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DAVIS STREET FAMILY RESOURCE CENTER
ALTERNATIVE PAYMENT PROGRAM

&
CALWORKS CHILD CARE

PARENT & PROVIDER
POLICIES & PROCEDURES

PROGRAM HISTORY AND DESCRIPTION:

The Davis Strest Family Resource Center (DSFRC) Altemative Pay-
ment and Cal WORKS Programs are operated by the Davis Street
Family Resource Center, a prvate non-profit community based
agency. DSFRC is a nom-discriminatocry agency, which provides
equal treatment and access to child care services without regard to
sex, sexual orentation, gender, ethnic group identification, race, an-
cestry, national origin, religion, color, mental or physical disability and
also welcomes the enmoliment of children with disabilities and other
special neads.

DSFRC initially began operation of its General Fund AlRemative Pay-
memnt Program in Movember 1878 and is currenfly contracted to oper-
ate three federal and state funded parental choice (altermnative pay-
ment type) certificate programs. These programs provide parental
choice in selection of the full range of types and categores of child-
care excluding sectanan care for the state fumded programs for chil-
dren O thru 12 years of age. Parents must live, work, attend school or
traiming in San Leandro, Ashland, San Lorenzo, or Castro Valley to be
gligicle to receive Altermative Payment child care services and must
meet both eligibility and need requirements.



ADMISSION PRICRITIES

ALTERNATIVE PAYMENT

CAPP - ALTERNATIVE PAYMENT PROGRAM

First Priorty: Families whose children are O thru 12 years of age
and are receiving child protective services or are at risk of being
neglected, abused or exploited shall be admitted first. Within
this prionty, children receiving protective services throwgh the
lozal county welfare department shall be given first prionty.
Second Priorty: All childrem O thru 12 years of age who are not
within the first prigrity for admission shall be admitted in accor-
dance with family income, with the lowsst per capita income fam-
ily admitted first. When two (2} or more families have the same
income and family size, enroliment priorty shall be given to fami-
lies with exceptional needs children. Second pricrty for enrcll-
ment will be given to families with the earliest date of application
for childcare services.

C2AP - CALWORKS PROGRAMS

CALWORKS STAGE Il
Families are enrclled in Stage |l as they are referred from the
Stage | provider. Families are eligible to receve childcare in

Stage | and Il for 24 months after they have stopped receiving
TAMNF.

C3IAP -CALWORKS STAGE Il
First priority shall be given to eligible Stage Il families with the
least amount of time left before eligibility expires (limited to 24
months afier the family is no longer receiving or eligible to re-
ceve TANF)L

ELIGIBILITY

Eligibility for subsidized childcare is based on need and income
and is determined by the guidelines set by the State Depart-
ment of Education.



CAPP - ALTERMATIVE PAYMENT PROGRAM

Eligibility Criteria: Child Protective Services or children at risk of
abuse, neglect, or exploitation, homeless, families who are
public assistance recipients andfor income eligible families
must be at or below 70% of state median income as ad-
justed for family size.

Meed Criteria: Parent and amy other adult counted in the family
size are amy of the following;

a} Employed (including court ordered community service), b}
Seeking employment - parent is allowed to seek work up o
five (5) days per week and for less than 30 hours per week
for a maximum of 80 working days per family per fiscal year
(eg:TM/2011-6/30V2012)CDE regulation 1808E6.5 | ¢} Partici-
pating in a job training and educational program, leading
directly to a recognized trade, Para-profession or profession,
d} Homeless and seeking permanent housing for family sta-
bility— parent is allowed o seek housing up to five (5) days
per week and for less than 30 hours perweek, CDE regula-
tion 18091, =) medically or physically incapacitated as veri-
fied by a legally gualified professional, f) Child has a medical
or psychiatric need which cannot be met without provision of
senvices, as verified by a legally gualified professional.
C2AP- CALWORHKS STAGE Il (STATE AND FEDERAL)
Eligibility Criteria:
Families with children O thru 12 years of age who have been de-
termined by the local county welfare department to have stable
wark or approved work activity or the family is transitioning off aid.
The family is eligible for up to wenty-four (24) months after the
family i= no longer receiving or eligible to receive TAMF assis-
tance (as long as the family remains income eligible).
Need Criteria -
Farent must need services because of paricipation in an ap-
proved work activity amd any other adult im_the family size must
meset one of the following:
(a} Employed (b) Seeking employment - parent is allowed to
seck work up to § days per week and for less than 30 hours per
week for a maximum of G0 working days per family per fiscal year
(e.g. TM/2010-8.30/2011) CDE regulation 18086.5, parent is al-
lowed to seek work for less than 30 hours per week for a
maximim of G0 days per family per fiscal year. (¢} Participating in
a job training and educational program, leading directly to a
recognized trade, para-profession or profession dj Medical or
psychiatric  incapacity, as werfied by a legally gqualified
professicnal.




C3AP - CALWORKS STAGE Il (FEDERAL)

Eligibility Criteria:

Families with children age 0 thru12 yrs. who have been deter-
mined iz be income eligible, the adult or minor teen parent is re-
sponsible for the care of the child needing care amd the adult or
minor teen parent is a former cash aid recipient and are in their
24" maonth of eligibility for Cal WORKS Stage 1 andior 2 after
leaving Cal WORKS cash aid; or are receiving a diversion service
are a former Cal WORKS recipient in a work activity. The family
remains eligible as long as the family is income eligible and the
child is age eligible.

MNeed Criteria:

At the time of enrcllment for Stage 3, if the parent is receiving aid,
the parent must need services because of paricipation in an ap-
proved work activity and any other adult counted in the family size
must also be in an approved work activity or mest one of the fol-
lowing: (a} employed, (b} seceking employment - parent is allowed
to sesk work up to five (5} days per week and for less than 30
hours per week for a maximum of &0 working days per family per
fiscal year (e.g.: TM/08 — 8730710} CDE regulation 1BIBE.5 (c)
Participating in & Job Training Program and Education Program
leading directly to a recognized trade, Para-profession or profes-
sion or (d} parent is incapacitated, including a medical or psychi-
atric need verified by a legally qualified professional.

VERIFICATION OF ELIGIBILITY:

If & family meets all eligibility requirements, they are then
asked to complete the application for senvice. They must pro-
vide DSFRC documentation applicable to their income, family
size, residemcy, and need status. When only one parent

({i.e birth cert. child custody, adoption docs, foster care place-
ment records, schoclmedical’'welfare records, andlor other
reliable does) indicating the relationship of the child fo an-
other parent then the presence or absence of that parent
shall be documented.
1. Families receiving services because of employment must
provide a completed employment venfication form, mest recent
pay stubs from employment, evidence of child suppeort andfor ali-
mony payments, and verification of all other sources of income.
Parents may also be required to submit a copy of their prior year
tax returm. Parents who are selff-employed may provide documen-
tation of income such as a letter from the source of the income or
copies of tax refums or statements of estimated income for tax
purposes. Thess families shall be recerified at least once each




contract pericd and at intervals not fo exceed twehe (12)
manths. Income verification will be required o be submitted
every sid (8) months for working families on a regular work
schedule and every three (3) momnths for families on a rotating
waork schedule.
2. Parents in training programs or in school must submit a
trainimg werification form each guarer or semester. Students
must report all types of financial aid: BEQG, work study, EOP
grants, scholarships and other student assistance. Training
verification forms must be filled out cleardy and completely or
they will not be accepted. Verfication of course completion (i.e.
report card) must be either presented or available online at the
end of each guarter’semester. Students who fail to maintain
“academic progress” as established by their attending school,
college or training institution will be allowed one additional
quarter or semester to meet their school requirement. Students
are required to update their current school information at the
end of each school year or quariersemester, whichever is ap-
plicable.  Training is limited to six years from the initiation of
services or bwenty four (24} semester units, or its eguivalent,
after the attainment of a Bachelor's Degree. CDE regulation
18087.
3. Families receiving services because the child is at sk of
abuse, neglect, or exploitation can only be certified to
receive care for six months COE Reg. 18103, Child care can
not be recertified as being at risk except by the county welfare
depariment. Recertification includes: a child welfare services
worker certifying that the child care and development services
are part of the case plan or the family meets other need and
eligibility criteria. Families receiving child care services be-
cause the child and family have been referred by child pro-
tective services must be recerified every & months CDE Reg.
180103,
4. Job Search: Families seeking work have sy (G0} working
days per fiscal year to find employment; child care is limited
to less than 30 hours per week.

ESTABLISHING AND MAINTAINING THE CONTRACT FOR
CHILD CARE SERVICES:

If & family becomes eligible for subsidized childcare, they will be
notified by this agency to set up an appointment to complete all
eligibility forms and consult with an agency representative. Fam-
ily records are confidential and will be restricted to purposes di-
rectly connected with the administration of the subsidized ceriifi-
cate program at DSFRC. Upon reguest, the child's parents or



the parent's authorized representative will be permited to review
the family file at a reasonable time and place.

At the cerification meeting the parent will consult with the agency
representative regarding approved days and hours for childzare and
their chosen child care provider. Qur geal is o promote parental
choice and foc empower parents fo make informed child care
choices for their children. Parents can choose from a broad range
of child care providers both licensed and exempt (including non-
relative, relative and in-home} family child care, centers, and sec-
tarian care (federally funded programs only), see page 10. Parents
are encouraged fo consider the different options to find the best
ype of care for their family's needs. and most importantly the devel-
ocpmental and educational needs of the child{ren). It is proven chil-
dren who experence educational programs are more _academically
successful and exceed |aterin life.

¥ \ationship wit ider | ; DSFRC

yiou are responsible to maintain your enmlimentfinancial agreement
wiith your chosen provider. DSFRC will provide your provider with a
certificate for child care services to establish the wverified days,
fours, and the amount of subsidy payment per child. The cerdificate
i5 based on your curent need status, and it may be revised at amy-
time.

Effective 08/08/11, DSFRC operational hours have changed in or-
dar to provide our clients, and their child care providers with a more
efficient and timely service. AFP Case Specialists and Payment
Coordinators will be available by appointment only: Monday-Friday
between the hours of 8:00am-5-00pm.

All payments to providers are processed through a certificate proce-
dure. The first step in the cerificate procedurs involves creating a
state coniract between the parent, DSFRC, and a payment agree-
ment/certificate with the childcare provider. The cerificate includes
the parent and child's name, approved hours and days of care, the
provider's rate for child care services, and the period of time that
care has been authonzed.

Additional time for fravel to and from employment will be determined
as applicable not to exceed half of the daily hours authorized for
employment to a maximum of fowr (4) hours per day. CDE regula-
tion 18086

In the event additional services are requested for sleep time, par-
ents who are employed between 10000 pm and 6:00 a.m., may be
authonized for additional hours for sleep time. The hours may not
excesd the number of hours authorzed for employment and fravel
between these hours COE regulation 18086.



Student parents are eligible for travel and study time based on their
school schedule; hours not to exceed half of the hours authorized
for training to a maximum of four (4} hours per day. Study time,
including study time for on-line and televised instructional classes is
available for two hours per week per academic unit in which the
parent is enrolled. Additicnal study time may be authorized on a
case by case basis, and as may be confirmed with the class instruc-
tar, for no meore than one hour per academic unit for which the par-
ant is enrolled CDE regulation 128086,

If the childcare provider is not already wenfied/approved by this
agency, the agency representative will supply a orientation packet
tz the provider that states the agreement and the policies!
procedures to be followed by both the agency and the child care
provider. A copy of the agreement’certificate must be signed by
both the agency representative and the provider. One copy will be
maimtained by the provider, and another copy will be maintained in
the provider's file at DSFRC. Exempt providers other than grand-
parents, aunts and uncles must also supply the agency with a copy
af their Trust line registration; licemsed facilities must supply a copy
of their operating license. A copy of the registration (or license) will
be kept in the provider's file.

Parents receiving care through the APP/Cal WORKS Programs are
required to contract for all necessary childcare hours. [f there is a
change in the number of hours needed for day care (i.e. change in
work schedule or school schedule, dropping 1 or more classes,
eic), either an increase or decrease. the parent must notify the
agency within § days so that a change can be made in contracted
hours. We will not pay for hours over the contracted hours. The
parent is responsible to pay their provider for any additional howrs
not authorzed by DSFRC.

NMOTICE OF ACTION [NOA)

The HOA is issusd when:

« Certification is completed

+ Recerification is completed

¢« Changes that affect need, fees and eligibility cocur

«  The family is terminated from the program

« Family Fee is delinguent

A Molice of Action form is given'mailed to a parent for Approvall
Denial, Termimation, Fees_and when Changes to Services ooour.
MDA's give parents the right to Appeal, wnless otherwise noted by
the State Dept. of Education.




PAYMENT PROCEDURES FOR PROVIDER PARTICIPATION AND
ATTENDAMNCE FORMS

i Afttendance forms and verification of all absences are required
by the Calfornia Deparment of Education. All attendance
forms will be fumished by this agency. Attendance forms will
be sent out to providers via mail by the 20th of each month
prior to child care services (i.e. Jan. atendance form is sent by
Dec. 20th). f you hawve misplaced or lost your attendance form,
please contact the agency to request a duplicate.  All author-
ized duplicate forms requested for pick-upimailing are subject
to a 24-howr tumaround time; all requests will be addressed
and ready the next business day. In the event, that you did not
receive an attendance form by the 31st of the month prior to
child care services contact your assigned Case Specialist.

2. Parents subsidized by DSFRC and receiving “full day” care are
required o sign “actual” time in and out, with full signature as
they amive and leave each day; school-age children are re-
quired to have the actual “in” and “out” time of care initialed by
the provider. Consistent non compliance regarding this issue
may result in termination of childcare services. Parents_may not
leave their child(ren) in the provider's care without signing their
child in or picking up child without signing cut Attendance weri-

vided. Parents and providers are reguired to venfy time sheets
at the end of the month, to review them for accuracy then sign
the attendance sheet{s) below with full signatures to werify that
childcare services were provided during the days and howurs
stated. Parents must verify absemces by noting the specific
reason fore each absence, the date and a full signature. Par-
ent must clarify the specific illness or reason for absence (i.e.
cold, flu, fever, parent ill, doctor’dentist appointments, court
ocrdered visitation, etc).

Excused Absences: Include absences duse to illness of child
andigr parent, doctor or dentist appointments, court ordered
visitation, and emergencies. Emergencies include absences
due fo the immediate need for medical andior psychiatric treat-
ment of members of the family unit, death of a family member,
emergency incidents (lLe. fire, theft, terrorfsm, eic) andior natu-
ral disasters (l.e. flood, earthguake, stz

Unexcused absences: Include absences due to transportation
problems, non-specified absences such as sick, ill, personal |
or out, etc.



Ten (10} Best Interest Days: Up to 10 days per child per
fiszal year can be used for absences that are in the bestin-
terest of the child. Best interest days may include: religious
activities, family vacations, special time with relatives, and
other that are in the best interest of the child.

Full signature is required for verification of all the child’s
absences.

Providers are responsible for maintaining all atiendance
forms for each child receiving subsidized care in their facility.
Atendance forms are considered on time when received by
DSFRC no later tham 5 pum. on the g day of the month fol-
lowing care. In the ewent that the 5 day occurs on a wesk-
end, attendance forms will be accepted up until 5 p.m. on the
following business day. It is both the parent’'s and provider's
responsibility to be sure fully completed and comect atten-
dance forms are returned to this agency no later than the Sth
day of the month following care. On time attendance sheets
will be paid on the 20th of the respective month, if the
20th falls on a weekend or holiday, payments will be paid
on the next regular business day. Provider payments will
be processed through direct deposit via bank account'debit
card only.

Atendance sheets must be submitted no later than 30 days
after the month child care has been provided. Atiendance
shests submitted more than 30 days following the month care
was provided will be considered past due and may not be
reimbursable. Late attendance shests must be submitied by
the Sth day of the second month following care to be consid-
ered for payment (i.e. July 2012 are due no later that Sept
2012). Payment will b2 made upon approval of the Program
Director and cnly if funding permits.

Attendance Sheets for the month of June are due no later
than July 15th of the same calendar year. Any Atten-
dance Sheets submitted past July 15th may not be reim-
bursable.

This agency will pay providers each month after receipt of
comectly completed atiendance forms. Payment will be made
for all eligible cerified days andfor hours of senvice agreed
upon as stated on the Certificate for Child Care Services. Li-
censed provider will alse be reimbursed for excused ab-
sences of the child, ten best interest days and a maximum of
ten (10} licensed provider non-operational days per fiscal
year. Any additional childcare services rendered; payment to
the prowvider is the responsibility of the parent. Payments are
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mot authorized for guarter or semester breaks unless the
student parent is utilizing semvices such as working or on
job search and care has been authorzed through a certifi-
cate from DSFRC.

7. K a child is absent for three consecutive days, the parent
must notify the provider with the reason for absences. Pro-
viders are responsible to notify the APP office if the parent
fails to contact the provider regarding absence after three
consecutive absences. A doctors note or absence verifica-
tion may be required for extended absences. Lomger peri-
ods of absence must have the pricr approval of the Pro-
gram Director before reimbursement can be made.

& Limited Term Service Leaves are available in the event a
family will temporarily not have a need for subsidized child
care services. Limited term service leaves may not exceed
twelve (12} consecutive weeks. Leaves based on matemity
or a medical leave may not excesd 16 consecutive weeks
im duration.

Compliance with Attendance Sheet Guidelines
Participant’s (including parficipant’s authorized represen-
tative) must comply with the Affendance Sheet policies and
procedures. Failure to do so will result in the following ac-
tions:

1.First: Verbal warning {phone call)

2 Second: A written warning will be issued for a second
noncompliance

3. Third: Musf appear for 3 mandatory meeting with a rep-
resenfative of DSFRC in order fo review Affendance Sheef
guidelines. A wriften final warning will be issued at that
time.

4 Final: Termination from subsidized child care program
for noncompliance based on Atfendance Sheet policies
and procedures.

Child Care Providers assume the risk of non-payment
based on the wnavailability of funding for the subsidized
child care programs.

Provider payments will only be processed through direct
depaosit via bank account'debit card.

PARENT AND PROVIDER CHANGES:

The DSFRC APP/Cal WORKS Program will submit a ninetesn
18} day notice or a (fourteen (14) day if hand delivered to the
parent before terminating child care services and whenever pos-




sible, a minimum of five (5) days notice to & day care provider. In
the event a family chooses to change day care prowviders, they
should contact their assigned Case Specialist as soon as possible
im order to notify all parties in a timely manner so all arange-
ments cam be made. Parents and providers are responsible for
sharimg information with each other and DSFRC regarding
changes.

Parents and providers must give five (5) days notice to the con-
cemed party amd this agency regarding any changes. Parent
changes of address must be reported in writing within & days to
their assigned Case Specialist provider changes of address must
be reported in writing within five (5) days 1o the Finance Depart-
ment.

Changes pertaining specifically to parents include change in mari-
tal status, income, employment, family size, school schedules,
change of providers, and any other changes related to eligibility
and need. Providers are required to reimburse DSFRC for any
oyerpayment made im conmection with cne of cur participants.

PROVIDER INFORMATION
TYPES OF CHILD CARE PROVIDERS

Licensed Child Care Center
Licensed child care centers can provide cars to infants, toddlers,
preschoolers, and school age children. Licensed centers must

comply with all licensing regulations and must provide a copy of
their facility license to the DSFRC APP/Cal WORKS office.

License Exempt Centers

License exempt centers primarily provide care to school age
children. These centers include recreation and school district
programs that mest the requirements contained in California’s
Health and Safety Code.

Licensed Family Day Homes

Licensed family day care providers can care for infants, toddlers,
preschoolers and school age children; the age range, number of
children in their care and hours of operation are based on their
license.  Family day care prowviders are required to have First Asd,
CPR and Health and Safety training. Licensed family day care
homes must comply with all licensing regulations and provide a
copy of their family day care home license o the DSFRC APPY
Cal WORKS office.

License Exempt Providers
Exempt care providers are not required to be licensed and must

only care for a childiren) from one family. They are required to
be 18 years of age or clder, legal residence which must be veri-
fied by submittal of a valid California driver's license or identifi- 11



cation card. Exempt providers are required to complete a
Health and Safety Certification formn and provide decumentation
of their relationship to the child they will care for.

{a} All exempt providers (other than grandparents, aunts and
uncles) Mon-related exempt providers must complete the Tous-
tLine Registration process, which includes a Live Scan fimger-
printing clearance and completion of the Health and Safety Cer-
tification form. Mo payments will be issued wunless the provider
has been cleared om TrustLine.

(b} Provisional license-exempt child care providers must com-
plete the Trusiline application process and submit fingerprnts
for a background check prior to the first authonzed start day of
care. The provider must be Trustline registered (Cleared)
within 30 calendar days of the beginning of authorized child
care in order o receive payment for services. Mo reimburse-
ments will be issued if the clearance does not occur within the
30 calendar days.

In Home License Exempt Providers

In home license exempt providers must adhere to the reguire-
ments of license exempt providers (listed above) as well as the
In Home Procedures set forth by DSFRC (refer to Dawvis Street
Family Resource Center In Home Procedures and Hold Hame-
lessiindemnification Agreement) provided im the provider infor-
mation packet. This policy requires families to have at least four
children in care with an Exempt Provider.

All License Exempt providers are paid only for actual hours of
care provided, excluding absences of child and for holiday!
vacation days of provider.

TrustLine

The Trustline Registry is a system that provides background

checks on license-exempt child care providers. This includes a

check of the Califormia Crimimal History Systemn and Child

Abuse Central Index at the Department of Justice in addition to

a check of the Federal Bureau of Investigation (FBI} records.

Child Care Links will mot issue payment to any non-relative
license exempt provider who is not registered as Cleared on

TrustlLine.

Stage 2. 3 and CAPP: License exempt non relative child
care providers must be TrustLine registered (cleared) prior
to the authorized start date of care in order to receive reim-
bursement for services. No retroactive payments will be
issued.

Stage 2 Stage 3 and CAPP: Under special circumstances,
the participant may choose a provisional license exempt




non relative child care provider to be paid for a period of
up to 30 consecutive calendar days. In this situation, the
provider must complete thie Trustline application process
and submit fingerprints for a background check prior to
the first authorized day of care.

+ By the end of the 30 consecutive calendar days the provi-
siomal child care provider must become Trustline regis-
tered [cleared) in order to receive reimbursement for ser-
vices. If the clearance does not occur within the 30 days,

no payment will be issued. Future care will only be authorized
wiith this provider once s/he is Trustline registered. No retro-
active reimbursements will be issued.

If the provisional provider is not Trustline registered
jcleared) by the end of the 30 day pericd, the parent must en-
roll an eligible child care provider in_order to continue to re-
CEIVE SeMVIices.

An eligible provider is defined as one of the following:
#* License or License exempt center based care

# Licensed family child care home

« Relative license exempt provider

NOTARY REQGUIREMENT

All license exempt care providers are reguired to have contract
signatures notarized. As an additional service and conwenience,
notary publics may be available at D3FRC by appointment at no
cost to the provider.

EXEMFPT PROVIDER REGISTRATION

Mew exempt providers are encouraged to attend a 3045 minute
provider registration with the parent'caregiver of the children in
their care. The registration includes an overview of DSFRC, includ-
img support services available to DSFRC chents, an overdiew of
the APP/Cal WORKS Program, attendance formn completion im-
structions and a video regarding choosing quality child care.

PROVIDER COMPLAINT POLICY

Cnly complaints about heakh and safety moncompliance will be
accepied. Parents who hawve a complaint against the their provider
must do 5o in writing, including the name and address of the pro-
vider, the nature of the complaint, the date and approximate time
of the occcurrence and include the parent's signature. These com-
plaints shall be substantiated solely by the parent’s written decla-
ration. Upon receipt of the complaint, DSFRC shall inform the pro-
vider of the parent's complaint and inform the provider of the pro-

-
[EX
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vider's right to submit a written rebuttal. The parent and the pro-
vider will also be notfied of termination of child care payment
within fourteen (14) days unless a written declaration signed by
bath the parent and provider is received by the APP office stating
that the health and safety deficiency has been comected. Any
serious health and safety concems should be referred to Child
Protective Services @ (510) 423-8300, and or Community Care
Licensing (@ (510)822-2802

LIMITATIONS ON CHILD CARE PROVIDER REIMBURSE-
MENT RATES/PAYMENTS:
The DSFRC APP/Cal WORKS Program will reimburse providers
up fz the ceiling of the current fiscal year Fegional Market Rate
(RMR) for their county. DSFRC will pay the lower of the provider's
market rate and the cumrent RMR rate. All payments to providers
must be based on the usual and customany rate charged for non-
subsidized families; providers are required to provide documenta-
ticn of their contractual terms used for senvices to non-subsidized
families. Rate adjustments will only be allowed at the beginning of
each fiscal year (7/01/11L

If the rate charged by any provider exceeds the RMR the parent
will be required to make a co-payment payable directly to the pro-
vider. Providers are alsc reguired o abide by the ADA
{Americans with Disabilities Act) which requires that higher rates
nat be charged for childrem with disabilities and other special
nesds.

ALTERMATE PROVIDERS

Alternate providers may be reimbursed for services rendered
when the child is ill or the regular provider has a non operational
day.

{a) Payments to altemate providers when a child is il or
wihen regular provider has a non operational day are lim-
ited to @ maximum of (10} days per fiscal year. Reim-
bursements in excess of ten days per year are based on
the illness of the child; parents are required to provide a
physician’s statement substantiating illness beyond 10
days.

(b} Payment may also be approved for an alternate provider
wihen the regular provider has a paid non cperational day
or vacation and the parent has to meet the cerdified nesd




for care. Payment are limited to a maximum of ten (10) days
per child per fiscal year.

CO-PAYMENTS
If a parent chooses a provider with a usual and customary rate ex-
ceeding the maximum allowed based on the RMR for the type of care
provided, the parent may receive services from that provider only if
the parent pays the difference between the RMR ceiling and the pro-
vider's rate. The co-payment shall be paid directly by the parent to
the provider and shall not be accounted for by the contractor. Parent
fee credit shall not be given for co-payments.
DISCOUNTS:
Providers who give non-subsidized families a discount for the care of
mare than one child from a family must give DSFRC the same dis-
count. The payment shall cover the entire cost of childeare services
offered by the provider.
ADDITIONAL COSTS:
DSFRC will mot reimburse providers for extra curmicular activities (i.e.
gymnastics, swim lessons, etc.) Field trips are also not a reimburs-
able cost if they are charged as an additional fee. Registration fees
will b2 reimbursed as lomg as the total cost for childcare services is
still within the Regional Market Rate for the current fiscal year.
FROVIDER DAYS OF NON-OPERATION:
DSFRC will pay up to ten days of non operational days per fiscal year
to licensed providers if the provider charges unsubsidized families for
these days. Providers are required to provide documentation that the
contractual terms used by the provider for
semnvices to non subsidized families require payment for non opera-
tional days.

"Paymenit for non-operational days does not apply to license exempt
providers since they are only reimbursed for actual hours of care.

PROVIDER EDUCATION:

All providers are encouraged to acguire fraining andfor education in
basic child development. Providers cam inguire abouwt available train-
img and educational opporiunities by contacting the Community Child
Care Coordinating Council (4C's) & (510) 582-2188 or local commu-
nity colleges {e.g9. Chabot College & (510) 786-5700.

PROVIDER REMOVAL FROM THE SUBSIDY PROGRAM:

The agreement between the provider and the DSFRC APPICal
WORKS Program is not a legal contract and does not imply an em-
ployerfemployee relationship. Either party may withdraw by a simple
one week written notice. This agency also reserves the rnight to ter-
minate a coniract with a provider for the following reasons: 15
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1. Parent chooses o terminate senvices with provider.

2. The familyfchild are no longer eligible to receive subsidized child
care from DSFRC.

3.  Prowvider fails to submit monthly attemdance forms stating “actual
time" within 30 days of the last day of the service month.

4. Provider fails fo submit provider documentation (i.e. provider's
licemse)

5. Prowvider's care setting is considered to be detrimental to the
health, welfare and safety of a child.

A. Licensed providers, who have had their license suspended or
revoked.

7. Esxempt providers who have been denied by Trust line

8.  Any act of aggression or viclence towards children, parents
andlor DSFRC staff.

8. Any activities deemed fraudulent (i.e. subcontracting, forgery,
claiming unauthorized child care services)

FPROVIDER GRIEVANCE FROCEDURE

Froviders may address any adwverse action with a written response to
the AP Program Director within two (2} weesks of receipt of notification.
The written response should address the issue and explain any extenu-
ating circumstances that could affect the decision. A mesting with the
Executive Director and assigned staff or representatives will then be
scheduled by the AP Program Director. The provider will receive notifi-
cation as to the date, time and place of the mesting. The provider will
then receve wrttem notification of the final decision withim two (2)
weeks of the provider grievance meeting.

FAMILY FEE POLICY

Childcare fees will be required of those families whose total count-
able income is greater than 50% of the State Median Income (as
determined by the State Department of Education). "Total count-
able income”® includes all income except: (a} eamings from a child
under eighteen (18} years; (b) loans, grants, and scholarships ob-
tained under conditicns that preclude their use for cument livimg
costs; (¢} granmts or loans to students for educational purposes
made or insured by a state or federal agency; (d) allowances re-
ceived for uniforms or other work reqguired clothing, food and shel-
ter (g) business expenses for seff-employed family members and
{f) income of 35UE5P recipients.

At the time of certification, or after a change in income or family size,



the family will be informed if they will be required to pay a fee for child-
care services. Childzare fees are determined based on the curment
fiszal year Family Fee Schedule provided by the State Department of
Education sliding scale "Education Code #2633 (f) © and California
ciede of Regulations, Title V 18108 and ¥V 18109, Family Fees are
based on a housshold's fotal adjusted monthly income and family size.
If a parent’s income fluctuates, the fee will be based on the average
use of care. Families required to pay a family fee must pay the re-
guired amount in advance for each day of enrollment, regardless of
whiethier or not the child attends child care.

Famiily Fees are due for all contracted days of service by the 1st of the
maonth that childeare services are provided.

A full-time or pari-time fee is assessed based on the child on the pro-
gram who is in childeare the longest each day. The full-time fee will be
charged if the child is enrclled for & hours or more of care per day and
the part-time fes is charged for enrollment of fewer than & hours per
day.

Billing and Payment of Fees: A Motice of Action is issusd io parents
whio are reguired to pay a family fee informing them of the fee and the
effective date; a copy of the notice is sent to the provider. A family fee
billing statement is sent to the provider by the 20th of each month. The
full amount of the family fee must be paid directly to the provider on
the 1st of the following month {i.e. care for January 2011 is dus on
January 1, 2011). The family fee billing statement must be signed by
bath the parent and the provider indicating the amount and date that
the family fee was paid. The complete family fee statement will serve
as the required pre-numbered receipt and must be received by
DSFRC by the Sth day of the service month. Oneoe DSFRC receives
the signed family fee statement verifying that the family fee has been
paid im full, the balance cwed to the provider will be determined and
processed by the DSFRC payment departrnent.
Late parent fees: If the family fee recsipt is not received by the Sth
day, the following action will be taken:
1. A notice of Intended Action to terminate services will be sent to
the parent upon notice from the provider of non-payment of fees.
The Motice will state that childcare services will be terminated
19 days from the date of the Motice of Intended Action. A notice
shall also be sent to the Provider, which will inform them of the
termination date.

2. Ifthe delinguent fees are still unpaid 18 days following the Na-
tice of Intended Action, this agency will t2rminate childcare ser-
vices. If there seems to be a discrepancy regarding this matter,
& written appeal may be submitted to the APP Program Director
prior io the iermination date on the Motice of Action.

17
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In the ewvent of three delinguent family fee payments, childcare ser-

vices will be terminated without further notice.

It is mot our desire to penalize any parent unfairy. If you experience an
unusual circumstance that prevents you from paying your full fee in ad-
vance, you must contact your Provider by the 1st of the month, and re-
quest a payment arrangement.

Requests of any nature will be limited to (4) per calendar year. Providers
are required to submit the client's repayment plan to the DSFRC Finance
Diepariment no later than the Sth day of the service month. The payment
miust be made in full by the end of the service month (i.e. January 2011 fee
must be paid in full by Januwary 315t 2011). The signed family fee state-
ment must be received by DSFRC no later than the last day of the service
manth. Child care services will continue provided that the parents complies
with the provisions of the repayment plan.

Parents are also encouraged to ulilize the various DSFRC client
support services during financial hardships (see page 13).

TERMINATION PROCEDURES

Childzare services can be terminated for any of the following reasons:

1.
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Family has failed to informn DSFRC of chamges in family status
within 5 days.

Family fails to submit requested documentation by due date,
falsifies requested documentation and/or the agency has been
notified that the parent has falsified documentation.

Family fails to submit income verfication for (4) months for varni-
able work schedule employment; every six () months for regular
scheduled employment. Employed family fails fo complete face
to face recertification within each twelve (12} month period,
every 8 months for CPS referred families, or every guarter, se-
mester or session for students.

Families receiving child care for children at risk must meet eligi-
bility requirements for continued care at the end of 6 months.
CDE Reg. 18103

Family fails to complete childcare atendance forms as required
by the agency.

Exceeding 10 unexcused absences (child's best interest days).



G. Family fails to contact the provider after three (3) con-
sacutive days of absence.

7. Student parents: Failure to complete trainimg and! or fail-
ure to maintaim  academic progress requirement as es-
tablished by the school, college, training imstitution, etc.

B. Imthe event thers is a limitation of funds for childcare ser-
vices, displacement of families will cccur in reverse order
of curment income rank after income reassessment of all
enrolled families .

8. Family exceeds the maximum allowed income of the fam-
ily fee schedule for their childcare payment program.

10. Fraud
11. Ocecurrence of three (3) delinguent family fee payments.

1Z. In the event that enrollment jeopardizes the health and
safety of any of the children andfor staff, care will be termi-
nated immediately.

In the event thers is cause to terminate services, families will be
mailed a Motice of Action (NOA} terminating child care services fol-
lowing 12 days of mailing (time frame of action is 14 days for N.OA
hand delivered to parents.} If continued enrcllment jeopardizes the
health and safety of the childecare staff and'or children, care will be
terminated immediately.

PARENTAL RIGHT TO APPEAL NOTICE OF ACTION

In the event of termination of services, the family has the right
to a fair hearing and the following procedures shall be followed:

1. Upon receipt of a Motice of Action informing the parent of termi-
nation, the parent may request a hearing with the agency within
nineteen (19} calemdar days of the date the Motice of Action
was received (14 days for hand delivered NOA's). The reverse
side of the Motice of Action contains information regarding par-
ent's rights and hearing requests. This form is to be used to
submit a written request for a hearng. Upon the filing of a re-
guest for & hearng, the intended action shall be suspended and
childcare services will be allowed to continue until the review
process has been completed. The review process is complete
whien the appeal process has been exhausted or when the par-
ent abandons the appeal process.

2. Within tem (10} calendar days following the receipt of the re-
guest for a hearing, the family will be notified of a hearing date.
The parent or parent’s authorized representative is required to
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attend the hearimg. If the parent or the parent's
authonzed representative fails o appear at the
hearing, the parent wil be considered to have
abandoned his or her appeal. Only persons di-
rectly affected by the hearing shall be allowed to
attend. Special amangements will be made for the
presence of an interpreter at the heanng if one is
requested by the parent The hearing will be con-
ducted by the APP Program Director and the Ex-
ecutive Director of DSFRC.

Within ten (10) calendar days following the hearing,
a written description of the hearing appeal and de-
cision will be delivered or sent to the parent. If the
parent disagrees with the written decision from
DSFRC, the parent has fourteen (14) days in which
to appeal to the Child Development Division (CDD)
of the State Department of Education. If the parent
does not submit an appeal to COD within fourteen
(14} calendar days, the parent's appeal process
shall be considered abandoned . The parent shall
specify in the appeal request the reasons why he!
she believes the agency’s decision was incomect.
A copy of the agency's notice of intended action
shall b submitted by the parent with the appeal
request

Mazil this appeal to:
Attention. Appeals Coordinator
California State Department of Educa-
tion
Child Development Division
1430 N Streef, Suite 3410
Sacramento, CA 55814

The decision of the COD shall b2 mailed or deliv-
ered to the parent and to the agency within thirty
(30) calendar days after receipt of the appeal re-
guest. If the agency's decision is upheld by CDD
childcare services will cease upon the agency's



OTHER IMPORTANT INFORMATION:
CLIENT SUPPORT SERVICES:

The DSFRC APP/Cal WORKS Program office provides
parenting information and assistance in making informed
child care choices and professional and technical assis-
tance for providers.
DSFRC also offers a wvarety of support services
which include emergency food, clothing, employ-
ment services for eligible Cal WORKS participants,
free acute medical & dental care, counseling, holi-
day food and ftoy baskets, EITC assistance (eamed
income fax credit)y and information and referrals to
ather social serices availlable in Alameda County.
These services can be accessed by calling DSFRC
at (510) 347-4820 Monday through Friday or by con-
tacting your assigned Case Specialist.

Emergency Food Distribution — Monday through
Friday, 11:00am — 4:00 p.m. for registered cliemts.
Mew Clients Monday —Thursday 11:00am -2:30pm
[subject to change due to availability of volunteers).

Food Pantry: Individuals can receive a three -day
supply of groceries imcluding canned goods, fresh
produce and bread. Diapers., health and beauty
itemns are available on a limited basis. Individuals
not receiving anmy public assistance are eligible.
County Coalition: Individuals on TAMF, S5DI, or any
ather form of public assistance may access a 3-day
supply of coalition food. Clients must have a referral
from Social Services Agency or the Social Securty
Administration.  Clients may also be self-referred;
bensfit verification is families may also access gov-
ermment surplus food once a month if they mest cer-
taim income guidelines (e.g. one person household
with monthly income of $806 or less). Distribution
takes place the first Wednesday and Thursday of
eazh month at three different sites, depending on
client's place of residence.



Emergency Clothing and Household lkems: Monday - Thurs-
day 11:00 a.m.— 3:00pm (subject to change due io availability of
volunteers). Clients will receive a voucher to “shop” for clothing
iterns im the clothing department. lkems include clothing and
shoes for men, women, and children as well as small household
items.

RotaCare Free Medical and Dental Clinics

RotaCare medical and dental clinics offers basic acute care
(adult and pediatric) for uninsured clients only. Mo appointment
= mecessary. Spaces are limited therefore mandatory sign-ups
are required and start at 8:00am on the day of each dinic.

The RotaCare medical clinic is open Mondays 4 p.m. — 8 p.m.
for Adult Care , Tuesdays 4p.m. — B p.m. for Pediatrics.

The RotoCare medical clinic offers Physical Therapy on Thurs-
days 3:00 — G:00 p.m _by appointment cnly. for more informa-
tion on the Rotocare medical clinic services call (510} 347-
4820.

The Dental Clinic is open Wednesdays 4p.m_-2 p.m. (call Tues-
day afternoocns to check dental clinic hours, they are subject to
change based on the availability of volunteer dentists. (510}
3474620 ext. 135,

Additional Clinics

The Primary Care clinic is open on Monday, Wednesday, Friday
8:30am-11:30am amd provides basic health care for uninsured
clients of all ages. The primary care cinic includes free general
exams, immunizations, medications. Patients must sign in at
Bam for a first come first served treatment. Call (510} 3474620
ext. 153

Podiatry Clinic is open on Sundays 10-2pm by appointment cnly.

Infermation and Referral

DSFRC provides information and referrals te clients in need of
support senvices such as housing, counseling, employment,
and educational services.

Holiday Food Basket and Toy Program

Eligible families can receive a holiday food basket with a turkey
ar chicken, seasonal canned goods, fresh produce and bread as
well as children's gifts during the week pricr to December 25.




Counseling
Counseling services are available for individuals, families and children. To
request this service, call the Intake Coordinator (@ (510) 3474620 ext 1680.

All families should feel free to make use of these services if the need anises.

OTHER CHILDREN'S SERVICES OFFERED BY DSFRC

DSFRC operates subsidized (low income eligible clients) and non-
subsidized (full cost) child care centers in San Leandro.,

Subsidized:

Diavis St. Child Development Center (@ Davis 5t. located at 1180 Davis 5t
[serving children 2.8yrs-5 yrs. of age). Contact number is (510) 835-5437.
Cpen M-F 7:00am-5:00pm.

Davis St. Child Development Center £ Jefferson located at 14311 Lark St
{serving children 2. 8yrs. thru 5th grade; school age children must be en-
rolled at Jefferson School), Comtact numberis (510) 483-3837 Open M-F
7:00am-G:00pm.

Private Pay Centers:
Davis Strest Child Development Center (@ Garfield is located at Garfield

Elementary School 13050 Auwrora Drive. (serving children 2_8yrs thru Sth
grade} Contact number is (510) 567-0322. Open M-F 7:00am-8:00pm.

Davis Street Child Development Center (@ Roosevelt School is located at
851 Dowling Bhed (serving children 4.9 yrs thru fifth grade). Contact number
is

(510} 777-8317 . Open M-F 7:00am-G:00pm_

Donating to Davis Street Family Resource Center

Dear Parent amd Providers,

If you are able, please consider donating to DSFRC (i.e. volunteer opportu-
nities, monetary or food/clothing items).  Youwr donatioms help all those in
need in our community. Sometimes it takes just a little help to help a sen-
ior, or family and their children. Ewery cent counts! Your donation is tax
deductable.

Come support our DSFRC Yard Sale! Every Friday located in back parking
lot in front of the clothing program entrance from 8-3pm. Many new and
gently used clothinghowsehold items for sale. Proceeds from the sale help
our Family Support Services program.

Please visit our website at
www.davisstreet.org
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RECEIFT AND ACKNOWLEDGEMENT FORM
Revised 05/2013

| acknowledge that | have received a copy of the DSFRC
APPICal WORKS Programs Parent’ Provider Policies and
Procedures.

| understand that it is my respensibility to read. adhere and
refer to all program rules as stated in these Policies and
Procedures.

Farent'Guardian/Frowider {please print)

FParent'Guardian/Prowider Signaturs Date



DAYIS STREET
FAMILY RESOLURCE CENTER
Askuing cakers Bk ksl



