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Mission Statement

The mission of Siskiyou Child Care Council is to enhance the quality of life in Siskiyou County, by promoting the healthy growth and development of children and families through the provision of quality family, provider and child care services.

Parent’s receiving child care payment assistance services are expected to follow their child care provider’s policies and procedures, in addition to those of Siskiyou Child Care Council (SCCC).

NOTE:  When used in this Handbook, the term “parent” refers to a biological parent, adoptive parent, stepparent, foster parent, caretaker relative, legal guardian, domestic partner of the parent, or any other adult living with a child who has the responsibility for the care and welfare of the child.
Enrollment for Services
At enrollment, parents must provide proof of eligibility and need for child care.  Additional information about the family and child is gathered at that time, and program policies and procedures are explained.  Enrollment must be complete before child care services can start.
Eligibility Requirements

Subsidized child care is only available when care for the child is not otherwise provided by school, or another person or entity, such as a State-funded after-school program. To be eligible for Child Care Payment Assistance, the child, unless homeless, must live in California, and the family must be:
· Income eligible.

· CalWORKS/cash aid recipient
· Homeless.
· Receiving child protective services, or have a child who is at risk of abuse, neglect, or exploitation.
Need Criteria

To have a recognized need for child care, the parent, and any other adult counted in the family size, must be:
· Employed or self employed
· Seeking employment 
· Participating in a training or academic program with a vocational goal
· Engaged in an Educational program for English Language Learners or to attain a high school diploma or educational development certificate.
· Homelessness
· Seeking permanent housing 
· Parental Incapacitation
· Receiving child protective services or child’s at risk of abuse, neglect or exploitation
12 Month Eligibility and Income Reporting
Once the parent’s application for services is approved, the family’s services is certified for not less than twelve (12) months.  The family is considered to meet the eligibility and/or need requirements for not less than 12 months.  
Family is responsible and shall report changes to their income during the 12-month eligibility period when adjusted monthly income for their family size exceeds the eighty-fifth percent (85%) of State Median Income. 

Families have the right to voluntarily report changes to their income to reduce family fee, and to increase family’s services.  Supporting documentation to verify change must be collected by SCCC staff before the change can take effect. 

Reduction to Family’s Service Level

SCCC will not be able to make a reduction to a family’s services level once established, unless the parent submits a written request that includes days and hours per day requested, effective date of proposed reduction of service level, and acknowledge in writing they understand that they may retain their current services level. 

Continuing Eligibility/Recertification
Parents must be recertified once each contract period, no sooner than 12 months from when they were last certified. If recertification is not completed on their recertification due date, a notice of action will be issued terminating child care services 19 days from due date.  At recertification, current eligibility and need documentation is gathered, and continuing eligibility considered.  

Monthly Family Fees
In addition to a share of cost, parents may be required to pay a monthly family fee.  
· Monthly fees are determined by the state, based on family size, gross monthly income, and hours per month of child care. 
· For families with more than one child receiving care, fees are charged for the child who utilizes the most care. 
· Families in which any individual counted in the family size is receiving CalWORKs cash aid are exempt from paying family fees.  
· Families receiving services because the child is at risk of being neglected or abused or children who are recipients of Child Protective Services may be exempt from paying fees if requested by the referrant.
Monthly Family fees are billed by SCCC once each month, and must be paid in advance of the month for which care is provided.  
· Monthly Family fees must be submitted directly to SCCC, P.O. Box 500, 

Weed, CA 96094 and are delinquent if not received by 5pm on the 7th of the following   month.  For instance:  
· July Monthly Family fees will be billed by the 15th of June, and are due no later than 5pm on June 30, they become delinquent at 5pm on July 7.  

· If fees are delinquent, a Notice of Action to terminate services will be issued.  SCCC will accept a reasonable plan for payment of past due Monthly Family fees, as long as current fees continue to be paid in full.   
· Parents must contact their eligibility worker to set up a payment plan for delinquent fees.
· Services are terminated for delinquent Monthly Family fees must wait at least 30 days from the effective date on the NOA, and pay all delinquent Monthly Family fees, before they can again be considered for services from SCCC.  
Parents Participating in a Training or Academic Program
Parents participating in a training or academic program shall provide SCCC documentation of the days and hours of the vocational training such as a current class schedule, educational plan, and a training verification with institution registrar’s signature or stamp.  The child care schedule will be based upon the parent’s class schedule, including class time, study time, and reasonable transportation time.  
Child care will only be reimbursed for classes and training that lead directly to attainment of the parent’s vocational goal. Services may be provided for classes related to the GED test or English Language if such courses support the attainment of the parent’s vocational goal.  Child care will be limited to 6 years from the start of services, or 24 semester units after earning a Bachelor’s degree, whichever comes first.  If the parent changes their vocational goal, services will be limited to the time or units remaining from the initial service date.
Students are expected to utilize funding in the most conservative manner possible, setting their class schedule to avoid lengthy gaps between classes, and minimizing transportation time.
Ongoing eligibility for services based on vocational training is contingent upon making adequate progress.  At recertification, the parent shall provide documentation of the adequate progress from the most recently completed semester, quarter or training period. The parent shall obtain a grade point average (GPA) of 2.0. The first time the parent does not meet adequate progress, the parent may be recertified and continue to receive ongoing services for no less than twelve months. If the parent fails to make adequate progress, the family shall be disenrolled from the program. 

Approved Child Care Schedule / Attendance Record
Child Care Attendance Records are used to document child care attendance.  As a courtesy to parents, Attendance Records are sent directly to their child care provider.  

If a provider does not receive an Attendance Record for a child before the first day of the attendance period, it is best to call SCCC program staff to find out why.  
The Attendance Record notes the child care schedule, based on the certified need of the family.  The child care schedule is the maximum number of hours allowed for the child.  If a parent uses more child care hours than the maximum, it is the parent’s responsibility to pay the difference to the provider.  However, there may be circumstances in which SCCC can pay for the extra care provided.  
Broadly Consistent Policy  14-01
Case Managers are responsible for reviewing Attendance Records to determine if the days and hours of services used by the parent were “broadly consistent” with the certified hours.   Factors to determine broadly inconsistent use of care would be:  

1) Anything that would cause a change in the parent fee (full time to part time or vice versa);

2)  Anything that would cause the agency to change the RMR ceiling chosen based upon the certified need (full time to part time or vice versa) ;

3) Anything that does not match the certified or verified need for care.

If review of the Attendance Record indicates the services used by the parent were inconsistent with the services authorized, the case manager shall contact the parent.  

Steps to correct the inconsistency of attendance:

1. When attendance is not matching the certify need of the family, we will immediately call the parent to see if there is a change in their child care need. 
2. If there is a change in need the family will be encourage to submit a written request to reduce their level of service, or required submit documentation to verify their need for the increase in their level of services. 
3. If attendance records are coming back blank for 30 consecutive days and the parent is not responding to phone calls, messages, or mail request, your case will be considered abandoned and terminating notice of action will be issued. 

Completing the Attendance Record
It is the parent’s responsibility to make sure the Attendance Record is completed correctly.  
In order to ensure prompt reimbursement, the following guidelines for completion should be followed.
· Parents or their authorized representative are required to indicate the actual time their child enters and leaves the child care facility on a daily basis.  Full parent or their authorized representative’s signature, in the same color of ink, are required.
Documenting Split Shifts

When a child leaves for school from the child care program, and returns from school to the child care program, the child may be signed “in” and “out” by the provider.  However, the parent, or their authorized representative, must still sign the child “in” at the beginning of the day as well as “out” at the end of the day.  This format is also used when a child goes to another program or activity during the day.

When schedules are split between two days, the child must be signed “in” on the day the child arrives, and “out” on the day the child leaves.  If the parent drops the child off at 10:30pm on the 1st, picks the child up at 8:00am on the 2nd, and goes back to work at 10:30pm that night.
If we notice errors in the way Attendance Records are completed, we will utilize the following steps:
1. If we find an error, we will immediately call the parent to attempt to correct the issue over the phone.

2. If this same error occurs on a future Attendance Record, the parent will be asked to come into our office to be shown how to complete Attendance Records.

3. If this error is ongoing, parents may have their child care services terminated. 
Absences
Each day of the approved child care schedule must be accounted for on the Attendance Record.  Payment will be made for approved days and hours of child care and documented absences if it is the usual and customary policy of the provider to charge for absences.  Exception:  Providers serving families with variable schedules (i.e. up to 40 hours per week) will be paid for actual attendance, up to the maximum number of hours indicated on the Attendance Record/Certificate.
Reimbursement for Child Care
Reimbursement for child care is issued directly to providers. 
If the parent chooses a provider to do the care in the child’s home, the provider is classified as a domestic service worker under the Fair Labor Standards Act, United States Code, Section 206(a), and covered under the minimum wage laws.  The parent is considered their employer.  As such, the parent must provide SCCC with copies of their employer documents filed with the appropriate Federal and State agencies, copies of check stubs to the provider, and copies of any required withholding tax payments for an amount that in conjunction with the reimbursement, inclusive of any parent fee, equals or exceeds minimum wage.  If the parent does not provide SCCC with this documentation, SCCC will not pay for child care done in the child’s home.
Child care providers are NOT employees of Siskiyou Child Care Council, but are independent business persons who operate child care businesses.  This is important to remember when considering filing for unemployment compensation.
To be paid promptly, Attendance Records must be received by SCCC no later than 5 days after the last effective date on the Attendance Record.  For example, Attendance Records dated January 1-31 are considered late after 5pm on the 5th of February.  However, if the 5th falls on a weekend or holiday, Attendance Records are considered late after 5pm on the first business day following the 5th of the month.  For Attendance Records received after the above mentioned deadline and before the 20th of the month, reimbursement will be processed for the last day of the month.  Attendance Records received after the 20th will be set aside until the next processing period, delaying payment approximately two weeks.  

Complete and accurate Attendance Records will be date stamped and processed for payment.  Incomplete or inaccurate Attendance Records will be set aside for follow-up with the parent. 
Payment will not be approved for an Attendance Record that is received more than 60 calendar days after the due date.
SCCC’s fiscal year ends June 30th.  Without an approved extension, Attendance Records received after July 5th will not be paid.

SCCC mails checks to providers by 5:00 pm on the 15th, and the last day, of each month.  They are not available to be picked up.  Delays in the adoption of a state budget may influence SCCC’s ability to meet this commitment.  If this occurs, providers will be notified.  
UNAUTHORIZED USE OF CARE

Parents will be responsible for payment of any care used that does not meet the need or eligibility requirement.   If the provider has been paid for any time that the parent was not certified for, the parent will be billed by SCCC for the unauthorized amount. If the provider has not been paid, the parent will be responsible for the payment of unauthorized care to the provider. 

Depending on the seriousness of each parent’s case, SCCC may also issue a termination Notice of Action for failure to follow program rules or for using unauthorized care.

Parents whose services are terminated for the reasons above will not be eligible for services, unless they have:

· SCCC Executive Director’s approval AND;  

· All outstanding payments for overpayment to the provider have been paid in full to SCCC AND; 

· It has been at least 30 days from their termination date AND;

· If there’s a waiting list for services; the parent must apply to be put on the list.

Referrals to Providers/Parent Choice
Information on how to select a child care provider is provided to parents along with referrals to child care programs.  SCCC staff do not endorse, rate, recommend, or evaluate programs or providers—each parent is strongly encouraged to carefully interview and visit a prospective provider or several providers before making a decision.
Parent’s Share of Cost
Parents are responsible for child care expenses not paid by SCCC.  Those expenses are paid directly to the provider.   Parent’s share of cost may be affected by a change in providers, child care schedules, provider rate/fee changes, the child’s age, or changes to the market rate ceilings.  
SCCC pays providers in accordance with the provider’s usual and customary rate schedule, as long as the charges fall within the market rate ceiling for Siskiyou County.  When providers charge fees such as insurance, and registration fees, SCCC will pay these only if the total of the rate plus the fees does not exceed the rate ceiling. 
Non-Discrimination Clause
SCCC does not discriminate on the basis of sex, sexual orientation, gender, ethnic group identification, race, ancestry, national origin, religion, color, or mental or physical disability, in determining which children are served.  SCCC welcomes the enrollment of children with disabilities, understands the requirements of the Americans with Disabilities Act (ADA) to make reasonable accommodations for such children, and implements those accommodations.
Confidentiality of Records

The use or disclosure of information maintained in parent and provider files will be limited to SCCC staff, representatives of the funding sources, Community Care Licensing, and other authorized entities.  Normally, information will not be released without prior written permission.  Upon written request, parents and providers may access information in their file in the presence of a SCCC staff member.  Nothing in the file may be removed by the parent.
Parents and providers should be aware that program staff, during the course of administering the program, may exchange information with the Child Care Food Program, and Resource and Referral Program.
Denial/Termination of Payment Assistance Services
The following are grounds for denial/termination of services:

· Failure to follow SCCC’s policies and procedures.

· Falsification of information required by SCCC.

· Failure to provide required paperwork, failure to respond to messages.
· Abandonment of services and parent is not responding to phone calls, messages or mail. 
· Non-payment, or late payment, of parent fees.

· Lack of cooperation with program staff.
· Threatening the mental or physical well-being of SCCC staff, including verbal abuse.
Appeal Procedure for Parents
If a parent disagrees with an action, the parent must file a request for a hearing with SCCC within 14 days of the date the Notice of Action (NOA) was received, if mailed, the 14 calendar day period is extended by five (5) calendar days. 

· Upon filing a request for a hearing, the intended action will be suspended until the review process has been completed.
· Within 10 days following the receipt of the request for a hearing, SCCC will notify the parent of the time and place of the hearing.  The time and place of the hearing will, to the extent possible, be convenient for the parent.  The hearing will be conducted by SCCC’s Executive Director.
· The parent, or parent’s authorized representative, is required to attend the hearing.  
· If the parent, or the parent’s authorized representative, fails to appear at the hearing, the appeal will be deemed abandoned.  If requested by the parent, SCCC will arrange for the presence of an interpreter at the hearing.

The Executive Director will explain, to the parent, why SCCC is taking the intended action.  During the hearing, the parent will have an opportunity to explain why they believe SCCC was incorrect.  SCCC staff will present any material facts which may have been omitted by the parent.

· The Executive Director will mail a written decision to the parent within 10 days after the hearing.  
· If the parent disagrees with the decision, the parent has 14 calendar days from the date of that decision to appeal to the EESD’s Early Education and Support Division (EESD).  
· If the parent does not submit an appeal to the EESD within 14 calendar days, the appeal will be deemed abandoned, and SCCC will implement the intended action.

Submit the appeal to:

California Department of Education

Early Education and Support Division
Attention:  Appeals Coordinator

1430 N Street, Suite 3410

Sacramento, California 95814

The parent will specify, in the appeal, the reason(s) why they believe SCCC’s decision was incorrect.  A copy of SCCC’s Notice of Action, and written decision, must be submitted with the appeal.  To insure that SCCC will not take action on the date specified, the parent must send a copy of the appeal to SCCC.

Upon receipt of an appeal, the EESD may request copies of the basic data file and other relevant materials from SCCC.  The EESD may conduct investigations, interviews or mediation necessary to resolve the appeal.

The decision of the EESD will be mailed to the parent and SCCC within 30 days after receipt of the appeal.

SCCC will comply with the decision of the EESD immediately upon receipt thereof.  If SCCC’s determination that the family is ineligible is upheld by the EESD, services to the family will cease upon receipt of the EESD’s decision.

No expense incurred by the parent in the course of preparing or submitting the appeal will be paid by SCCC.
Requirements for Provider Participation

Providers must sign a Statement of Understanding/Guidelines verifying they:

· Agree to submit, to SCCC, a valid child care license issued by Community Care Licensing (CCL).  If considered to be exempt from licensure, register under the TrustLine system.  (Some exempt providers, who are related to the child, are not required to be TrustLine registered)  

· Agree to complete and submit to SCCC all applicable forms.

· Agree to provide SCCC with a self-generated statement of the child care facility’s usual and customary rates and fees for child care, and their hours and days of operation.  When a provider submits a rate change, SCCC requires 2 weeks notice before the change can take effect.
· Agree to not discriminate on the basis of sex, sexual orientation, gender, ethnic group identification, race, ancestry, national origin, religion, color, or mental or physical disability, in determining which children are served.  SCCC welcomes the enrollment of children with disabilities, understands the requirements of the Americans With Disabilities Act to make reasonable accommodations for such children, and implements those accommodations.

· Agree to allow parents unlimited access to their children.

· Agree to provide accurate, complete and legible attendance documentation in accordance with SCCC policies.

· Agree, if exempt from licensing, to successfully complete pediatric First Aid, and Adult, Child and Infant CPR within 60 days from the provider orientation.  To continue receiving payment from SCCC, training must be kept current.  
Providers will receive notice of the above at their orientation.  If Trustline and CPR/First Aid requirements are not met by the timelines given at orientation, the parent will receive notification that child care payments will stop.  Time that elapses between the final date of payment and successful completion of the requirements will not be reimbursed.
The occurrence of any of the following is cause for immediate termination of payment to, and agreement with a provider:
· The wrongful death of a child in care.
· The physical, sexual, or emotional abuse of a child in care.
· An act of violence occurring while a child is in care.
· A child in care is missing from the facility without being signed out.
· An incident that threatens the health or safety of a child in care.
· Exhibiting hostile, non-cooperative or threatening behavior towards SCCC staff.

· Unsafe physical environment

· Numerous complaints

· Revocation of CCL license

Providers must notify SCCC immediately whenever they are in violation of Community Care Licensing regulations.  
Religious Instruction
Provider’s shall not provide or be reimbursed for child care and development services which include religious instruction or worship.
Procedure for Changing Providers
Parents have the right to change providers at any time.  However, it is the parent’s responsibility to contact program staff to determine that the new provider is eligible to receive reimbursement.  
Complaints Against Providers
Only complaints about health and safety issues will be considered.
Parents using license-exempt care may file a complaint against the provider using the following procedure:
· The complaint must be in writing, include the nature of the complaint, the time and date of occurrence, the name and address of the provider and shall be signed and dated by the parent. Complaints will be deemed substantiated solely by the parent’s written declaration. Upon receipt of a complaint, SCCC will inform the license-exempt provider of the parent’s complaint and inform the provider of their right to submit a written rebuttal.
Parents will be advised that serious health and safety issues should be referred to Siskiyou County Child Protective Services.
A record will be kept of parental complaints concerning an exempt provider’s failure to meet the standards specified in the Health and Safety Self-Certification.  This information will be available upon request.
Parents using licensed care may file a complaint against a provider using one of the following procedures:
· Call Community Care Licensing @ 530-895-5033 directly.

Note:  Parents have the right to call Community Care Licensing to see if complaints have been lodged against a provider they are using, or are considering using.

- or -
· Call SCCC and explain the health and safety concern.  If there is indication of a licensing violation, the complaint will be passed on to Community Care Licensing.  
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