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Introduction
Welcomel!

Parents who participate in CalWORKSs have many child care options available to them.

These options and services are paid for with
Tides Family Services manages these child care dollars on behalf of the County of

Humboldt, Department of Health and Human Services (DHHS).

This handbook describes how the child care program works, and the rules that apply to
parents and providers in order for child care services to be partly or wholly reimbursed.

Parent Eligibility

In order to qualify for financial help with the cost of child care, parents must first be

authorized for a schedule by their CalWORKSs case manager. Changing Tides Family
Services6 staff generates a Notice of Action
(ACCS). The ACCS usually matches the amount of time the parent is in a CalWORKs

authorized activity. The ACCS may also include approved study time, travel time, or

sleep time.

Changing Tides Family Services will normally never reimburse more child care services
than are documented on the ACCS.

Selecting a Child Care Provider

Parentscan meet with Changing Tides Family Servi ce¢
with Cal WORKs staff at the Countyébés 929 Koste
Resource Center, if so arranged. Drop in services are available at the Koster location.

Parentsmay al so call Changing Ti d@&4&l7drf268184V00 Ser vi ¢
schedule an appointment.

Changing Tides Family Servicesodo staff can off
e Child care referrals to providers who have openings
¢ Information about how to choose quality child care
e Information about how to help a parentds
reimbursements
e Information about how to sign up a provider to receive Stage 1
reimbursements
e Help in understanding Stage 1 child care rules
Parents may select from many child care options:
e Licensed child care centers
Licensed exempt centers (usually after-school child care on school sites)
Licensed family child care homes
Family members
Friends or neighbors
Child care provided by a religious entity
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Important guidelines apply to each of these options.

When choosing a child care provider, parents
familydéds schedule, age of the child(ren), pro
location, and quality enhancements (such as meal service or transportation)

Although Stage 1 funds may be temporarily reimbursing part or all the expense of the

child care selected, it iIis the parentds respo
program requirements. For example, the provider may ask the parent to sign a

contract which outlines the providerdés rates

pay for any expense of child care that is not reimbursed through Changing Tides Family
Services. This is called a co-pay and is quite common.

Providers are not employees of Changing Tides

activity hours change or should the providero
responsible for all charges owed to the provider.
Parents are encouraged to visit prospective providers, observe their care giving style,
and ask about how their care will assist their child to grow and develop.
Please take note of the following:
e Parents are not authorized to make a commitment to a provider that either the
DHHS or Changing Tides Family Services will pay for part or all of their care.
Such a commitment can only be made after all of the proper steps have been
foll owed and DHHS has fAsigned offo.
¢ If choosing an individual who is exempt from licensure (family member, friend,
neighbor), the individual must clear a Child Welfare Services background check.
In some cases the individual must additionally be cleared through the TrustLine
fingerprint process prior to any reimbursement. The TrustLine process can take
weeks or months.
e The State of Californiasactoes mgo uetegsi pe
a credentialed teacher. This setting is not considered child care and will not be
reimbursed.

The parent is encouraged to select a primary provider. The program does not allow

parents to select 2 (or more) providers and split the care hours for one child, if any
providerds schedule can fully accommodate the
Licensed providers are required by law to make available copies of licensing visits made

to their homes or centers. Parents/guardians are strongly encouraged to call

Community Care Licensing at (707) 445-6650, and ask about the complaint history

of any licensed provider. Licensed providers are also required to give parents

notice of their rights and to provide parents with information regarding licensing

visit reports.
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Changing Tides Family Services maintains a record of parental complaints regarding
exempt providers.

Specific rules apply to the process for selecting an individual exempt provider. Exempt
providers that must complete TrustLine will not be reimbursed until the clearance is
received. Prior to a provider being approved, the following must be completed and
submitted to Changing Tides Family Services.

Required documentation includes:
o Completed packet, depending on care setting (see below)
e Completed W-9,

e Providerdés statement of rates and policie
Tides Family Services reserves the right
full cost rate from full cost parents or through the Resource and Referral
database.

Every child care provider must be 18 years of age or older.

All providers will be required to sign the AP
indicates they understand how to participate in the program and that they agree to abide

by program rul es. There is a fipacketo type f

Licensed child care homes and licensed center-based providersd must submit
e A copy of the current facility license, with verification that fees to Community
Care Licensing are current
e Copy of current rates/ policies put forth to the general public
¢ Annual update verifying that licensing fees have been paid

License exempt centersd must submit
e Copy of current rates/policies as put forth to the general public
e Documentation of why the center is exempt from licensure

Exempt Relatives Out-of-Home (by blood, marriage, or court decree - aunts, uncles,
grandparents) must submit:
o Exempt Provider Payment Authorization form completed by both parent and
provider
e A statement completed by the provider of their rates and policies, signed by the
parent
e Proof of physical address of residence (a utility bill for example)
e A Declaration of Exemption from TrustLine Registration Form/Health and Safety
Self-Certification completed by both parent and provider
e Health and Safety Checklist completed by both parent and provider
Copy of valid photo ID (Changing Tides Family Services staff will inform the
provider which forms of ID are acceptable) to document that the provider is 18
years of age or older.
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Exempt Relatives In-Home, care where the child resides (by blood, marriage, or court
decree - aunts, uncles, grandparents) must also submit:
e Exempt Provider Payment Authorization form completed by both parent and
provider
e A statement completed by the provider of their rates and policies, signed by the
parent
e Proof of physical address of residence (a utility bill for example)
e Health and Safety Checklist completed by both parent and provider
e A Statement of Understanding regarding in-home care and the obligations of the
parent as an employer
e Copy of valid photo ID (Changing Tides Family Services staff will inform the
provider which forms of ID are acceptable) to document that the provider is 18
years of age or older.

Exempt Non-Relatives Out-of-Home (siblings, great-aunts/uncles, great-
grandparents, neighbors, etc.) must complete and submit the following:

e Proof of TrustLine clearance. Child care reimbursements cannot be made to
exempt, non-relative providers until after TrustLine clearance is received in
writing at Changing Tides Family Servicesbo
a TrustLine clearance, the potential provider should contact our staff for an
appointment to complete the LiveScan application and receive information on the
LiveScan fingerprint process.

e Exempt Provider Payment Authorization form completed by both parent and
provider

¢ A statement completed by the provider of their rates and policies, signed by the
parent

e Proof of physical address of residence (a utility bill for example)

Health and Safety Checklist completed by both parent and provider

e Copy of valid photo ID (Changing Tides Family Services staff will inform the
provider which forms of ID are acceptable) to document that the provider is 18
years of age or older.

Exempt Non-Relatives In-Home, care where the child resides (siblings, great-
aunts/uncles, great-grandparents, neighbors, etc.) must complete the following and
submit to Changing Tides Family Services in order for child care to be authorized:

e Proof of TrustLine clearance. Child care reimbursements cannot be made to
exempt, non-relative providers until after TrustLine clearance is received in
writing at Changing Tides Family Services?o
a TrustLine clearance, the potential provider should contact our staff for an
appointment to complete the LiveScan application and receive information on the
LiveScan fingerprint process.

e Exempt Provider Payment Authorization form completed by both parent and
provider

e A statement completed by the provider of their rates and policies, signed by the
parent

e Proof of physical address of residence (a utility bill for example)

e Health and Safety Checklist completed by both parent and provider
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¢ A Statement of Understanding regarding in-home care and the obligations of the
parent as an employer

e Copy of valid photo ID (Changing Tides Family Services staff will inform the
provider which forms of ID are acceptable) to document that the provider is 18
years of age or older.

TrustLine is the California registry of in-home child care providers who have passed a
background screening. All caregivers listed with TrustLine have been cleared through a
fingerprint check of records at the California Department of Justice. This means that
they have no disqualifying criminal convictions or substantiated child abuse reports in
California.

Parents can check if a provider is registered on TrustLine by calling 1-800-822-8490
and giving the personods full name, driversos
identification.

If the parent wishes to use a provider who must be TrustLine cleared, here are the
steps:

e The parent notifies their CalWORKSs case manager that child care is needed
and submits the required documentation to their worker within 30 calendar
days.

e The CalWORKs case manager contacts Changing Tides Family Services
staff to set up a TrustLine appointment with the provider.

e The Changing Tides Family Services staff will call the provider to schedule a
TrustLine appointment.

¢ At the scheduled appointment, the provider will be referred to a local law
enforcement agency

e The local law enforcement agency will require:

-The providerés current, wvalid form of ph
provider is at least 18 years of age. The valid form of identification must be
one of the following 4 types:
e California drivero6s | icense
e California ID card
e Permanent Resident card
e Other U.S. state numbered photo ID card with expiration date
e Within 7 calendar days after receiving the LiveScan/TrustLine packet, the
provider must submit the completed packet to Changing Tides Family
Services.
e TrustLine officials will contact Changing Tides Family Services directly if a
provider has fAclearedo or been fidenied?o
weeks.

Reimbursement to a child care provider who must go through the TrustLine process can
be made retroactively only for a period of 120 days from the TrustLine registry date
back to the date that services were both requested and provided. If the request date
differs from the first day of services provided, the latter of the two dates is selected.
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Changing Tides Family Services must receive authorization for retroactive payments
from the CalWORKSs case manager.

If the parent begins using a licensed provider, exempt relative, or previously TrustLine
cleared provider, prior to requesting services from their CalWORKs Case Manager, the
CalWORKs Case Manager may authorize 30 day retroactive reimbursement. Changing
Tides Family Services must receive authorization for retroactive payments from the
CalWORKSs case manager.

Child Care Providers Are Independent Contractors

The relationship between Changing Tides Family Services and any provider is that of
independent contractor. Any provider is neither an employee nor agent of Changing
Tides Family Services.

Address changes, fee changes, license information

Each child care provider must notify the Changing Tides Family Services office within 5
calendar days and in writing of any change in address, rates, or license information.
Although providers are free to increase or decrease their rates at any time and as many
times as they wish, Changing Tides Family Services will honor only one rate change per
fiscal year.

How Providers Get Reimbursed
After a parent is authorized and the provider is approved, Changing Tides Family
Services sends the provider

1) An Authorized Child Care Schedule (ACCS)

2y Daily Attendance Sheets (DASG6s)

1. Authorized Child Care Schedule (ACCS)
Providers should examine these carefully. They contain helpful information such as:
e When services are scheduled to begin and end.
¢ The number of hours that are authorized for each child.
e Whether or not Apayment i s based on verifi
which means that the parent is obligated to provide DHHS additional monthly
information in order for reimbursement to be processed.
e ipayment based on actual hours wusedo, whic
authorized for set hours and the parent will be responsible for paying the provider
any absences. Changing TidesFami | y Services pays fdactual
on an hourly basis rounded to the nearest quarter hour for payment.
e iparent majyp alyanewhickbmeans that Changing Tides Family
Services wil/l apply the provideevéers rate or
less. Of the possible reimbursement ceilings according to the authorized activity
hours, the lowest will be applied.
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Set Schedules compared to Varied Schedules
Please refer to the sample ACCS in this handbook and the check marks in the center of
that page after reading this section.

A set schedule will show a Aset number o of ho
shows Monday-Friday 10 hours each day is considered a set schedule.

There are instances when an ACCS appears to be set, but will have the check box

mar ked fApayment based on verification of need
usedo. I n these instances, absences are not
6 hours one day, only 6 hours will be considered for reimbursement Or the child may

attend 12 hours, but only 10 are authorized.

An ACCS that shows fAup to 50 hours per week?o
any absences that occur will not be reimbursed. Should absences occur, they will be

reimbursed according to the following section. Also, only the hours actually used will be
considered for reimbursement.

Additional information about the ACCS

I f a childdés schedule changes, but a new ACCS
that either there has been an absence of communication between the parent and

his/her CalWORKSs case manager or the parent may be using ineligible care. This type

of situation can result in delays of payment or the parent being billed for an

overpayment.

Providers may find it helpful to remind parents to contact his/her CalWORKSs case

manager i f the parentds schedule changes. Pr
DHHS staff directly. The parent is the responsible party. However, providers are

encouraged to contact Changing Tides Family Services directly if reimbursement is

more or less than expected.

The following conditions make a valid ACCS null and void:
¢ |[f altered, modified, or in any way changed (other than the signature) by non-
Changing Tides Family Services staff,
e upon parentodés or childdés | oss of authorizat
when subsequent ACCS(s) are issued to modify previous ones,
¢ when voided by Changing Tides Family Services representative,
written notice is sent to the provider that the ACCS is null and void

2. Daily Attendance Sheet (s) DASOGs

Daily Attendance Sheets (see example) are the source documents used to verify care
actually wused. DAS6s also assist in calcul at
Tides Family Services sends one DAS per child per month to providers. Providers are

encouraged to call Changing Tides Family Services if he/she has not received daily

attendance sheets for enrolled subsidized children by the first day of the month care is

being provided.
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Each day that care is used, the parent or authorized adult over 18 (who is also listed on
the emergency card) is to sign out their child. All signatures must:
e Be the parentdés or providerds | egal signa
¢ Required to be in ink, blue or black preferred
e To record ACTUAL time in and time out, using AM and PM
e Overnight child care should be recorded by ending the 24 hour period at
11:59 PM and beginning the next period with 12:00 AM
e Absences (see below) must be generally noted with a description of why the
child was not in care

**xx*AVOIDO These will delay reimbursements or prevent reimbursement entirely
Pencil signatures or notes

White out or correction fluid

Erasures

Other circumstances as described in this Handbook

At the end of the month, both the parent and provider must sign, under penalty of
perjury, that the information contained on the DAS is accurate and correct.

Providers must turn in the childbés Daily Atte

Changing Tides Family Services.
2379 Myrtle Ave., Eureka, CA. 95501
by 5:00 PM the 3™ of the month after care was provided.

If the 3" of the month after which care was provided falls on a weekend, holiday, or day
of office closure, the DAS must be turned in by 5pm the next workday in order to be
processed in a timely manner.

DASO6s may be mail ed orxapd3% Mertte AvenEurekh.ePlease op of f
note that Changing Tides Family Services is not responsible if a DAS is received after

the 3" due to mail delay. The DAS must be RECEIVED on site by 5:00 PM on the 3" of

the month, not postmarked the 3™ nor dropped off after 5:00 PM to be considered on

time.

Changing Tides Family Services will not accept Daily Attendance Sheets that have
been generated, created, or duplicated by providers. Submission of a Daily Attendance
Sheet is not a guarantee of reimbursement.

Additional DAS policies:

e Ifachildisabsent, t he parent must write the reason
Aparent il 16, Aout of towno, NotimesshouWn t he
be recorded since the child did not attend.

e If the child is absent and the provider is unable to make contact with the parent,
the provider should note fino show, no call

e If a provider charges for any day the facility is not open, the provider should write
ANeonperation dMyo on the D
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e Any error on the DAS should be crossed out in ink, corrected in ink, and initialed
in ink by the person who made the mistake. Neither white out or correction fluid
is allowed.

e The parent and the provider must sign the DAS at the end of the month
verifying that the information on the attendance sheet is true and correct, under
penalty of perjury.

e If the parent is paying the provider for care out of pocket (for time not covered by
the program), please note that owotheéoday
avoid an overpayment for care used while not under a certified need for care (i.e.
personal shopping, seeing a movie, etc.).

o |[f staff have reason to believe that parents have not been signing each day on
Daily Attendance Sheets (i.e. the parent signed all days at the end of the month)
reimbursement to the provider will be delayed or will not be made, depending
upon the circumstances. Please see example of a completed Daily Attendance
Sheet in this handbook.

e Some parents may also be required to submit monthly activity logs or timecards

t hat document their activity hours. It i
these logs or timecards are received in a timely manner by their CalWORKSs case
manager.

United States Postal Service--Mail
Parents and providers must
e Accept mail sent by Changing Tides Family Services to the address on the
parentés Child Care Need For m,
¢ Respond to notifications sent by mail (certified mail),

If parents feel they are not receiving mail from Changing Tides Family Services, they
should address this problem with the US Postal Service office in their area. Changing
Tides Family Services is not responsible for lost mail.

Attendance Policies

Any day a child is absent, the parent must make a note on the Daily Attendance Sheet
(see example attached to the handbook). For example, in the instance of iliness, the
parent should write fAchild ill o or fAparent i
should also be noted, such as fAno call o or i

It is likely that any child will sometimes be absent from child care. Examples of
excused absences are as follows:

e When the child or parent is ill/injured and no care is used.
e Family emergency, defined as

a. lliness or injury of an immediate family member (see definition in the
glossary) other than the parent or child.

b. Death or funeral of an immediate family member.
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c. Situations such as family violence, family crisis, or disruption of the normal
family schedule to the extent that the family or child is temporarily
dislocated and the parent cannot accompany the child to care.

d Travel to care or parentos activity
weather conditions.

e. School field trips/programs.
f. Child observing a religious holiday.

g. Court-ordered visitation, defined as time spent with a parent or other
relative as required by a court of law. In order for this to be an excused
absence, the parent must provide a copy of the court order to the Case
Manager.

Notice
Should the parent stop using a child care provider, absence days claimed by the
provider for notice period are not reimbursed.

Reimbursement Schedule
Changing Tides Family Services makes the commitment to reimburse care, if all forms
have been properly completed and submitted on time, within 5 working days after the

20"0f the month in which care was provided.

or direct deposit.

Late Reimbursements

Ti mely rei mbursement of part of all of a
child care providers. Staff make every effort to issue reimbursements as soon as
possi bl e. Changing Tides Family Services

within 5 working days after the 20™ day after the month care was provided. This
commitment, however, only extends to Daily Attendance Sheets which are
accurately completed and signed and received by the 3" of the month after the
month care was provided, and by 5:00 PM. Location: must be received at 2379
Myrtle Ave., Eureka, CA.

In the event that a DAS is received after the 3" and/or is inaccurate and/or is
incomplete, processing will be delayed until the issue can be resolved. If the DAS is
accurate and complete, but received late, it will be processed at such time that
Changing Tides Family Services is able to produce a check for reimbursement.

e Daily attendance sheets that are more than 3 months late will be reviewed with
the DHHS staff, and may be disallowed for payment.

e Overlaps in times/days claimed by 2 or more providers may delay
reimbursements.

e Provision of inaccurate, false, or questionable information by either the provider
or parent may delay reimbursement.

e Please write legibly on the Daily Attendance Sheet and any correspondence.
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¢ Non-cooperation with Changing Tides Family Services, parent/provider failure to
provide any additional necessary information, need to investigate questionable
reimbursement claims or other circumstances.

See the sample Daily Attendance Sheet and Authorized Child Care Schedule
on the next 2 pages
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CHANGING TIDES FAMILY SERVICES

WELFARE TO WORK CHILD CARE PROGRAM
AUTHORIZED CHILD CARE SCHEDULE

hanging tides

family services

PARENT A: Pam Parent Date Issued: 3/2/2009
PARENT B: Type of Care: LFDCH (03)
This certificate reflects the authorized child care schedule for John Child DOB: 7/12/2000

This Schedule is valid from 10/1/2006 through 12/30/2006 .
Child care services are authorized with: Grandma Sample

| Monday | | Tuesday | |Wednesday| [ Thursday | [ Friday | [ Saturday | [ Sunday |

John Child This form cannot be changed

S

S

NI 8:00-5:15 8:00-5:15

N|
PARENT MAY HAVE A CO-PAYMENT DUE TO THE PROVIDER
vl REPLACES PREVIOUSLY ISSUED AUTHORIZED CHILD CARE SCHEDULE
v PAYMENT IS BASED ON ACTUAL HOURS USED
v PAYMENT IS BASED ON PARENT'S MONTHLY VERIFICATION OF NEED

This certificate is valid if:
¥ itis completed, signed and dated by an authorized Changing Tides Family Services representative

By accepting this authorized child care schedule, the provider understands that the maximum amount to be paid for the
above schedule(s) is either the provider's usual and customary charges as listed at the Changing Tides Family Services
office, or the State established cap, whichever is less as authorized by the Humboldt County Department of Health _
Human Services, Social Services Welfare To Work program.

| have read, understand, and agree to follow the guidelines provided in the
CalWORKs Child Care Program Handbook and to abide by the above schedule(s).

Signature of Parent Date

Signature of Authorized Changing Tides Family Services Representative  Date

Please contact the Child Care Case Manager if you have any questions at:
(707) 268-3417, (707) 268-3470, or (800) 795-3554

This copy is for your records. DO NOT RETURN

Changing Tides Family Services
Child Care Services
2379 Myrtle Avenue
Eureka, CA 95501
(707) 445-9291 or call toll free at (800) 795-3554
PROVIDER COPY

CalWORKSs Stage 1 Child Care Program Handbook Page 13 of 24

O

[ 4



CalWORKs Stage 1 Child Care Program Handbook Page 14 of 24



