straps. 

X

DON’T touch or adjust your 

facemask without cleaning  

your hands before and after.

DON’T wear your facemask  

on your head.

DON’T wear your facemask 

around your neck. 

DON’T wear your facemask 

around your arm.

X

X

X

X

*If implementing limited-reuse: 

Facemasks should be carefully 

folded so that the outer surface 

is held inward and against itself 

to reduce contact with the outer 

surface during storage. Folded 

facemasks can be stored between 

uses in a clean, sealable paper 

bag or breathable container.

DO secure the ties at the middle of your head and the 

base of your head.

When wearing a facemask, don’t do the following:

Additional information is available about how to safely put on and remove 

personal protective equipment, including facemasks:  

https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html.

For Healthcare Personnel

SCREENING

A. Drop-off/Pick-up

B. Screen Daily for Illness 

O. Educate Families N. Cleaning and Disinfecting

G. Masks 

F. Vaccination 

H. Cohorting 

C. Hand Hygiene

J. Physical Distancing

I. Outdoor Play Spaces 

K. Shared Objects

L. Meal Times

D. Nap Time

E. Ventilation

M. Isolate a Sick Child 

CS 322883-B    05/03/2021

A. Drop-off/Pick-up Stagger drop-off and pick-up times. Limit direct contact with parents, 
guardians or caregivers. Consider having children dropped off outside or at the door rather than 
having parents or guardians enter the home.

B. Screen Daily for Illness Conduct daily health screenings or anyone entering the home. Examples 
of screenings could include self-checks for symptoms before arriving, health questions upon 
arrival, and daily temperature checks.

C. Hand Hygiene Wash hands using soap and water for at least 20 seconds. Thoroughly dry hands 
after washing. Use hand sanitizer that contains at least 60% alcohol (over age 2) if soap and water 
are not available.

D. Nap Time At nap time, ensure that mats or cribs are spaced out as much as possible.

E. Ventilation Reduce concentration of virus particles indoors by increasing airflow. Consider 
maximizing the existing air circulation system, using child safe fans, opening doors or windows 
and adding HEPA air filters .

F. Vaccination Getting vaccinated as soon as the opportunity is available is an important way for 
child care providers to stay safe and reduce the risk of getting seriously ill from COVID-19.

G. Masks Wear a mask. Everyone 2 and older should wear a well-fitting mask over their mouth and 
nose, except when eating or sleeping.

H. Cohorting Identify small groups and keep them together. If possible, child care groups should 
include the same children and the same child care providers each day.

I. Outdoor Play Spaces Being outdoors reduces the risk of spreading COVID-19, but  preventive 
behaviors are still needed. Keep hand hygiene and cleaning supplies readily available.

J. Physical Distancing Modify learning stations and in-home activities so there are fewer children 
in each area.  

K. Shared Objects Discourage sharing of items that are difficult to clean. Ensure adequate supplies 
to minimize sharing of high-touch materials to the extent possible (for example, assign art supplies 
or other equipment to a single camper), or limit use of supplies and equipment to one group  at 
a time and clean between use. Limit sharing electronic devices, toys, books, and other games or 
learning aids.

L. Meal Times Eat meals outdoors or in well ventilated areas while keeping physically distanced 
much as feasible. If you also are in charge of diapering young children, use additional prevention 
(such as handwashing) between diapering and food preparation.

M. Isolate a Sick Child Plan to have an isolation room or an area you can use to isolate a sick child. 
Make sure isolated children still have adult supervision.

N. Cleaning and Disinfecting Clean frequently touched objects and surfaces such as toys, door 
handles, tables, and faucets. Disinfecting is only necessary when someone gets sick/tests positive 
for COVID-19.

O. Educate Families Educate your families about keeping their child home when they are sick, had 
close contact to a person with COVID-19, awaiting results or tested positive for COVID-19. 
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A Child in My Classroom is Showing Signs of COVID-19:  What Do I Do?
Quick Guide for Child Care Providers

KNOW POSSIBLE SYMPTOMS OF ILLNESS

Cough Fever Headache Diarrhea Vomiting

OTHER SYMPTOMS INCLUDE:

Shortness of breath, chills, sore throat, loss of taste or 
smell, muscle pain, runny nose, feeling tired, and poor 
appetite. Symptoms may be very mild or more severe.

EMERGENCY WARNING SIGNS CALL 911:

Trouble breathing, persistent pain or pressure 
in the chest, new confusion, inability to wake or 
stay awake, and bluish lips or face.

1. SEPARATE the Child
• Be discreet and calm.

• Make sure you and the child (if age 2 or older) are wearing a mask and standing at least 6 feet apart.

• Following the child care program protocol, have the child safely escorted from the classroom to a 
designated isolation area.

6
FEET

2. INFORM
• Contact designated staff responsible for COVID-19 concerns (e.g., program director).

• Let them know the child is being escorted to the isolation area and will need to be supervised 
(according to child care program protocol).

3. CLEAN and DISINFECT
• Close off the classroom and wait 24 hours before cleaning and disinfecting, if possible. This will allow 

more time for the virus to die off. 

• The classroom should be cleaned and disinfected, especially items in the child’s area and shared items 
the child may have touched (e.g., doorknob, bathroom, and supplies). 

• Note: Disinfectants can trigger an asthma attack. Choose safer products if any children have asthma.

• Open outside door(s) and window(s) to increase ventilation in the room (if possible).

4. IDENTIFY Close Contacts
• Write down where the child was relative to other children in the room.

• Note the name of any person who was within 6 feet of an infected child for a total of 15 minutes or more 
over a 24-hour period. Work with child care administrator to inform close contacts in accordance with 
applicable privacy laws.

5. NOTIFY Administration about the Sick Child
• Assist child care administration with close contact assessment. Observe applicable privacy laws.

• Consider linking family of the sick child to any emergency services (such as a nutrition program) that 
the child might need while in quarantine* at home.

* For more information on quarantine see 
   https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html

cdc.gov/coronavirus
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smell, muscle pain, runny nose, feeling tired, and poor 
appetite. Symptoms may be very mild or more severe.

EMERGENCY WARNING SIGNS CALL 911:

Trouble breathing, persistent pain or pressure 
in the chest, new confusion, inability to wake or 
stay awake, and bluish lips or face.

1. SEPARATE the Child
• Be discreet and calm.
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2. INFORM
• Contact designated staff responsible for COVID-19 concerns (e.g., program director).

• Let them know the child is being escorted to the isolation area and will need to be supervised 
(according to child care program protocol).

3. CLEAN and DISINFECT
• Close off the classroom and wait 24 hours before cleaning and disinfecting, if possible. This will allow 

more time for the virus to die off. 

• The classroom should be cleaned and disinfected, especially items in the child’s area and shared items 
the child may have touched (e.g., doorknob, bathroom, and supplies). 

• Note: Disinfectants can trigger an asthma attack. Choose safer products if any children have asthma.

• Open outside door(s) and window(s) to increase ventilation in the room (if possible).

4. IDENTIFY Close Contacts
• Write down where the child was relative to other children in the room.

• Note the name of any person who was within 6 feet of an infected child for a total of 15 minutes or more 
over a 24-hour period. Work with child care administrator to inform close contacts in accordance with 
applicable privacy laws.

5. NOTIFY Administration about the Sick Child
• Assist child care administration with close contact assessment. Observe applicable privacy laws.

• Consider linking family of the sick child to any emergency services (such as a nutrition program) that 
the child might need while in quarantine* at home.

* For more information on quarantine see 
   https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html

cdc.gov/coronavirus



COVID-19 CHILD CARE PROGRAM SYMPTOM SCREENING FLOWCHART 

CS 322701A   February 10, 2021
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Had close contact (within 6 
feet for a total of 15 minutes 
or more over a 24-hour period) 
with a person who has 
COVID-19?

Attends a child care program 
in community with ongoing 
transmission?

*Note: If a person has been in 
close contact with someone 
who has COVID-19, they 
should quarantine even if they 
do not have symptoms. See 
When to Quarantine for more 
information.  

YES NO

Stay home (isolate) for at least 10 days after symptom 
onset AND symptoms have improved AND 24 hours 
without fever with no use of fever reducing medicine

Stay home until symptoms have improved 
according to existing child care program policy, 
typically 24 hours without fever with no use of 
fever reducing medicine

Negative 
Test 

Result

Positive 
or No Test 

Result

Stay home and quarantine* for the recommended 
period of time after last contact with a person who has 
COVID-19

Negative  
or No Test 

Result

Positive 
Test 

Result

Results of  
COVID-19 testing?

How long to 
stay home?

Child with Symptoms of Infectious Illness

NOYES*



WHAT TO DO IF A CHILD BECOMES SICK OR RECEIVES A NEW COVID-19 DIAGNOSIS AT YOUR CHILD CARE PROGRAM* 

Note: COVID-19 POC = the designated point of contact (a sta! person that is responsible for responding to COVID-19 concerns, such as director)
[1]     https://www.cdc.gov/coronavirus/2019-ncov/more/scienti"c-brief-options-to-reduce-quarantine.html
*     Scenario based on geographic area with community transmission of SARS-COV-2 the virus that causes COVID-19. 
**    The most common symptoms of COVID-19 in children include fever or chills, cough, nasal congestion or runny nose, new loss of taste  
              or smell, shortness of breath or di$culty breathing, diarrhea or vomiting, stomachache, tiredness, headache, muscle or body aches, and  
              poor appetite or poor feeding (especially in babies under 1 year old).
***     With no known close contact.
****    Close contact is de"ned as someone who was within 6 feet for a total of 15 minutes or more within 2 days prior to illness onset, regardless  
             of whether  the contact was wearing a mask.
*****  To the extent allowable by applicable laws regarding privacy.

Child is found 
to have 
COVID-19 and 
begins home 
isolation.

COVID-19 POC 
starts a list of close 
contacts of the ill child 
and informs sta!, 
parents, guardians, 
or caregivers of close 
contacts of possible 
exposure.****

Clean and disinfect areas that 
the ill child occupied. Ventilate 
the area(s), wait as long as 
possible before cleaning to 
let virus particles settle (at 
least several hours), and use 
personal protective equipment 
(including any protection 
needed for the cleaning and 
disinfection products) to reduce 
risk of infection.

Parents, guardians,  or 
caregivers of close contacts 
are advised to keep their 
children home (quarantine 
for 14 days) and to consult 
with the child’s health care 
provider for evaluation and 
possible COVID-19 test.

COVID-19 POC works 
with local health 
o$cials to assess 
spread and support 
follow up with sta!, 
parents, guardians, or 
caregivers of children 
that had contact with 
the ill child. *****

Child 
negative 
COVID-19 
test result.***

Child positive COVID-19 test result.

Parent , 
guardian, or 
caregiver picks 
up child. Parent, 
guardian, 
or caregiver 
contacts 
healthcare 
provider for 
evaluation 
and possible 
COVID-19 test.

COVID-19 POC escorts child to isolation 
room/area and ensures child is properly 
supervised. The parent, guardian, or 
caregiver is called. Arrangements are 
made for child to either go home or 
seek emergency medical attention.

Note: If two or more children must be in 
the same room/area at the same time, 
ensure that all children 2 years or older 
wear masks and stay at least 6 feet 
apart while supervised.

Child shows 
signs of an 
illness that 
could be
COVID-19.**

cdc.gov/coronavirus
CS 322697A    02/23/2021

Arrange for 
child to be 
escorted from 
classroom or 
area. Alert 
the COVID-19 
POC.

The ill child can return to 
child care program and end 
isolation once the following 
are met:

•  10 days out from the start 
of the symptoms, AND 

•  Fever free for 24 hours 
without fever-reducing 
medication, AND 

•  Symptoms have 
improved.

Child returns 
to child care 
program following 
program’s 
existing illness 
management 
policies.

Members of the ill child’s 
household and any child care 
provider or sta! who had close 
contact with the child are advised 
to quarantine for 14 days. 
Options to shorten quarantine 
are described here[1], but keep in 
mind this increases risk of spread.



WHAT TO DO IF A CHILD BECOMES SICK OR RECEIVES A NEW COVID-19 DIAGNOSIS AT YOUR FAMILY CHILD CARE HOME* 

[1]  https://www.cdc.gov/coronavirus/2019-ncov/more/scienti!c-brief-options-to-reduce-quarantine.html
*  Scenario based on geographic area with community transmission of SARS-COV-2 the virus that causes COVID-19. 
** The most common symptoms of COVID-19 in children include fever or chills, cough, nasal congestion or runny nose, new loss of taste or smell,
 sore throat, shortness of breath or di#culty breathing, diarrhea, nausea or vomiting, stomachache, tiredness, headache, muscle or body aches
 and poor appetite or poor feeding (especially in babies under 1 year old).
***  With no known close contact.
****  Close contact is de!ned as someone who was within 6 feet for a total of 15 minutes or more within 2 days prior to illness onset, regardless of  
 whether the contact was wearing a mask.
***** To the extent allowable by applicable laws regarding privacy.

Child is found to 
have  COVID-19 
and begins 
isolation in their 
home.

Start a list of close 
contacts of the ill child 
and inform parents, 
guardians, or caregivers 
of close contacts of 
possible exposure. 
Consider if you (the 
family child care 
provider) have had close 
contact with the child 
who tested positive.****

Clean and disinfect areas that the 
ill child occupied. Ventilate the 
area(s), wait as long as possible 
before cleaning to let virus 
particles settle (at least several 
hours), and use personal protective 
equipment (including any 
protection needed for the cleaning 
and disinfection products) to 
reduce risk of infection.

Parents, guardians, or 
caregivers of close contacts 
are advised to keep their 
children home (quarantine 
for 14 days) and to consult 
with the child’s healthcare 
provider for evaluation and 
possible COVID-19 test.

Work with local health 
o#cials to assess spread 
and support follow up 
with parents, guardians, 
or caregivers of children 
that had contact with 
the ill child.*****

Child 
negative 
COVID-19 
test 
result.***

Child positive COVID-19 test result.

Parent, guardian, 
or caregiver 
picks up child. 
Parent, guardian, 
or caregiver 
contacts 
healthcare 
provider for 
evaluation 
and possible 
COVID-19 test.

Ensure that the child is properly 
supervised. Call the parent, guardian, 
or caregiver. Arrangements are made 
for child to either go home or seek 
emergency medical attention.

Note: If there is only one adult in the 
home and all children in care must 
stay in the same room/area as the 
sick child, ensure that all children 2 
years or older wear masks and stay at 
least 6 feet apart while supervised.

Child shows 
signs of an 
illness that 
could be
COVID-19.**

cdc.gov/coronavirus
CS 322697-B   02/23/2021

Escort the 
child to an 
isolated 
room or 
area of 
your home.

The ill child can return to 
child care and end isolation 
once the following are met:

•  10 days out from the 
start of the symptoms, 
AND 

•  Fever free for 24 hours 
without fever-reducing 
medication, AND 

•  Symptoms have 
improved.

Child returns 
to child care 
following 
existing illness 
management 
policies.

Members of the ill child’s 
household and any child 
care provider who had close 
contact with the child are 
advised to quarantine for 
14 days. Options to shorten 
quarantine are described 
here[1], but keep in mind 
this increases risk of spread.
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\RX� FRQQHFW� ZLWK� RSSRUWXQLWLHV� E\�
VKRZFDVLQJ� \RXU� XQLTXH� SURIHVVLRQDO�
VWRU\� WKURXJK� H[SHULHQFH�� VNLOOV�� DQG�
HGXFDWLRQ�

<RX�FDQ�DOVR�XVH�/LQNHG,Q� WR�RUJDQL]H�
RIIOLQH� HYHQWV�� MRLQ� JURXSV�� ZULWH�
DUWLFOHV�� SRVW� SKRWRV� DQG� YLGHRV�� DQG�
PRUH�

&KHFN�LW�RXW�
ZZZ�OLQNHGLQ�FRP�

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

http://www.linkedin.com
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(PDLO��LQIR#RFDH\F�FRP

/LQNHG,Q�HV�OD�UHG�SURIHVLRQDO�PiV�
JUDQGH�GHO�PXQGR�HQ�,QWHUQHW��3XHGH�
XVDU�/LQNHG,Q�SDUD�HQFRQWUDU�WUDEDMR�R�
XQ�SXHVWR�GH�LQWHUQR��FRQHFWDUVH�\�
IRUWDOHFHU�ODV�UHODFLRQHV�SURIHVLRQDOHV�\�
DSUHQGHU�ODV�KDELOLGDGHV�TXH�QHFHVLWD�
SDUD�WHQHU�p[LWR�HQ�VX�FDUUHUD��

3XHGH�DFFHGHU�D�/LQNHG,Q�GHVGH�XQD�
FRPSXWDGRUD��XQD�DSOLFDFLyQ�PyYLO�GH�
/LQNHG,Q��R�OD�DSOLFDFLyQ�PyYLO�GH�
$QGURLG�/LQNHG,Q�/LWH�

8Q�SHUILO�FRPSOHWR�GH�/LQNHG,Q�SXHGH�
D\XGDUOR�D�FRQHFWDUVH�FRQ�
RSRUWXQLGDGHV�DO�PRVWUDU�VX�KLVWRULD�
SURIHVLRQDO�~QLFD�D�WUDYpV�GH�OD�
H[SHULHQFLD��ODV�KDELOLGDGHV�\�OD�
HGXFDFLyQ�

7DPELpQ�SXHGH�XVDU�/LQNHG,Q�SDUD�
RUJDQL]DU�HYHQWRV�IXHUD�GH�OtQHD��
XQLUVH�D�JUXSRV��HVFULELU�DUWtFXORV��
SXEOLFDU�IRWRV�\�YLGHRV��\�PiV�

eFKDOH�XQ�YLVWD]R�
ZZZ�OLQNHGLQ�FRP

/,1.(',1 127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�
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127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�
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+5�*8,'(/,1(6�(9(5<21(�
6+28/'�.12:

KWWSV���ZZZ�OLQNHGLQ�FRP�OHDUQLQJ�KU
�JXLGHOLQHV�HYHU\RQH�VKRXOG�NQRZ

&RXUVH�GHVFULSWLRQ

,I�\RXU�FRPSDQ\�LV�OLNH�PRVW��\RXU�+5�
JXLGHOLQHV�DUH�RXWGDWHG�RU�RQ�WKHLU�ZD\�
WR�EHLQJ�REVROHWH��(YHU\�+5�
SURIHVVLRQDO�PXVW�VWD\�RQ�WRS�RI�WKH�
ODWHVW�JXLGDQFH�WR�FUHDWH�D�OR\DO�DQG�
KLJK�SHUIRUPLQJ�ZRUNIRUFH��,Q�WKLV�
FRXUVH��+5�H[SHUW�$PEHU�9DQGHUEXUJ�
VKDUHV�SRZHUIXO�WHFKQLTXHV�WR�EXLOG��
YDOXH��GHYHORS��DQG�UHWDLQ�DQ�LQFUHGLEOH�
WHDP��/LVWHQHUV�FDQ�OHDUQ�ZKDW�
UHFUXLWLQJ�PHWKRGV�WR�XVH��KRZ�WR�
LQWHUYLHZ�FDQGLGDWHV��DQG�KRZ�WR�
PDQDJH�VDODU\�QHJRWLDWLRQV��
$GGLWLRQDOO\��$PEHU�H[SODLQV�KRZ�WR�
FUHDWH�DQ�DPD]LQJ�FRPSHQVDWLRQ�
SDFNDJH��FXOWLYDWH�FXOWXUHV�RI�
FRQWLQXRXV�LPSURYHPHQW��DQG�SURYLGH�
SRZHUIXO�IHHGEDFN��)LQDOO\��OHDUQ�KRZ�WR�
PDLQWDLQ�KHDOWK\�HPSOR\HH�UHODWLRQV�
DQG�PDQDJH�WRXJK�FRQYHUVDWLRQV�

https://www.linkedin.com/learning/hr-guidelines-everyone-should-know
https://www.linkedin.com/learning/hr-guidelines-everyone-should-know
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(QWUHQDPLHQWR�JUDWXLWR�GH�
/,1.(',1

KWWSV���ZZZ�OLQNHGLQ�FRP�OHDUQLQJ�WUDQVIRU
PDWLRQDO�OHDGHUVKLS

'HVFULSFLyQ�GHO�&XUVR
6L�VX�QHJRFLR�HV�FRPR�OD�PD\RUtD��VXV�
SDXWDV�GH�UHFXUVRV�KXPDQRV�HVWiQ�
GHVDFWXDOL]DGDV�R�HQ�FDPLQR�GH�
TXHGDU�REVROHWDV��7RGR�SURIHVLRQDO�GH�
UHFXUVRV�KXPDQRV�GHEH�HVWDU�DO�WDQWR�
GH�ODV�~OWLPDV�JXtDV�SDUD�FUHDU�XQD�
IXHU]D�ODERUDO�OHDO�\�GH�DOWR�
UHQGLPLHQWR��(Q�HVWH�FXUVR��OD�H[SHUWD�
HQ�UHFXUVRV�KXPDQRV�$PEHU�
9DQGHUEXUJ�FRPSDUWH�WpFQLFDV�
SRGHURVDV�SDUD�FRQVWUXLU��YDORUDU��
GHVDUUROODU�\�UHWHQHU�XQ�HTXLSR�
LQFUHtEOH��/RV�SDUWLFLSDQWHV�SXHGHQ�
DSUHQGHU�TXp�PpWRGRV�GH�FRQWUDWDFLyQ�
XWLOL]DU��FyPR�HQWUHYLVWDU�D�ORV�
FDQGLGDWRV�\�FyPR�JHVWLRQDU�ODV�
QHJRFLDFLRQHV�GH�VXHOGRV���$GHPiV��
$PEHU�H[SOLFD�FyPR�FUHDU�XQ�SDTXHWH�
GH�FRPSHQVDFLyQ�DVRPEURVR��FXOWLYDU�
FXOWXUDV�GH�PHMRUD�FRQWLQXD�\�
SURSRUFLRQDU�FRPHQWDULRV�SRGHURVRV��

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

(PDLO��LQIR#RFDH\F�FRP

3RU�~OWLPR��DSUHQGD�D�PDQWHQHU�
UHODFLRQHV�VDOXGDEOHV�FRQ�ORV�
HPSOHDGRV�\�D�JHVWLRQDU�
FRQYHUVDFLRQHV�GLItFLOHV�

https://www.linkedin.com/learning/transformational-leadership
https://www.linkedin.com/learning/transformational-leadership
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KWWSV���ZZZ�OLQNHGLQ�FRP�OHDUQLQJ��
��VHFUHWV�VXFFHVVIXO�SHRSOH�NQRZ�D
ERXW�WLPH�PDQDJHPHQW�JHWDEVWUDFW�
VXPPDU\

&RXUVH�GHVFULSWLRQ

,Q�KLV�ERRN�����6HFUHWV�6XFFHVVIXO�
3HRSOH�.QRZ�$ERXW�7LPH�0DQDJHPHQW��
.HYLQ�.UXVH²1HZ�<RUN�7LPHV�
EHVW�VHOOLQJ�DXWKRU�DQG�DZDUG�ZLQQLQJ
HQWUHSUHQHXU²FRPELQHV�KLV�VNLOOV�DV�D�
&(2�DQG�D�MRXUQDOLVW�WR�VHDUFK�IRU�
FRPPRQ�ERQGV�RI�VXFFHVV�E\�
VXUYH\LQJ�SHRSOH�RI�JUHDW�
DFFRPSOLVKPHQW��7KH�ELOOLRQDLUHV��
HQWUHSUHQHXUV��DQG�2O\PSLDQV�KH�
LQWHUYLHZHG�DOO�VDLG�WKDW�WKH\�PDNH�WKH�
PRVW�RI�HYHU\�PLQXWH��DW�ZRUN�DQG�DW�
SOD\��$OO�KLJK�DFKLHYHUV�UHJDUG�WLPH�DV�
DQ�DVVHW�PRUH�YDOXDEOH�WKDQ�
PRQH\²DQG�WKH\�VSHQG�HYHU\�PLQXWH�
ZLVHO\��

,Q�WKLV�DXGLR�RQO\�VXPPDU\�RI�KLV�
ERRN��FUHDWHG�E\�JHW$EVWUDFW��\RX�
FDQ�OHDUQ�KRZ�WRS�DFKLHYHUV�
PDQDJH�WKHLU�WLPH��DQG�ZK\�WKH\�
HPSKDVL]H�WKH�QHHG�IRU�UHVW��
H[HUFLVH��DQG�HYHQ�IXQ��'LVFRYHU�
KRZ�WKLV�SUDFWLFDO�DGYLFH�FDQ�KHOS�
\RX�EHFRPH�PRUH�HIILFLHQW�DQG�
PRUH�VXFFHVVIXO�

7KLV�DXGLRERRN�VXPPDU\�ZDV�
FUHDWHG�E\�JHW$EVWUDFW��WKH�ZRUOG¶V�
ODUJHVW�SURYLGHU�RI�EXVLQHVV�ERRN�
VXPPDULHV��:H�DUH�SOHDVHG�WR�RIIHU�
WKLV�WUDLQLQJ�LQ�RXU�OLEUDU\�

https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.getabstract.com/en/enterprise/solutions?utm_source=LILearning&utm_medium=partner&utm_campaign=15_secrets_successful_people_time_management
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(QWUHQDPLHQWR�JUDWXLWR�GH�
/,1.(',1

KWWSV���ZZZ�OLQNHGLQ�FRP�OHDUQLQJ��
��VHFUHWV�VXFFHVVIXO�SHRSOH�NQRZ�D
ERXW�WLPH�PDQDJHPHQW�JHWDEVWUDFW�
VXPPDU\

���'HVFULSFLyQ�GHO�&XUVR

(Q�VX�OLEUR�����VHFUHWRV�TXH�ODV�
SHUVRQDV�H[LWRVDV�FRQRFHQ�VREUH�OD�
JHVWLyQ�GHO�WLHPSR��.HYLQ�.UXVH��DXWRU�
GH�p[LWRV�GH�YHQWDV�GHO�1HZ�<RUN�
7LPHV�\�HPSUHVDULR�JDODUGRQDGR��
FRPELQD�VXV�KDELOLGDGHV�FRPR�GLUHFWRU�
HMHFXWLYR�\�SHULRGLVWD�SDUD�EXVFDU�OD]RV�
FRPXQHV�GH�p[LWR�HQFXHVWDQGR�D�
SHUVRQDV�GH�JUDQ�SUHVWLJLR�\�ORJURV��
/RV�PXOWLPLOORQDULRV��HPSUHVDULRV�\�
DWOHWDV�ROtPSLFRV�TXH�HQWUHYLVWy�GLMHURQ�
TXH�DSURYHFKDQ�DO�Pi[LPR�FDGD�
PLQXWR��HQ�HO�WUDEDMR�\�HQ�HO�MXHJR��
7RGRV�ORV�JUDQGHV�WULXQIDGRUHV�
FRQVLGHUDQ�HO�WLHPSR�FRPR�XQ�DFWLYR�
PiV�YDOLRVR�TXH�HO�GLQHUR��\�JDVWDQ�
FDGD�PLQXWR�FRQ�SUXGHQFLD��

(PDLO��LQIR#RFDH\F�FRP

(Q�HVWH�UHVXPHQ�GH�DXGLR�GH�VX�
OLEUR��FUHDGR�SRU�JHW$EVWUDFW��SXHGH�
DSUHQGHU�FyPR�ORV�WULXQIDGRUHV�
DGPLQLVWUDQ�VX�WLHPSR�\�SRU�TXp�
HQIDWL]DQ�OD�QHFHVLGDG�GH�
GHVFDQVDU��KDFHU�HMHUFLFLR�H�LQFOXVR�
GLYHUWLUVH��'HVFXEUD�FyPR�HVWRV�
FRQVHMRV�SUiFWLFRV�SXHGHQ�
D\XGDUOR�D�VHU�PiV�HILFLHQWH�\�
H[LWRVR��

(VWH�UHVXPHQ�GH�DXGLROLEURV�IXH�
FUHDGR�SRU�JHW$EVWUDFW��HO�PD\RU�
SURYHHGRU�PXQGLDO�GH�UHV~PHQHV�
GH�OLEURV�GH�QHJRFLRV��1RV�
FRPSODFH�RIUHFHU�HVWD�IRUPDFLyQ�HQ�
QXHVWUD�ELEOLRWHFD�

https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.linkedin.com/learning/15-secrets-successful-people-know-about-time-management-getabstract-summary
https://www.getabstract.com/en/enterprise/solutions?utm_source=LILearning&utm_medium=partner&utm_campaign=15_secrets_successful_people_time_management
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60$//�%86,1(66�
6$785'$<

:KDW�LV�6PDOO�%XVLQHVV�6DWXUGD\"

)LUVW�REVHUYHG�LQ�WKH�8QLWHG�6WDWHV�RQ�
1RYHPEHU�����������6PDOO�%XVLQHVV�
6DWXUGD\�LV�D�FRXQWHUSDUW�WR�%ODFN�
)ULGD\�DQG�&\EHU�0RQGD\��ZKLFK�
IHDWXUH�ELJ�ER[�UHWDLO�DQG�H�FRPPHUFH�
VWRUHV�UHVSHFWLYHO\��%\�FRQWUDVW��6PDOO�
%XVLQHVV�6DWXUGD\�HQFRXUDJHV�KROLGD\�
VKRSSHUV�WR�SDWURQL]H�EULFN�DQG�PRUWDU�
EXVLQHVVHV�WKDW�DUH�VPDOO�DQG�ORFDO�

&RQVLGHU�SDUWLFLSDWLQJ��2IIHU�
RQOLQH�GHDOV�WR�\RXU�IDPLOLHV�DQG�
QHZ�IDPLOLHV�

1HZ�(QUROOPHQW���5HJLVWUDWLRQ�)HHV�
:DLYHG

5HIHU�D�)ULHQG���'RXEOH�WKH�
LQFHQWLYH�

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

https://en.wikipedia.org/wiki/Small_Business_Saturday%23:~:text=First%20observed%20in%20the%20United%20States%20on%20November,and%20mortar%20businesses%20that%20are%20small%20and%20local.
https://en.wikipedia.org/wiki/Black_Friday_(shopping)
https://en.wikipedia.org/wiki/Black_Friday_(shopping)
https://en.wikipedia.org/wiki/Cyber_Monday
https://en.wikipedia.org/wiki/Big_box_retail
https://en.wikipedia.org/wiki/E-commerce
https://en.wikipedia.org/wiki/Brick_and_mortar
https://en.wikipedia.org/wiki/Small_business
https://en.wikipedia.org/wiki/Localism_(politics)
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6È%$'2�'(�3(48(f$6�
(035(6$6��6PDOO�%XVLQHVV�

6DWXUGD\�
¢4Xp�HV�6PDOO�%XVLQHVV�6DWXUGD\"

2EVHUYDGR�SRU�SULPHUD�YH]�HQ�ORV�
(VWDGRV�8QLGRV�HQ�HO����GH�QRYLHPEUH�
GH�������6PDOO�%XVLQHVV�6DWXUGD\�HV�
XQD�FRQWUDSDUWH�GHO�%ODFN�)ULGD\�\�
&\EHU���0RQGD\��TXH�FXHQWDQ�FRQ�
JUDQGHV�WLHQGDV�\�GH�FRPHUFLR�
HOHFWUyQLFR��UHVSHFWLYDPHQWH��3RU�HO�
FRQWUDULR��6PDOO�%XVLQHVV�6DWXUGD\�
DOLHQWD�D�ORV�FRPSUDGRUHV�QDYLGHxRV�D�
SDWURFLQDU�QHJRFLRV�WUDGLFLRQDOHV�TXH�
VRQ�SHTXHxRV�\�ORFDOHV�

£&RQVLGHUH�SDUWLFLSDU��£2IUH]FD�RIHUWDV�
HQ�OtQHD�D�VXV�IDPLOLDV�DFWXDOHV�\�
QXHYDV�IDPLOLDV�

1XHYD�LQVFULSFLyQ��H[RQHUDFLyQ�GH�ODV�
WDULIDV�GH�LQVFULSFLyQ�UHJLVWUDFLyQ

5HFRPLHQGH�D�XQ�DPLJR���£'XSOLTXH�HO�
LQFHQWLYR�

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�
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https://en.wikipedia.org/wiki/Black_Friday_(shopping)
https://en.wikipedia.org/wiki/Cyber_Monday
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&(17(5�(152//0(17�
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:KDW�LQFHQWLYHV�GR�\RX�RIIHU�
IDPLOLHV�WKDW�KHOS�SURPRWH�\RXU�

SURJUDP"

6RFLDO�0HGLD�0DUNHW�&DPSDLJQ
'R�\RX�KDYH�D�³5HIHU�D�)ULHQG´�
SURJUDP"�7KLV�LV�D�SURJUDP�WKDW�FDQ�EH�
LPSOHPHQWHG�WKURXJKRXW�WKH�HQWLUH�
\HDU��RU�GXULQJ�QHZ�VHDVRQ�UHJLVWUDWLRQ�
��VXFK�DV�)DOO�5HJLVWUDWLRQ�RU�IRU�
6XPPHU�'D\�&DPS�

7U\�,W�2XW���6XPPHU�3URPRWLRQV�
6HQG�DQ�HPDLO�RXW�WR�DOO�FXUUHQW�
IDPLOLHV��DQG�LQYLWH�WKHP�WR�VKDUH�\RXU�
SURJUDP�)DFHERRN�DQG�,QVWDJUDP�
OLQNV���&XUUHQW�IDPLOLHV�WKDW�KDYH�IULHQGV�
HQUROO�LQ�WKH�SURJUDP�IRU�DW�OHDVW�RQH�
PRQWK�FDQ�HDUQ�LQFHQWLYHV���D�
SHUFHQWDJH�RII�RI�D�PRQWK�RI�WXLWLRQ��
HQWHUHG�LQWR�D�FHQWHU�UDIIOH��RU�DQRWKHU�
LQFHQWLYH�RI�\RXU�FKRLFH�

7HOO�8V�+RZ�<RX�3URPRWH�
:H�ZDQW�WR�KHDU�IURP�\RX���'R�\RX�
KDYH�DQ\�FXUUHQW�LQFHQWLYHV�WKDW�DUH�
ZRUNLQJ"�6KDUH�ZLWK�XV��
(PDLO���LQIR#RFDH\F�FRP
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EHQHILFLDO�WR�\RX"
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¢&yPR�SXHGH�EHQHILFLDUWH�
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,1&(17,926�3$5$�18(9$6�
5(*,675$&,21(6�(1�68�

&(1752
¢&XiOHV�LQFHQWLYRV�RIUHFH�D�ODV�

IDPLOLDV�TXH�D\XGDQ�D�SURPRYHU�VX�
SURJUDPD"

&DPSDxD�GH�0HUFDGRWHFQLD
¢7LHQH�XQ�SURJUDPD�GH�UHIHUHQFLDV"�
(VWR�HV�DOJR�TXH�SXHGH�LPSOHPHQWDU�
GXUDQWH�WRGR�HO�DxR�R�GXUDQWH�OD�
WHPSRUDGD�GH�QXHYD�PDWULFXODFLyQ��
FRPR�XQ�DxR�HVFRODU�QXHYR�R�GXUDQWH�
HO�UHFHVR�GH�YHUDQR���

,QWHQWHOR���3URPRFLyQ�GHO�YHUDQR�
0DQGH�XQ�FRUUHR�HOHFWUyQLFR�D�WRGDV�
VXV�IDPLOLDV�DFWXDOHV�\�LQYLWHORV�D�
SURPRYHU�VX�SURJUDPD�HQ�)DFHERRN�R�
,QVWDJUDP��6L�QXHYDV�IDPLOLDV�VH�
PDWULFXODQ�D�UHVXOWDGR�GH�OD�SURPRFLyQ��
SXHGH�RIUHFHU�LQFHQWLYRV�FRPR�XQ�PHV�
FRQ�GHVFXHQWR��XQ�VRUWHR�FRQ�SUHPLRV�
R�RWUR�LQFHQWLYR�GH�VX�JXVWR��

'tJDQRV�FyPR�SURPXHYH�VX�
SURJUDPD��4XHUHPRV�HVFXFKDU�GH�
XVWHG��¢7LHQH�DOJ~Q�LQFHQWLYR�
DFWXDOPHQWH�TXH�OH�HVWi�IXQFLRQDQGR"�
&RPSiUWHOR�FRQ�QRVRWURV���

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

(PDLO��LQIR#RFDH\F�FRP
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�WK�4XDUWHU�%XVLQHVV�7LSV

7KH��WK�TXDUWHU�RI�WKH�EXVLQHVV�\HDU�LV�
XSRQ�XV�DQG�DV�VXFK��LW�EULQJV�
RSSRUWXQLWLHV�IURP�EDFN�WR�VFKRRO�
PDUNHWLQJ�WR�WKH�KROLGD\�VHDVRQ�DQG�
HYHU\WKLQJ�LQ�EHWZHHQ��%XW��KRZ�FDQ�
\RX�PDNH�WKHVH�HQG�RI�\HDU�PDUNHWLQJ�
HIIRUWV�PRUH�VXFFHVVIXO"�+HUH�DUH�WKH�
EHVW��WK�TXDUWHU�EXVLQHVV�WLSV�

2IIHUV�IRU�5HJXODU�&XVWRPHUV
7KH�EHVW�PDUNHWLQJ�WLS�IRU�WKH��WK�
TXDUWHU�LV�WDUJHWLQJ�\RXU�DOUHDG\�
HVWDEOLVKHG�FXVWRPHU�EDVH�ZLWK�VSHFLDO�
RIIHUV�RQ�VRFLDO�PHGLD�DQG�WKURXJK�
HPDLO�PDUNHWLQJ��0RUHRYHU��WDLORU�RIIHUV�
ZLWK�D�WLPH�OLPLW��ZKLFK�ZLOO�FUHDWH�D�
VHQVH�RI�XUJHQF\�DQG�GULYH�WKHP�WR�
WDNH�DFWLRQ��&UHDWH�VSHFLDO�ODQGLQJ�
SDJHV�IRU�WKH�RIIHU�DQG�HQVXUH�PRELOH�
UHVSRQVLYHQHVV

&OHDQ�<RXU�'DWD�
'DWD�GHFD\V�RYHU�WLPH��7KH�ORQJHU�LW�
VLWV�LQ�\RXU�GDWDEDVH��WKH�OHVV�UHOLDEOH�LW�
EHFRPHV��,I�\RX¶UH�UHO\LQJ�RQ�HPDLO�
PDUNHWLQJ�WR�GULYH�KROLGD\�DQG�
HQG�RI�\HDU�VDOHV��LW¶V�WLPH�WR�JHW�\RXU�
KRXVH�LQ�RUGHU��

:LWKRXW�IUHVK��DFFXUDWH�DQG�XVHIXO�
GDWD��\RX�FDQ¶W�PDUNHW�HIIHFWLYHO\��
VSHQG�\RXU�EXGJHW�HIILFLHQWO\�DQG�
UHDFK�RXW�WR�ERWK�FXVWRPHUV�DQG�
SURVSHFWV�LQ�PHDQLQJIXO�DQG�
YDOXDEOH�ZD\V�

8WLOL]H�5HIHUUDOV
5HIHUUDOV�DUH�WKH�PRVW�
FRVW�HIIHFWLYH�ZD\�WR�EXLOG�D�
EXVLQHVV��2IIHU�DQ�LQFHQWLYH�IRU�
\RXU�H[LVWLQJ�FXVWRPHUV�LI�WKH\�
EULQJ�D�IULHQG��



$VLVWHQFLD�7©FQLFD�
%ROHWLQ�,QIRUPDWLYR�

&RQVHMRV�SDUD�VX�1HJRFLR�
&XDUWR�7ULPHVWUH

/D�FXDUWD�WHPSRUDGD�GHO�DxR�VH�DFHUFD�
\�WUDH�RSRUWXQLGDGHV�SDUD�SURPRYHU�VX�
QHJRFLR�FRQ�HYHQWRV�FRPR�HO�UHJUHVR�D�
FODVHV�\�OD�WHPSRUDGD�IHVWLYD��3HUR�VDEH�
XVWHG�FyPR�SURPRYHU�VX�QHJRFLR�
GXUDQWH�HVWD�WHPSRUDGD�SDUD�TXH�VHD�
PiV�H[LWRVR"�$TXt�HVWiQ�ORV�PHMRUHV�
FRQVHMRV�SDUD�D\XGDUOR�FRQ�VX�QHJRFLR�

2IHUWDV�SDUD�VXV�FOLHQWHV�UHJXODUHV
(O�PHMRU�FRQVHMR�GH�OD�WHPSRUDGD�HV�
SURPRYHU�VX�QHJRFLR�FRQ�ORV�FOLHQWHV�
TXH�\D�WLHQH�FRQ�RIHUWDV�\�HVSHFLDOHV�
XVDQGR�ODV�UHGHV�VRFLDOHV�\�HO�FRUUHR�
HOHFWUyQLFR��(V�XQD�EXHQD�LGHD�GDU�XQD�
IHFKD�OtPLWH�D�ODV�RIHUWDV�SDUD�TXH�ORV�
PRWLYH�D�WRPDU�DFFLyQ��3XHGH�FUHDU�XQD�
SiJLQD�GH�GHVWLQR�SDUD�ODV�RIHUWDV�SDUD�
TXH�VHD�PiV�DFFHVLEOH�SRU�WHOpIRQR�
PyYLO��

&RQILUPH�ORV�GDWRV��
/RV�GDWRV�SXHGHQ�FDPELDU�DO�SDVDU�HO�
WLHPSR��6L�QR�WLHQH�ORV�GDWRV�GH�VXV�
FOLHQWHV�DFWXDOL]DGRV��VHUi�GLItFLO�TXH�
OHV�OOHJXH�OD�LQIRUPDFLyQ�TXH�OHV�
PDQGH��(V�LPSRUWDQWH�SRQHUVH�DO�
FRUULHQWH�FRQ�ORV�GDWRV�SDUD�TXH�VHD�
PiV�IiFLO�OOHJDU�D�VXV�FOLHQWHV��8VH�VX�
SUHVXSXHVWR�HILFLHQWHPHQWH�SDUD�
SURPRYHU�VX�QHJRFLR�FRQ�VXV�FOLHQWHV�\�
QXHYRV�SURVSHFWRV�

8WLOLFH�ODV�UHIHUHQFLDV
/DV�UHIHUHQFLDV�VRQ�OD�IRUPD�PiV�
HFRQyPLFD�GH�FRQVWUXLU�XQ�QHJRFLR��
2IUH]FD�XQD�HVSHFLDO�D�VX�FOLHQWH�VL�
UHILHUH�D�RWUD�SHUVRQD�VX�QHJRFLR�

(PDLO��LQIR#RFDH\F�FRP



7HFKQLFDO�$VVLVWDQFH�
3URJUDP�1HZVOHWWHU

ŏ2XU�WDVN�LV�WR�KHOS�FKLOGUHQ�FRPPXQLFDWH�
ZLWK�WKH�ZRUOG�XVLQJ�DOO�WKHLU�SRWHQWLDO��

VWUHQJWKV�DQG�ODQJXDJHV��DQG�WR�RYHUFRPH�
DQ\�REVWDFOH�SUHVHQWHG�E\�RXU�FXOWXUH�Ő

/RULV�0DODJXL]]L

:(%6,7(�'(9(/230(17

$V�SDUHQWV�DUH�EHJLQQLQJ�WR�JHW�UHDG\�
WR�UHWXUQ�WR�LQ�SHUVRQ�ZRUN��WKH\�DUH�

VHDUFKLQJ�RQOLQH�IRU�FKLOG�FDUH�RSWLRQV��

'RHV�\RXU�ZHEVLWH�JLYH�HQRXJK�
LQIRUPDWLRQ"�

����RI�FXVWRPHUV�VHDUFK�RQOLQH�IRU�
VHUYLFHV

����KDYH�EHHQ�LQIOXHQFHG�E\�DQ�
RQOLQH�UHYLHZ

����YLVLW�D�SURJUDP�EHFDXVH�RI�DQ�
RQOLQH�H[SHULHQFH

:HEVLWH�(VVHQWLDOV�

�3KRQH�1XPEHU �(PDLO�$GGUHVV
�+RXUV�RI�2SHUDWLRQ �<RXU�/RFDWLRQ
�/LQN�WR�\RXU�)DFHERRN�$�&RQWDFW�)RUP

�/LQN�WR�\RXU�,QVWDJUDP
�3KRWR�RI�WKH�IURQW�RI�\RXU�EXVLQHVV

�3KRWRV�RI�\RXU�SURJUDP
�/RJRV��,FRQV��RU�OLQNV�WR�

SURIHVVLRQDO�RUJDQL]DWLRQV�\RX�
EHORQJ�WR�

/HW� XV� NQRZ� LI� \RX� ZRXOG� OLNH� DQ\�
IHHGEDFN�RQ�\RXU�ZHEVLWH�



$VLVWHQFLD�7©FQLFD�
%ROHW­Q�,QIRUPDWLYR�

(O�'(6$552//2�'(�68�
3È*,1$�:(%

0XFKRV�SDGUHV�GH�IDPLOLD�
FRPHQ]DUDQ�D�EXVFDU�FHQWURV�GH�
FXLGDGR�GH�QLxRV�DO�UHJUHVDU�DO�

WUDEDMR�HQ�SHUVRQD��

(VWi�DFWXDOL]DGD�VX�SiJLQD�ZHE�
FRQ�WRGD�OD�LQIRUPDFLyQ�TXH�
QHFHVLWDQ�ODV�IDPLOLDV"�

(O�����GH�ORV�FOLHQWHV�EXVFDQ�
VHUYLFLRV�HQ�HO�LQWHUQHW��

�(O�����GH�FOLHQWHV�KDQ�VLGR�
LQIOXHQFLDGRV�SRU�FUtWLFDV�TXH�

OHHQ�HQ�HO�LQWHUQHW����

�(O�����GH�FOLHQWHV�YLVLWDQ�XQ�
FHQWUR�D�UHVXOWDGR�GH�XQD�EXHQD�
H[SHULHQFLD�HQ�OD�SiJLQD�ZHE�GHO�

SURJUDPD��

(PDLO��LQIR#RFDH\F�FRP

$UWtFXORV�HVHQFLDOHV�GH�VX�SiJLQD�
ZHE�

�1XPHUR�GH�WHOHIRQR��
�&RUUHR�HOHFWUyQLFR
�+RUDULR�GH�RSHUDFLyQ
�XELFDFLyQ�
�(QODFH�D�VX�IDFHERRN
�)RUPD�GH�FRQWDFWR
�(QODFH�D�VX�,QVWDJUDP�
�)RWR�GH�OD�HQWUDGD�GH�VX�QHJRFLR
�)RWRV�GH�VX�SURJUDPD
�/RJRV��tFRQRV��R�HQODFHV�D�
RUJDQL]DFLRQHV�SURIHVLRQDOHV��



7HFKQLFDO�$VVLVWDQFH�
3URJUDP�1HZVOHWWHU

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

ͩ-ǑĞƛǘ͸ƘƛŵďşĞŨ͸Ňƣ͸ó͸ĹŇĸƱ͢ǒŇƱŁŵƹƱ͸
ƘƛŵďşĞŨƣ͸ǒĞ͸ǒŵƹşė͸ŪŵƱ͸Ĺƛŵǒ͇ͪ͸

͡͸�ŪƱŁŵŪǘ͸§ŵďďŇŪƣ

&$/�6$9(56��0$1'$725<�
5(7,5(0(17�6$9,1*6�
3/$16�,1�&$/,)251,$

&DO6DYHUV�LV�D�PDQGDWRU\�UHWLUHPHQW�
VDYLQJV�SURJUDP��IRUPHUO\�FDOOHG�
6HFXUH�&KRLFH��WKDW�SKDVHV�LQ�
EHJLQQLQJ�LQ�-XO\�RI������DQG�HQWLWOHV�
DOO�HOLJLEOH�&DOLIRUQLD�HPSOR\HHV�WR�
UHJLVWHU�IRU�D�UHWLUHPHQW�SURJUDP��
(PSOR\HUV�ZLWK�ILYH�RU�PRUH�HPSOR\HHV�
KDYH�WZR�FKRLFHV��
���7KH\�DUH�UHTXLUHG�WR�SURYLGH�D�
UHWLUHPHQW�SODQ�IRU�WKHLU�ZRUNHUV��RU�
���7KH\�KDYH�WR�UHJLVWHU�IRU�WKH�
&DO6DYHUV�SODQ�DQG�IDFLOLWDWH�WKH�
HPSOR\HHV¶�FRQWULEXWLRQV�WR�,QGLYLGXDO�
5HWLUHPHQW�$FFRXQWV��,5$V���'HDGOLQHV�
IRU�FRPSOLDQFH�YDU\�DFFRUGLQJ�WR�WKH�
QXPEHU�RI�HPSOR\HHV�LQ�WKH�FRPSDQ\�

9LVLW�WKHLU�ZHEVLWH�IRU�PRUH�LQIRUPDWLRQ�
KWWSV���HPSOR\HU�FDOVDYHUV�FRP�

https://employer.calsavers.com/


$VLVWHQFLD�7©FQLFD�
%ROHW­Q�,QIRUPDWLYR�

&$/�6$9(56��3/$1��'(�
$+25526�3$5$�/$�

-8%,/$&,Ï1�2%/,*$725,2

&DOVDYHUV��DQWHULRUPHQWH�OODPDGR�
6HFXUH�&KRLFH��HV�XQ�SURJUDPD�GH�SODQ�
GH�DKRUURV�SDUD�OD�MXELODFLyQ�REOLJDWRULR���
(PSH]DQGR�MXOLR�GH�������HPSOHDGRV�GH�
&DOLIRUQLD�SXHGHQ�UHJLVWUDUVH�SDUD�XQ�
SODQ�GH�UHWLUR��(PSOHDGRUHV�FRQ�PiV�GH�
��HPSOHDGRV�WLHQHQ�GRV�RSFLRQHV�
���(PSOHDGRUHV�WHQGUiQ�TXH�RIUHFHU�XQ�
SODQ�GH�UHWLUR�D�VXV�HPSOHDGRV�R
���7HQGUiQ�TXH�UHJLVWUDUVH�SDUD�HO�
SURJUDPD�GH�&DOVDYHUV��\�IDFLOLWDU�ODV�
FRQWULEXFLRQHV�TXH�VXV�HPSOHDGRV�
KDJDQ�D�XQD�,5$��&XHQWD�GH�-XELODFLyQ�
,QGLYLGXDO�,5$���/DV�IHFKDV�GH�SOD]R�
SDUD�FXPSOLU�FRQ�HO�UHTXLVLWR�GHSHQGH�
GHO�Q~PHUR�GH�HPSOHDGRV�HQ�OD�
FRPSDxtD�

9LVLWH�OD�SiJLQD�ZHE�SDUD�PiV�
LQIRUPDFLyQ�
KWWSV���HPSOR\HU�FDOVDYHUV�FRP�

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

(PDLO��LQIR#RFDH\F�FRP

https://employer.calsavers.com/


7HFKQLFDO�$VVLVWDQFH�
3URJUDP�1HZVOHWWHU�

%XVLQHVV����'D\V�RI�
&KULVWPDV�

&/,&.�+(5(�WR�VHH�KRZ�WR�LPSOHPHQW�
WKHVH�%XVLQHVV����GD\V�RI�&KULVWPDV�

���6HW�*RDOV
���3ODQ�LQ�$GYDQFH
���'R�<RXU�&KULVWPDV�6KRSSLQJ�(DUO\
���3UDFWLFH�D�6DIH�+ROLGD\
���*LYH�%DFN
���+LUH�6HDVRQDO�6WDII
���8VH�6ORZ�'D\V�WR�<RXU�$GYDQWDJH
���%H�&DUHIXO�:LWK�%XGJHWLQJ
���$GG�+ROLGD\�7KHPHV�WR�0DUNHWLQJ
����5HYLHZ�<RXU�:HEVLWH
����&DSLWDOL]H�RQ�7UHQGV
����7DNH�&DUH�RI�(PSOR\HHV

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

https://www.calendar.com/blog/12-days-of-business-calendar-christmas-tips-for-a-successful-december/


$VLVWHQFLD�7©FQLFD�
%ROHW­Q�,QIRUPDWLYR�

£���GtDV�ODERUDOHV�GH�1DYLGDG�

£+$*$�&/,&�$48Ë�SDUD�YHU�FyPR�
LPSOHPHQWDU�HVWRV����GtDV�FRPHUFLDOHV�
GH�1DYLGDG�

���(VWDEOHFHU�PHWDV
���3ODQLILTXH�SRU�DGHODQWDGR
���+DJD�VXV�FRPSUDV�QDYLGHxDV�
WHPSUDQR
���3UDFWLTXH�XQDV�YDFDFLRQHV�VHJXUDV
���'HYROYHU�D�OD�FRPXQLGDG�
���&RQWUDWDU�SHUVRQDO�GH�WHPSRUDGD
���$SURYHFKH�ORV�GtDV�OHQWRV
���7HQJD�FXLGDGR�FRQ�HO�SUHVXSXHVWR
���$JUHJXH�WHPDV�GH�OD�WHPSRUDGD�D�OD�
PHUFDGRWHFQLD
����5HYLVH�VX�VLWLR�ZHE
����$SURYHFKH�ODV�WHQGHQFLDV
����&XLGH�D�VXV�HPSOHDGRV

127(6�6(&7,21�
+RZ�FDQ�WKLV�UHVRXUFH�EH�

EHQHILFLDO�WR�\RX"
�ZULWH�WKHP�KHUH��6(&&,Ï1�

'(�127$6�
¢&yPR�SXHGH�EHQHILFLDUWH�

HVWH�UHFXUVR"
�HVFUtEHORV�DTXt�

(PDLO��LQIR#RFDH\F�FRP

https://www.calendar.com/blog/12-days-of-business-calendar-christmas-tips-for-a-successful-december/
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'LG�<RX�.QRZ" :HEVLWH�(VVHQWLDOV
3KRQH�1XPEHU
(PDLO�$GGUHVV

+RXUV�RI�2SHUDWLRQ
<RXU�/RFDWLRQ

/LQN�WR�\RXU�)DFHERRN
$�&RQWDFW�)RUP

/LQN�WR�\RXU�,QVWDJUDP
3KRWR�RI�WKH�IURQW�RI�\RXU�

EXVLQHVV
3KRWRV�RI�\RXU�SURJUDP
/RJRV��,FRQV��RU�OLQNV�WR�

SURIHVVLRQDO�RUJDQL]DWLRQV�\RX�
EHORQJ�WR

'RHV�\RXU�ZHEVLWH�JLYH�HQRXJK�
LQIRUPDWLRQ"

����RI�FXVWRPHUV�VHDUFK�RQOLQH�
IRU�VHUYLFHV

����KDYH�EHHQ�LQIOXHQFHG�E\�DQ�
RQOLQH�UHYLHZ

����YLVLW�D�SURJUDP�EHFDXVH�RI�DQ�
RQOLQH�H[SHULHQFH



'HVDUUROOR�GH�3DJLQDV�:HE

6DEH�XVWHG"
(VHQFLDOHV�GH�XQD�

S¡JLQD�ZHE
1XPHUR�GH�WHOHIRQR
&RUUHR�HOHFWU³QLFR
+RUDULR�GH�QHJRFLR

8ELFDFL³Q
(QODFH�D�VX�)DFHERRN
8QD�IRUPD�GH�FRQWDFWR
(QODFH�D�VX�,QVWDJUDP

8QD�IRWR�GH�OD�HQWUDGD�D�VX�FHQWUR
)RWRV�GH�VX�SURJUDPD

/RJRV��,FRQRV��R�HQODFHV�D��
RUJDQL]DFLRQHV�SURIHVLRQDOHV�

6L�KD\�VXILFLHQWH�LQIRUPDFL³Q�HQ�VX�
S¡JLQD�ZHE"

(O�����GH�FOLHQWHV�EXVFDQ�VHUYLFLRV�
SRU�LQWHUQHW"

(O�����DQ�VLGR�LQIOXHQFLDGRV�SRU�XQ�
FRPHQWDULR�TXH�YLHURQ�HQ�OLQHD"

�(O�����YLVLWD�XQ�SURJUDPD�SRU�XQD�
EXHQD�H[SHULHQFLD�HQ�OD�S¡JLQD�ZHE�



We Are Here to Help!
On behalf of the the Orange County 

Association for the Education of Young 
Children (OCAEYC), we hope that this toolkit 

will serve as a resource to all of our child care 
providers throughout Orange County. 

Together, we can continue to serve children 
and their families by providing them a safe and 

supportive space each day.

Chris Becerra, Ed.D
Project ConsultantWebsite: www.ocaeyc.com

Email: info@ocaeyc.com


