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Part I

General Management

Effective Date: September 1, 2007
1.1 Board Responsibilities



Reference: TWC Rule §809.11 Board Responsibilities

HOTWDB is responsible for the administration of child care in a manner consistent with Texas Government Code, Chapter 2308, as amended, and related provisions under Chapter 801 relating to Local Workforce Development Boards.

The Board will ensure that access to child care services is available through all Workforce Centers within the HOT Workforce area.

Upon request, the Board shall provide the Commission with access to child care administration records and submit related information for review and monitoring, pursuant to Commission rules and policies.

1.2 Board Plan



Reference: TWC Rule §809.12 Board Plan for Child Care Services
HOTWDB will, as required by the Texas Workforce Commission (TWC), submit a HOT Workforce Development Board Plan to incorporate and coordinate the design and management of the delivery of child care services with the delivery of other workforce employment, job training, and educational services identified in Texas Government Code 2308.251 as well as other workforce training and services included in the One-Stop Service Delivery Network. 
1.3 Board Policies 



Reference: TWC Rule §809.13 Board Polices for Child Care Services
The policies contained in this manual have been developed in response to the requirements set forth in the Texas Workforce Commission’s (TWC) Child Care and Development Rules.  The purpose of these rules is to interpret and implement the requirements of state and federal statutes and regulations governing child care and quality improvement activities funded through the Commission, fully integrating child care services with other workforce training and services under the jurisdiction of the Board.  HOT Workforce Child Care Services shall follow local policy in administering the child care program, and develop procedures to ensure that they are carried out.  

HOTWDB will develop, adopt, and modify its policies for the design and management of the delivery of child care services in a public process in accordance with Chapter 801 of this title.  HOTWDB shall maintain written copies of the policies, and submit any modification, amendments or new policies to the Commission no later than two weeks after adoption of the policy by the HOTWDB. 

The Board shall ensure that parents and providers comply with Commission rules and Board Policies. 

1.4 Coordinating Planning and Polices



Reference: TWC Rule §809.14 Coordination of Child Care Services, Texas Education Code 29.158
The Board shall coordinate with federal, state and local child care, early care and education programs, school districts, Head Start, Early Head Start program providers, and representatives of local governments in developing its integrated plan and policies for the design and management of the delivery of child care services, and shall maintain written documentation of coordination efforts.
1.5 Contractor Procedures



The Contractor shall develop procedural materials that describe how they shall implement, perform and coordinate activities related to Board, state and federal policies.  Procedures shall:

· be in writing,

· submitted to the Board within the first 30 days of the contract period,

· shall be subject to review and approval by the Board,

· shall be in compliance with the Policy Manual

· shall be current with revisions sent to the Board for approval within 30 days of any significant TWC or Board rule or policy changes occurring during the year that may affect program operations.

1.6 Waiver Requests



The Board may waive child care rules, and/or policies or procedures if a person affected by the rule or policy requests and if it is determined that the waiver benefits a parent, contractor, or provider, and the Board determines that the waiver does not harm child care or violate other state or federal statutes or regulations.

Waiver requests must:

• Be in writing,

• Clearly state the rule or policy affected,

• State how the waived rule, policy or procedure affects the parent, provider or contractor, and

• State suggestions for meeting the intent of the rule, policy or procedure.

1.7 Promoting Consumer Education



References: TWC Rules §809.15 Promoting Consumer Education, WD 34-06, HOTWDB Marketing and Communications Policy
The Contractor shall promote informed child care choices by providing consumer education information to:

· parents who are eligible for Commission-funded child care services;

· parents who are placed on a Board's waiting list;

· parents who are no longer eligible for Commission-funded child care

· services; and

· applicants who are not eligible for Commission-funded child care services.

The consumer education information shall contain, at a minimum:

· information about the Texas Information and Referral Network/2-1-1 Texas information and referral system;

· the Web site and telephone number of the Texas Department of Family and Protective Services (DFPS), 

· A description of the full range of eligible child care providers; and

· A description of school readiness and quality rating systems programs available in the local workforce development area, including the school readiness models developed by the State Center for Early Childhood Development at the University of Texas Health Science Center; and the Texas Rising Star Provider criteria.

1.8 Quality Improvement Activities


References: TWC Rule §809.15 Quality Improvement Activities, WD 36-06; WD 23-06; SB 280; SB 76
Child care funds allocated by the Commission pursuant to its allocation rules (generally, Chapter 800, General Administration, Subchapter B, Allocation and Funding, and specifically §800.58, Child Care), including local public transferred funds and local private donated funds, as provided in §809.17, to the extent they are used for nondirect care quality improvement activities, shall be used only for the following: 

· Collaborative reading initiatives; 

· School readiness, early learning, and literacy; or 

· Local-level support to promote child care consumer education provided by 2-1-1 Texas. 

Allowable activities to support the quality improvement activities may include the following: 

· Professional development and training for child care providers; or 

· Purchase of curriculum and curriculum-related support resources for child care providers. 

Activities may be designed to meet the needs of children in any age group eligible for Commission-funded child care, as well as children with disabilities. 

The Board may give priority to child care facilities: 

· participating in the integrated school readiness models developed by the State Center; 

· implementing components of school readiness curricula as approved by the State Center; or 

· participating in or voluntarily pursuing participation in Texas Rising Star Provider Certification, pursuant to Texas Government Code §2308.316. 

Expenditures certified by a public entity, as provided in §809.17(b)(3), may include expenditures for any quality improvement activity described in 45 C.F.R. §98.51.

Projects
· Training & Technical Assistance

Contractor will serve as an information resource to child care providers on early care and education issues through collaboration with Smart Start Child Care Association, Head Start, Region 12, 211, Child Care Licensing, and other child development and early education agencies to develop and provide needed resources, training, and technical assistance.
· Consumer Education

The Contractor will provide consumer education services to provide information to parents when selecting a child care provider.  See page 5 for complete requirements.

· Children’s Playroom

The Contractor is responsible for staffing and management of the Children’s Playroom at the McLennan County Workforce Center.  This includes:

· Ensuring that qualified, trained staff are hired and present during agreed upon hours of operations;

· Ensuring that adequate supplies and materials are available and in good order;

· Ensuring that activities and developmental resources provided for the Playroom are consist with the National Association for the Education of Young Children’s position statement on developmentally appropriate practices for young children; and

· Exploring opportunities to expand services provided through the Playroom.

1.9 Leveraging Local Resources/Local Match



References: TWC Rule §809.17 Leveraging Local Resources

TWC requires the Board to secure local public and private funds for match to the extent possible to leverage all available resources for child care needs in the community. The Board may secure local funds in three ways: 

1. Donations of funds from a private entity;

2. Transfers of funds from a public entity; or

3. Certifications of expenditures by a public entity that represent expenditures eligible for federal match.

The Board’s performance in securing and leveraging local funds for match may make the Board eligible for incentive awards.

Board’s Role

The Board shall:

1. manage the securing of funds, including the selection of pledged and completed donations, transfers, and certifications;

2. ensure that federal matching funds are maximized by securing local funds for match in an amount that may exceed the amount required to match available federal funds;

3. submit pledged donations, transfers, and certifications to the Commission for acceptance;
4. ensure that donations of cash and transfers of funds are paid to the Agency and that certifications are also submitted to the Agency;
5. report information relating to pledged and completed donations, transfers and certifications to the Commission; and 

6. monitor the funds secured for match and the expenditures. 

Contractor’s Role.

The Contractor shall:

1. assist the Board in identifying potential local match partners.

2. ensure that each child receiving direct child care services through a local match partnership meets federal, state and local eligibility criteria.

3. assist community partners in ensuring that children enrolled through the local match agreement have sufficient documentation to confirm eligibility, and that all required parent role and responsibility documentation is maintained.
1.10 Maintenance of a Waiting List



References: TWC Rules §809.18 Maintenance of a Waiting List
HOTWDB requires the Contractor to submit the waiting list as a monthly deliverable.  This list will indicate the reason for the client’s wait status.  HOTWDB may at any time request the waiting list from the Contractor.

Adding to the Waitlist 

The Contractor will only add clients to the waitlist who have completed the Wait List Packet in its entirety and are determined eligible for child care services.  Parents placed on the waiting list are instructed to call back every 60 days to maintain their place on the list.  Clients who are ineligible for child care services will be notified in writing describing the reason for their ineligibility and their right to appeal.

Pulling names from the Waitlist

When the Contractor determines that clients need to be pulled from the waitlist to meet expenditure benchmarks or performance requirements, clients will be notified according to:

1. Board identified Client Priority Groups listed in Policy 809.43, and then

2. begin with clients who have been on the waiting list for the longest period of time.

Clients must begin receiving child care assistance within 21 days from the date they were pulled from the waitlist.

Clients who fail to respond to outreach notifications or fail to choose a provider and begin child care within 21 days will be dropped from the waitlist.

The Contractor will verify that the eligibility documentation is correct during the intake process.

Open Enrollment

The Contractor must have pulled all existing clients from the waitlist or need to enroll more children than are currently on the waitlist. 

Clients will have 5 days from the date eligibility is verified to choose a provider and begin child care assistance.  Exception: the parent is waiting to begin a training or education program or they are waiting for an opening with their chosen child care provider, clients may have up to 21 calendar days to being receiving child care assistance.

If funding is no longer available when the client returns their eligibility documentation, they will be screened for eligibility and placed on the waitlist. All eligibility documentation received during open enrollment will be valid for a period of 60 days.  The Contractor will verify that the eligibility documentation is still correct prior to placing the children into care.

1.11 Assessing the Parent Share of Cost


References: TWC Rules §809.19 Assessing the Parent Share of Cost 
The Board has set a parent's share of cost policy that results in a parent fee that is:

1. assessed to all parents or caretakers, except in instances when an exemption applies;

2. determined by a sliding fee scale based on the family's size and gross monthly income,

3. based on the number of children in care; and

4. not in excess of the cost of care.

This policy shall apply to all CCDF and non-CCDF funded child care.  All parents shall be assessed a parent Share of Cost except parents:

1. participating in Choices;

2. participating in Food Stamp Employment and Training; or

3. who have children who are receiving protective services.

Setting Fees:  The Contractor shall use the following standards when assessing the parent’s share of cost.

For families six or fewer members:

1. A fee of 9% of the family’s gross monthly income is assessed if only one child is receiving care. 

2. A fee of 11% of the family’s gross monthly income is assessed for child care when two or more children are receiving care

For families with seven or more members, the fee is reduced to 65% of the percentage of the family’s gross monthly income. 

When determining family income for a teen parent, the teen’s parent’s family income is based solely on the teen parent’s income and size of the teen’s family as defined in 809.2(8).  Teen parent fees may be reduced to no less than $4.00 per month.

If the parent share of cost, based on family income and family size, is calculated to be zero, then the Contractor shall not charge the parent a fee.
Reduction of Parent Fees

The Contractor may review the assessed parent’s fee for possible reduction based on extenuating circumstances that would jeopardize the family’s economic self-sufficiency.  The Contractor shall not waive parent’s share of cost under any circumstances.
Fee Reductions

1. Family Size--Families having more than six members will have their fee reduced to 65% of the family’s gross monthly income.

2. Parents Receiving Part-Time Care—The Contractor reduces parent fees if all of the children in the family are enrolled in part-time care.  The fee is reduced to 65% of the family’s gross monthly income used for full-day care.  If the family has more than six members, the fee will be reduced again by 65%.

3. Parents Receiving Part-Week Care—If the child only attends care part-week, the fee is computed using the family’s gross month income computed for full-day care and prorated on a daily basis.

4. Short-Term Full-Time Care.  Parent fees for children in after-school care will remain at the reduced rate during school holidays, spring break or Christmas vacation.

5. Teen Parents—Teen parent’s fees are based on the teen’s income and may be reduced to no less than $4.00 per month.  If the teen has “0” income then no fee will be assessed.

6. Extenuating circumstances: Fees may be reduced due to extenuating circumstances but shall not be reduced to less than $4.00 per month.  Extenuating circumstances may include but are not limited to the following:

· Death in the family

· Extraordinary expenses such as care repairs, moving expenses, or medical bills

· Beginning new employment

· The first moth of Transitional Child Care eligibility

The Contractor shall assess the parent’s ability to pay their parent fee prior to any discontinuation of services.  Staff shall determine whether a period of financial hardship responsible for the delinquency, and if so offer a fee reduction.

Parents must provide documentation to receive a reduction.  A copy of the documentation is kept in the client’s case file.  The parent’s ability to pay the full fee must be reassessed every sixty days.   
Non-compliance with the PRA which results in a sanction is not a reason to reduce a parent share of cost.

1.12 Maximum Provider Reimbursement Rates



Reference: TWC Rule §809.20 Maximum Provider Reimbursement Rates, 809.21 Determining the Amount of the Provider Reimbursement 
The HOTWDB will utilize the market survey completed annually by TWC and a locally developed survey, if necessary to establish reimbursement rates for purchased child care to ensure access by child care clients to all types of childcare service providers in the Heart of Texas area.  

HOTWDB will reimburse providers at the Board’s maximum rate or the provider’s published rate, whichever is lower.  HOTWDB shall establish the same maximum reimbursement rate for all regulated providers, with or without signed agreements, for each category of care.

Reimbursement rates for child care providers participating in integrated school readiness models developed by the State Center for Early Childhood Development at the University of Texas Health Science Center (TEEM Project Providers),Texas Rising Star (TRS) Providers, and centers who have received Texas School Ready! Certification shall be at least five percent greater than the maximum rate established for providers not participating in these programs up to, but not to exceed, the provider’s published rate.  This applies to ALL subsidized children receiving services at a TRS/TEEM and Texas School Ready! Certified providers.

HOTWDB will allow reimbursement of transportation expense.  Regulated providers must indicate if they provide transportation.  Regulated providers who provide transportation must also indicate if the cost of the transportation is, or is not, included in their rates.    If the transportation cost is separate, it will be added to the regulated provider’s published rate calculation.

When paying the provider for services rendered, the reimbursement to the provider is reduced by an amount equal to:

1. the parent's share of costs assessed and adjusted when the parent's share of costs are reduced; and

2. any child care subsidy received by the parent from other state or federal programs. The provider reports the amount of the subsidies collected to the Board's contractor.
HOTWDB shall not reimburse a provider retroactively for new reimbursement rates.

The age groups for maximum rates are:

· Infant, 0-17 months

· Toddler, 18-35 months

· Preschool, 3-5 years

· School-age, 6 years and up
	Provider must choose one of the following methods in determining their reimbursement rates.  CCS Contractor may review provider rates at any time to determine that they are consistent with their private pay clients. Providers without prevalent unsubsidized child care rates must use one of the following methods to determine a reimbursement rate.

	Blended Rates
	Blend rates together for each category to come up with a single rate
	Example:

Fees charged per quarter = 3 year old = $10.00, 4 year olds = $12.00, 5 year olds = $14.00.

Various fees must be folded into the single daily rate.

Suggest:

· Determine the yearly rate for each fee charged

· Add all the fees together

· Divide the total to come up with a blended yearly fee

· Divide by the number of care days (261), $40+$48+$56/3/261 = .18
Provider Rates

3 year old = $10.00, 4 year olds =  $12.00, 5 year olds = $14.00

· $10+$12+14=$36/3 = $12.00
· $12.00 + .18 = $12.18 a day = CCS reimbursement rate

	Rate used by 30% or More Parents
	Centers: Choose the rate per age category that at least 30% of private pay parents in the age category pay or
RFH/GDH: Choose the rae per total enrollment that least 30% of private pay parents pay.
	Centers: To determine the rate for a group of ten toddlers in the toddler room, find the number of children is equal to or greater than 30% of the total. Always round off by going up to the next higher number.
Example

30% x 10 children = 3.3 –round up to 4

3 parents pay $9.00/day

4 parents pay $11/day

3 parents pay $10/day

CCS Contractor reimburses at $11/day because there are 4 records indicating that parents are paying this rate.

RFH/GDH

Since these providers group all ages together, determine the rate based upon the total number of children enrolled in the home. That number is used in the base.

	Monthly Rates Prorated to a Daily Rate
	Example:

Provider rate is $500  a month for infant.

Calculate $500 /4.33 (avg weeks in month) /5 (days per week) = $$23.09

Provider charges $25.00 per quarter for supply fees

· Determine the yearly rate for fees

· Add al the fees together

· Divide the total to come up with a blended yearly fee

· Divide by the number of care days (261)

· $25 x 4 = $100 /261 = .38

· Add daily rate to daily fee charge to determine the rate

· $$23.09 + .38 = $23.47

Provider reimbursement cannot exceed Board maximum rate, compare provider rate to Board maximum to determine rate to enter into system.

	Budget Based Rate
	Determine how much the provider spends on caring for the children by age group.  Look at such costs as salaries, fringe benefits, supplies, equipment, building occupancy costs, utilities, food, training, etc. . . Provider rate cannot exceed the Board Maximum Rate.


Effective January 1, 2008

	
	
	TIER ONE
	TIER TWO
	TIER THREE

	
	
	BASIC RATES
	TRS 2 Stars
	TRS 3 & 4 Stars, TEEM, & TSRCS

	
	
	 
	 
	 
	 
	

	Provider Type
	Age Group
	Full-Time Rates
	Part-Time Rates
	Full-Time Rates
	Part-Time Rates
	Full-Time Rates
	 Part-Time Rates 

	Licensed Centers
	Infant
	 $   17.58 
	 $12.93 
	$18.58
	$13.93
	$20.58
	 $     14.93 

	 
	Toddler
	 $   15.79 
	 $13.18 
	$16.79
	$14.18
	$18.79
	 $     15.18 

	 
	Preschool
	 $   13.79 
	 $11.41 
	$14.79
	$12.41
	$16.79
	 $     13.41 

	 
	School-age
	 $   12.89 
	 $12.76 
	$13.89
	$13.76
	$14.89
	 $     14.76 

	Licensed Homes
	Infant
	 $   13.79 
	 $13.79 
	$14.79
	$14.79
	$16.79
	 $     15.79 

	 
	Toddler
	 $   13.78 
	 $13.78 
	$14.78
	$14.78
	$16.78
	 $     15.78 

	 
	Preschool
	 $   12.80 
	 $  5.86 
	$13.80
	$6.86
	$15.80
	 $       7.86 

	 
	School-age
	 $   12.79 
	 $  6.86 
	$13.79
	$7.86
	$14.79
	 $       8.86 

	Registered Homes
	Infant
	 $   13.78 
	 $13.78 
	$14.78
	$14.78
	$16.78
	 $     15.78 

	 
	Toddler
	 $   13.78 
	 $12.54 
	$14.78
	$13.54
	$16.78
	 $     14.54 

	 
	Preschool
	 $   11.44 
	 $11.44 
	$12.44
	$12.44
	$14.44
	 $     13.44 

	 
	School-age
	 $   11.04 
	 $  7.70 
	$12.04
	$8.70
	$13.04
	 $       9.70 

	Relative Providers
	Infant
	$9.47
	 
	 
	 
	 
	 

	 
	Toddler
	$9.47
	 
	 
	 
	 
	 

	 
	Preschool
	$8.42
	 
	 
	 
	 
	 

	 
	School-age
	$8.42
	 $  5.28 
	 
	 
	 
	 


Part II

Eligibility for Child Care Services

Effective Date: September 1, 2007
2.1 General Eligibility

References: TWC Rules §809.2 Definitions, §809.42 General Eligibility Requirements 
Except for a child receiving or needing protective services as described in 809.49, for a child to be eligible to receive child care services, the child shall:

(1) meet one of the following age requirements:

· be under 13 years of age; OR
· be 13 or over if the child has a disability; AND
· under age 19, AND regularly attend school or training full time, 
AND
(2) reside with a family whose total gross income does not exceed 75% of the state medium income for basic eligibility, or 85% of the SMI for transitional or teen parent eligibility.
AND
(3) requires single parent households to participate in work or training activities for 25 hours per week and two-parent households to participate in work or training activities for 50 hours per week.
i. Each credit hour of postsecondary education will count as three hours of education activity per week and each credit hour of a postsecondary education condensed course will count as six education activity hours per week.
2.1.A Time Limits for Parents in Education or Training Activities

References: TWC Rule §809.50(b) A Child’s General Eligibility for Child Care Services, WD Letter 30-04 Calculating Postsecondary Condensed Course Credit Hours for Child Care Eligibility, and WD Letter 22-06 Child Care Services: Updated Guidance on Eligibility and Time Limits for Parents Participating in Training or Education Activities
HOTWDB limits the time a parent is permitted to receive child care related to education as follows:

(1) HOTWDB will provide child care to parents, for a period not to exceed four years, if the parent:

· Is 17 years of age or older;

· Has a high school diploma or GED credential; and

· Is enrolled in an associate’s degree program that will prepare him or her for a job in a high-demand occupation with an upward career path, as determined HOTWDB.
· HOTWDB has determined to use the Target Occupations approved annually by the Board to meet this requirement.

(2) for a period not to exceed two years, to complete a post high school technical training or a certificate program.
(3) for a period not to exceed one year, to complete a GED credential.
Parents who receive child care to complete a GED credential may continue to receive child care in order to complete certificate program, post high school technical training or an associate’s degree as defined above for the maximum time frame listed for the program.  This will include child care provided while completing the GED credential.
Parents who receive child care to complete a post high school technical training or an associate’s degree as defined above may continue to receive child care in order to complete an associate’s degree as defined above for a maximum of four years.  This will include child care provided while completing a certificate program or post high school technical training.
The parent must provide the Child Care Contractor with a copy of his/her grades at initial determination of eligibility and upon redeterminations and maintain a cumulative 2.0 grade point average.  If the cumulative grade falls below 2.0, the client may be on probation for one semester.  The client must also take classes within the client’s degree plan.  The Child Care Contractor must track the total amount of education/training time.
A parent may have up to one year (total enrollment time) to obtain a GED.  The Child Care Contractor must track the enrollment time and also must have documentation that the client is actually in the process of obtaining a GED.   Any additional time needed over the period of one year would be considered on a case-by-case basis with approval by the Board Contract Manager.
2.1 B Exceptions to Work/Training Requirements
When an eligible two-parent family has one parent who is working or in training and the other parent is permanently incapacitated, child care may be funded. A doctor’s statement is needed to verify the incapacity.

Parents who are caring for a disabled child or immediate family member may be eligible to receive child care services while working or participating in training for less than the required work/training hours per week.   In order to be eligible families must provide the Child Care Contractor:

(1) proof of the disability for the child or eligible family member;

(2) proof that they are the person with primary responsibility for the care of the child or eligible family member; and

(3) information showing the amount of time the parent spends caring for the child or eligible family member.

Parents who provide the information above may have their weekly work/training requirement reduced to a minimum of 20 hours per week for a single-parent family or 40 hours per week for a two-parent family, on a case-by-case basis.  This will be determined by the Child Care Contractor.  

Child Care Contractors cannot authorize child care for single parents who are permanently incapacitated. 
Under extenuating circumstances the Child Care Contractor may ask the HOTWDB to review cases that they feel need further reduction in the work/training requirement, which will be reviewed on a case-by-case basis.

2.1.C Interruptions in Work/Training Activities
HOTWDB will continue child care services during interruptions in work or training activities under the following conditions:

(1) Loss of employment – families may continue to receive child care services to search for new employment for up to 4 weeks in a federal fiscal year if they are participating in assisted job search through the workforce center.  

(2) Training/education interruptions – families may continue to receive child care services for up to 2 weeks during breaks or holidays.  Interruptions lasting longer than 2 weeks will require the suspension of child care services until the training or education program resumes.

(3) Temporary Incapacitation – families may continue to receive child care services during a temporary incapacitation for a maximum of 60 days.  The family must provide the Child Care Contractor with proof of the parent’s inability to work and an expected date the parent will be able to resume work/training activities.  Temporary incapacitation lasting longer than 60 days will require a suspension of child care services until the parent is able to resume work/training activities.  At the Child Care Contractor’s request, HOTWDB will consider an extention to the 60 days of child care services on a case-by-case basis.

2.2 Eligibility Determination and Verification



References: TWC Rules §809.42 Eligibility Determination and Verification 

HOTWDB requires that its Contractor verifies eligibility for child care services prior to authorizing child care.

Parents who are working will be required to submit documentation from their employer or check stubs that provide the following information:

· wages earned,

· total number of hours worked,

· weekly work schedule, and/or

· other documentation deemed necessary by the Child Care Contractor to determine parent’s eligibility for child care services.

2.2.A Self-Employed Workers/Temporary Workers/Workers Paid in Cash/Workers Reporting “0” Income. 

Due to the nature of this employment and the need of HOT Workforce – Child Care Services to have accurate employment and income information, all parents who participate in the above work activities will be expected to provide the following information:

(1) Initial Eligibility Determination. Self-declaration will be accepted. For the purposes of establishing child care eligibility, income will be averaged using the three months of income data. Care will not continue without the provision of appropriate income information. 
(2) Recertification. Eligibility will be recertified by HOT Workforce – Child Care Services every three months. After the first three months of child care services THE PARENT will be required to provide income tax statements verifying their income report.
(3) Parents reporting zero “0” income after the first six months of child care services will be required to provide income tax statements verifying their  income report.
2.2.B Student Process for Child Care Services
Parents attending training or education activities will be required to submit proof of enrollment prior to receiving care. 

Between semesters:

1. At the end of the Fall Semester, parents will be given the option of:

· suspending care until they start back to school – absences will not accrue.

· keeping child in care – child must attend or absences will accrue.

2. During Spring break;
· Parents may choose full time care during spring break; or

· Parents may choose not to send their child to care – absences accrue.

3. Summer Semester: 
· If the parent chooses to go to school in the summer, child care services continue until the end of Summer semester, care is then suspended until classes begin Fall semester.
· If the parent chooses not to attend school:

i. The parents must meet employed parents participation requirements, or

ii. Care will be suspended until the Fall semester starts
2.2.C Eligibility must be re-determined:

1. any time there is a change in family income or other information that could affect eligibility to receive child care services; and

2. at least once every 6 months and may be re-determined on a more frequent basis as deemed necessary by the Contractor.

3. Annually, if the parent is eligible through low-income funding and maintained steady employment through their first eligibility re-determination and reported any changes within the 10-day requirement.  This is at the discretion of the Contractor.

2.3 Priority for Child Care Services




References: TWC Rules §809.43 Priority for Child Care Services 

HOTWDB will utilize the following priority status for participants:

1. Priority Group 1

· Choices child care as referenced in 809.45;

· TANF child care as referenced in 809.46;

· FSE&T child care as referenced in 809.47; and

· Transitional child care as referenced in 809.48.

2. Priority Group 2

· Children receiving protective services as defined in 809.49

· Children of a qualified veteran as defined in 801.23

· Children of a foster youth as defined in 801.23

· Children of teen parents; and as defined in 809.2

· Children with disabilities as defined in 809.2

3. Priority Group 3

· All other income eligible applicants.

· In order to ensure “continuity of care”, families moving into the HOTWDB who were receiving child care assistance from another Board area will be placed into care upon confirmation that they have been receiving child care assistance and they meet HOTWDB eligibility criteria.

HOTWDB will follow the rule stated in TWC Adopted Rules, Section 809.49 for serving children receiving services through the Texas Department of Family and Protective Services and 809.54 Continuity of Care.

2.4 Calculating Family Income



References: TWC Rules §809.44 Calculating Family Income 
Income eligibility is determined by calculating the “total gross income” of the family.  The following information defines what is applicable in calculating “total gross income” what to include and what o exclude.

Contractor staff shall include all members of the family, including children between the ages of 14 and 18 years who are not in school, when calculating income.

Contractor staff shall compare the family’s gross monthly income to the income limits specified on the Eligibility Code Card (Form 2051-A) for the current fiscal year in determining eligibility for services.

Unless otherwise required by federal or state law, the family income for purposes of determining eligibility means the monthly total of the following items for each member of the family (as defined in §809.2(8)): 

1. Total gross earnings. These earnings include wages, salaries, commissions, tips, piece-rate payments, and cash bonuses earned. 

2. Net income from self-employment. Net income includes gross receipts minus business-related expenses from a person's own business, professional enterprise, or partnership, which result in the person's net income. Net income also includes gross receipts minus operating expenses from the operation of a farm. 

3. Pensions, annuities, life insurance, and retirement income. This includes Social Security pensions, veteran's pensions and survivor's benefits and any cash benefit paid to retirees or their survivors by a former employer, or by a union, either directly or through an insurance company. This also includes payments from annuities and life insurance. 

4. Taxable capital gains, dividends, and interest. These earnings include capital gains from the sale of property and earnings from dividends from stock holdings, and interest on savings or bonds. 

5. Rental income. This includes net income from rental of a house, homestead, store, or other property, or rental income from boarders or lodgers. 

6. Public assistance payments. These payments include TANF as authorized under Chapters 31 or 34 of the Texas Human Resources Code, refugee assistance, Social Security Disability Insurance, Supplemental Security Income, and general assistance (such as cash payments from a county or city). 

7. Income from estate and trust funds. These payments include income from estates, trust funds, inheritances, or royalties. 

8. Unemployment compensation. This includes unemployment payments from governmental unemployment insurance agencies or private companies and strike benefits while a person is unemployed or on strike. 

9. Workers' compensation income, death benefit payments and other disability payments. These payments include compensation received periodically from private or public sources for on-the-job injuries. 

10. Spousal maintenance or alimony. This includes any payment made to a spouse or former spouse under a separation or divorce agreement. 

11. Child support. These payments include court-ordered child support, any maintenance or allowance used for current living costs provided by parents to a minor child who is a student, or any informal child support cash payments made by an absent parent for the maintenance of a minor. 

12. Court settlements or judgments. This includes awards for exemplary or punitive damages, noneconomic damages, and compensation for lost wages or profits, if the court settlement or judgment clearly allocates damages among these categories. 
Income to the family that is not included in subsection (a) of this section is excluded in determining the total family income. Specifically, family income does not include: 

1. Food stamps; 

2. Monthly monetary allowances provided to or for children of Vietnam veterans born with certain birth defects; 

3. Educational scholarships, grants, and loans; 

4. Earned Income Tax Credit (EITC) and the Advanced EITC; 

5. Individual Development Account (IDA) withdrawals; 

6. Tax refunds; 

7. VISTA and AmeriCorps living allowances and stipends; 

8. Noncash or in-kind benefits received in lieu of wages; 

9. Foster care payments; and 

10. Special military pay or allowances, which include subsistence allowances, housing allowances, family separation allowances, or special allowances for duty subject to hostile fire or imminent danger.
2.5  Choices Child Care




References: TWC Rules §809.45 Choices Child Care

The contractor must manage intake services for parents referred to them by the Workforce Center.  Choices case managers will refer via Form 2510 parents who are eligible for these support services.

Children receiving Choices child care services include:

1. Children of TANF recipients participating in the Choices program.

• who need child care to accept employment and remain employed. 

OR

• Children of sanctioned families and conditional applicants who must demonstrate cooperation prior to the resumption of TANF cash assistance.

2. Persons approved for Choices but waiting to enter an approved initial component of the program. These parents may receive up to two weeks of child care:
• When child care will prevent loss of the Choices placement, and

• If child care is available to meet the needs of the child and parent.
Eligibility Documentation The contractor will use the following forms when

developing a case file for Choices child care recipients:

Form 2510. Notification of Child Care Eligibility.

• An eligibility document must be maintained for each child.

• Signed at each eligibility determination and redetermination.

• Copies of the eligibility documents must be maintained according to the

requirements set forth in the approved procedures.

Form 2400. Parent Acknowledgement of Rights and Responsibilities. To be signed at:

• Initial eligibility determination.

• Redetermination.

• When there are changes in contracted providers.

Form 2400-A. Enrollment Agreement. To be signed at:

• Initial eligibility determination.

• Redetermination.

• When there are changes in contracted providers.

Form 2450. Authorization for Child Care Enrollment. This form must be sent to the provider within five working days of child care enrollment. The form is sent to:

• Initiate care.

• change client information, and

• terminate care.

Eligibility Verification When staff receive a referral from the Workforce Center,

staff will check TIERS to determine if the parent is a TANF recipient. At this point, staff will contact the parent or caretaker to initiate the child care enrollment process. Staff shall:

• Ensure that eligibility documents have been received, and

• Verify that the forms are complete and that the dates are correct.

Reporting Changes  Contractor must report to the referring case manager any changes in family circumstances, such as:

• Parent work or training status.

• Parent work or training hours.

• Parent earnings.

• Family residence.

• Household composition.

Redetermining Cases  Choices staff update or redetermine eligibility for Choices parents until the Choices case plan is closed. Staff must ensure that current signed and dated forms are on file at all times. If staff do not receive an updated from the Workforce Center case manager by the termination date, they are to notify the case manager to receive an updated form.

• Staff should document attempts to receive the updated form.

• Forms should never be back dated.

• When a parent is no longer eligible, the case manager will send a Form 2510 to terminate services immediately; or

• request that the Contractor redetermine eligibility for low income child care services.

Terminating Services. Workforce Center staff make all eligibility decisions concerning their referrals.

Providers. Choices parents may choose from the full-range of available providers, including relative providers. The following forms are used when parents are seeking self-arranged child care:

2.6 Temporary Assistance for Needy Families Applicant Child Care


References: TWC Rules §809.46 Temporary Assistance for Needy Family Applicant Child Care
1. A parent is eligible for TANF Applicant child care if the parent: 

a) receives a referral from the Health and Human Services Commission (HHSC) to attend a Workforce Orientation for Applicants (WOA); 

b) locates employment or has increased earnings prior to TANF certification; and 

c) needs child care to accept or retain employment. 

2. To receive TANF Applicant child care, the parent shall be working and not have voluntarily terminated paid employment of at least 25 hours a week within 30 days prior to receiving the referral from HHSC to attend a WOA, unless the voluntary termination was for good cause connected with the parent's work. 

3. Subject to the availability of funds and the continued employment of the parent, TANF Applicant child care shall be provided for up to 12 months or until the family reaches the Board's income limit for eligibility under any provision contained in §§809.50 - 809.52, whichever occurs first. 

4. Parents who are employed fewer than 25 hours a week at the time they apply for temporary cash assistance are limited to 90 days of TANF Applicant child care. Applicant child care may be extended to a total of 12 months, inclusive of the 90 days, if before the end of the 90-day period, the applicant increases the hours of employment to a minimum of 25 hours a week. 
5. Subject to the availability of funds, a parent whose time limit for TANF Applicant child care has expired may continue to be eligible for child care services provided the parent and child are otherwise eligible under any provision contained in §§809.50 - 809.52.
2.7  Food Stamp Employment and Training Child Care


References: TWC Rules §809.47 Food Stamp Employment and Training Child Care.
Children are eligible to receive child care if their parents are participating in Food Stamp Employment and Training services, in accordance with the provisions of 7 Federal Regulations, Part 273, and whose case plan remains open.

2.8 Transitional Child Care




References: TWC Rules §809.48 Transitional Child Care.

The contractor shall ensure that transitional child care services will be provided for children of parents who were formerly TANF recipients; and

· have been denied temporary cash assistance and were employed at the time cash assistance was denied; or

· have been denied temporary cash assistance within 30 days because of expiration of TANF time limits; and

· requires child care to work or attend a job training or educational program meeting the Board’s general eligibility requirements.

Transitional child care shall be available for:

· a period of up to 12 months from the effective date of the TANF denial, depending on income eligibility and whether the person is working, or
· for a period up to 18 months from the effective date of the TANF denial in the case of a former  TANF recipient who is eligible for a child caretaker exemption and voluntarily participates in the Choices program.
Former TANF recipients who are not employed when TANF expires including recipients who are engaged in a Choices activity except as provided under section (e) of this section shall receive up to 4 weeks of transitional child care in order to allow these individuals to search for work as needed.
Former TANF recipients who are engaged in a Choices activity, are meeting Choices requirements, and are denied temporary cash assistance due to receipt of child support, shall be eligible to receive transitional child care services until the date on which the individual completes the activity, as defined by the Choices program.

Employment Interruptions: If the parent loses a job and then finds another job, the family can qualify for the remaining portion of the 12 (or 18) month eligibility period. If the family goes back on TANF during this period, becomes employed and is then enied due to earnings or State TANF time limits, they would be eligible for a new 12 (or 18) month period of TCC.

• If the parent’s employment is interrupted and if the parent is waiting to begin

subsequent employment (actually has a job), TCC may continue for up to two

weeks or a period not to exceed four weeks where child care arrangements

would otherwise be lost and subsequent employment is scheduled to begin.

Confirming Eligibility for Transitional Child Care. The contractor must ensure that appropriate staff confirms that parents meet one of the following eligibility criteria:.

• The parents were Temporary Assistance for Needy Families (TANF) recipients and employed at the time TANF benefits were denied.

• The parents have been denied TANF within the past 30 days because their TANF state or federal time limit expired.

Using TIERS When Confirming Eligibility for Transitional Child Care With the implementation of full family sanction for TANF recipients, the codes entered into the System for Application, Verification, Eligibility, Referral and Reporting (SAVERR) by the Health and Human Services Commission do not definitively indicate a participant’s eligibility for transitional child care benefits. Therefore, Boards must ensure that transitional child care services are provided for children as stated in Commission rule §809.101 and that appropriate staff confirms eligibility through means other than TIERS.

When Transitional Child Care Eligibility Ends. Children should be rolled into At-Risk Child Care if their parents remain eligible for child care services. Staff must redetermine eligibility at the time the Form 2510 is received from the Choices case manager confirming that Choices is ending.

2.9 Child Care for Children Receiving or Needing Protective Services



References: TWC Rules §809.49Children Receiving or Needing Protective Services.

The Contractor shall ensure that determinations of eligibility for children needing protective services are performed by DFPS.
1. Child care will continue as long as authorized and funded by DFPS.

2. DFPS may authorize child care for a child under court supervision up to age 19.

The Contractor shall ensure that requests made by DFPS for specific eligible providers are enforced for children in protective services.
2.10 Workforce Investment Act Child Care




References: WD 65-00 Application of Child Care Rules to Other Categories of  Funding for Child Care Services.
The contractor will manage intake services for children and families referred by WIA case managers.  Parents receiving child care supportive services must meet the requirements of the TWC Child Care rules. They must:

• meet Board income guidelines;

• pay an assessed parent fees;

• report any changes that might affect their eligibility for services;

· sign required forms; and

• if these requirements are not met, child care services must be terminated by the

WIA case worker.

2.11Child Care for Children Living at Low Incomes



References: TWC Rules §809.50 Child Care for Children Living at Low Incomes 

A parent is eligible for child care services under this section if:

· The family income does not exceed the income limit established by the Board provided that the income limit does not exceed 75% of the state median income for a family of the same size; and

· Child care is required for the parent to work or attend a job training or educational program for a minimum of 25 hours per week for a single-parent family or 50 hours per week for a two-parent family, or a higher number of hours per week. (See §809.42 for exceptions).
2.12 Child Care for Children with Disabilities


Reference: TWC Rule §809.51 Children with Disabilities
Children with disabilities are eligible for child care under the HOTWDB  policy if: 

1. the child resides with the parent and the parent’s income, after deducting the cost of the child’s ongoing medical expenses, does not exceed the Board’s approved income, and;

2. the child’s parent is working, participating in training, or attending school in accordance to the requirements in General Eligibility in this document (see exception to Work Training Requirement).

The HOTWDB will serve children with disabilities in accordance with policy 809.41(a), if the parent provides sufficient information showing the child is unable to care for him/herself and the parent has no other options for child care.    
HOTWDB will provide information to parents about early intervention and related services to children in natural and inclusive environments.

· The family of a child with a disability must be informed, at initial enrollment, of the Children with Disabilities Program. This program may assist families with adaptive equipment for use at the regulated facility the child attends or an increased reimbursement to the regulated provider, up to 190% of the HOTWDB Maximum Reimbursement Rate, to assist with the cost of additional staff to assist the child while at the facility or home.  Relative providers are not eligible for these services.
2.12.A Adaptive Equipment

Families requesting this assistance must provide documentation from the child’s doctor or other professional assisting the family with the child’s disability verifying the need for adaptive equipment while in care and the benefits the child will receive from use of the equipment.

The regulated provider chosen by the family must:

· verify their ability to handle the equipment, 

· be willing to be responsible for the proper maintenance of the equipment, and 

· acknowledge their responsibility for replacing or repairing the equipment if it is damaged or destroyed.

The Child Care Contractor must receive approval for the purchase/lease of any adaptive equipment from the HOTWDB.  Approval of adaptive equipment will be contingent on proof of need and the availability of funds.

The continued need for adaptive equipment must be reassessed annually.  Regulated providers receiving adaptive equipment will be monitored on the use and condition of the equipment annually by the Child Care Contractor.

2.12.BEnhanced Reimbursement Rates

Regulated providers caring for a child with a disability who is receiving child care assistance may request an increased reimbursement rate if the provider must assign additional staff specifically to assist the child.

The Child Care Contractor must receive written documentation from the regulated provider, the child’s parent and a professional providing care for the child’s disability requesting additional staff assistance while the child is with the provider.   This request must include the amount of additional staff time required each day to care for the child.  Approval will be contingent on proof of need and the availability of funds. 

2.13 Child Care for Children of Teen Parents


Reference: TWC Rule 809.52 Child Care for Children of Teen Parents
A teen parent is an individual 18 years of age or younger, or 19 years of age and attending high school or the equivalent, who has a child.

A child of a teen parent may be eligible for child care if:

1. the teen parent needs child care services to complete high school or the equivalent; and

2. the teen parent’s family income does not exceed 85% of the state median income for a family opf the same size.

3. The teen parent’s family income is based solely on the teen parent’s income and size fo the teen’s family as define in 809.2(8).

Family Income.  For purposes of determining whether the family’s total gross income does not exceed the Boards’ established income eligibility limit for teen parents, the following applies.

· If residing with the teen’s parent(s) (the child’s grandparents), the teen shall include in the family’s total gross income, the income of the child’s grandparents.

· If not residing with the teen’s parent(s), the teen is not required to include the grandparents income in the family’s total gross income, but must include any monetary contribution received by the teen from the child’s grandparents

2.14 Child Care for Children Served by Special Projects



Reference: TWC Rule 809.53 Child Care Served by Special Projects
Special projects developed in federal and state statues or reguations may add groups of children eligible to receive child care.

The eligibility criteria as stated in the statues or regulations shall control for the special project, unless otherwise indicated by the Commission.

The time limit for receiving child care for children served by special projects may be:

1. specifically prescribed by federal or state statues or regulations according to the particular project;

2. otherwise set by the Commission depending on the purpose and goals of the special project; and

3. limited to the availability of funds.

2.15 Continuity of Care


Reference: TWC Rule 809.54 Continuity of Care
1. Enrolled children, including children whose eligibility for Transitional child care has expired, shall receive child care as long as the family remains eligible for any available source of Commission-funded child care except as otherwise provided under subsection of this section. 

2. Except as provided by §809.76(b) relating to child care during appeal, nothing in this chapter shall be interpreted in a manner as to result in a child being removed from care, except when removal from care is required for child care to be provided to a child of parents eligible for the first priority group as provided in §809.43. 

3. In closed DFPS Child Protective Services cases (DFPS cases) where child care is no longer funded by DFPS, the following shall apply: 

a) Former DFPS Children Needing Protective Services Child Care. Regardless of whether the family meets the income eligibility requirements of the Board or is working or attending a job training or educational program, if DFPS determines on a case-by-case basis that the child continues to need protective services and child care is integral to that need, then the Board shall continue the child care by using other funds, including funds received through the Commission, for child care services for up to six months after DFPS case is closed. 

b) Former DFPS Children Not Needing Protective Services Child Care. If the family meets the income eligibility requirements of the Board and if DFPS does not state on a case-by-case basis that the child continues to need protective services or child care is not integral to that need, then the Board may provide care subject to the availability of funds. To receive care under this paragraph, the parents must be working or attending a job training or an educational program. 

c) A Board shall ensure that no children of military parents in military deployment have a disruption of child care services or eligibility because of the military deployment. 

4. A Board shall ensure that a child who is required by a court-ordered custody or visitation arrangement to leave a provider's care is permitted to continue receiving child care by the same provider, or another provider if agreed to by the parent in advance of the leave, upon return from the court-ordered custody or visitation arrangement. 

5. A Board may encourage parents of other children to temporarily utilize the space the child under court-ordered custody or visitation arrangement has vacated until the child returns so he or she can return to the same provider. 

6. A Board shall ensure that parents who choose to accept temporary child care to fill a position opened because of court-ordered custody or visitation shall not lose their place on the waiting list. 

7. A Board shall ensure that parents who choose not to accept temporary child care to fill a position opened because of court-ordered custody or visitation shall not lose their place on the waiting list.
Part III

PARENT RIGHTS AND RESPONSIBILITIES

Effective Date: September 1, 2007
3.1 Parent Rights
References: TWC Rules §, §809.71 Parent Rights, WD 18-03, WD 14-04
Definition: 

Parent--An individual who is responsible for the care and supervision of a child and is identified as the child's natural parent, adoptive parent, stepparent, legal guardian, or person standing in loco parentis (as determined in accordance with Commission policies and procedures). Unless otherwise indicated, the term applies to a single parent or both parents.

The Contractor must inform parents in writing of all rights to apply for and receive services.

· These rights must be explained during the intake and eligibility processes and be reviewed upon re-determination of eligibility.

· This is documented by having the parent sign Form 2400, Parent Acknowledgement of Rights and Responsibilities for Child Care Services and retaining a copy

· Parents shall be provided with a current Parent Handbook.  

 Parents have the right to:

1. choose the type of child care provider that best suits their needs and to be informed of all child care options available to them as included in the consumer education information described in §809.15; 

2. visit available child care providers before making their choice of a child care option; 

3. receive assistance in choosing initial or additional child care referrals including information about the Board's policies regarding transferring children from one provider to another; 

4. be informed of the Commission rules and Board policies related to providers charging parents the difference between the Board's reimbursement and the provider's published rate as described in §809.92(c) - (d); 

5. be represented when applying for child care services; 

6. be notified of their eligibility to receive child care services within 20 days from the day the Board's child care contractor receives all necessary documentation required to determine eligibility for child care; 

7. receive child care services regardless of race, color, national origin, age, sex, disability, political beliefs, or religion; 

8. have the Board and the Board's child care contractor treat information used to determine eligibility for child care services as confidential; 

9. receive written notification, except as provided by paragraph (10) of this section, from the Board's child care contractor at least 15 days before the denial, delay, reduction, or termination of child care services unless the following exceptions apply: 

a) Notification of denial, delay, reduction, or termination of child care services is not required when the services are authorized to cease immediately because either the parent is no longer participating in the Choices program or services are authorized to end immediately for children in protective services child care; or 
b) The Choices program participants and children in protective services child care are notified of denial, delay, reduction, or termination of child care and the effective date of such actions by the Choices caseworker or DFPS; 

10. receive 30-day written notification from the Board's child care contractor if child care is to be terminated in order to make room for a priority group described in §809.43(a)(1), as follows: 

a) Written notification of denial, delay, reduction or termination shall include information regarding other child care options for which the recipient may be eligible. 

b) If the notice on or before the 30th day before denial, delay, reduction, or termination in child care would interfere with the ability of the Board to comply with its duties regarding the number of children served or would require the expenditure of funds in excess of the amount allocated to the Board, notice may be provided on the earliest date on which it is practicable for the Board to provide notice; 
c) Children will be removed from care based upon time in low-income child care with the most recently enrolled being the first to be terminated.
11. reject an offer of child care services or voluntarily withdraw their child from child care unless the child is in protective services; 

12. be informed of the possible consequences of rejecting or ending the child care that is offered; 
13. be informed of the eligibility documentation and reporting requirements described in §809.72 and §809.73; 
14. be informed of the parent appeal rights described in §809.74; and

15. be informed of the Board's attendance policy as required in §809.13(d)(13).
3.2 Parent Eligibility Documentation Requirements


References: TWC Rules §809.72 Eligibility Documentation Requirements 

Eligibility documentation refers to paperwork necessary (forms and other required sources of documentation for each case) to establish a parent’s eligibility for services.

During the enrollment process the Contractor explains to the parents that they must:

· Complete and sign all required enrollments forms;

· Complete and sign all required contracted provider enrollment forms; and

· Provide all needed sources of eligibility verification

The Contractor shall keep records of eligibility documents for each parent/child receiving services.  The Contractor must inform parents of all responsibilities when applying for and receiving child care services.  These responsibilities must be explained verbally and in writing.  In addition, the Contractor must:

· notify parents at least 15 days in advance what documentation is necessary to determine eligibility, and

· retain copies of eligibility documentation; and

· notify parents at least 15 days in advance when care is to be terminated.

Contractor shall use the most current eligibility forms.  Eligibility forms include:
Income Eligible parents:

· Form 2050: Application and Eligibility Certification for Services

· Form 2400: parent Acknowledgement of Rights and Responsibilities for Child Care Services

· Form 2040: Parent Responsibility Agreement for Child Care Services

Workforce Program Referrals

· Form 2510: Notification of Child Care Eligibility

· Form 2400 parent Acknowledgement of Rights and Responsibilities for Child Care Services

CPS Referrals

· Form 2054: Eligibility and Authorization for Services without Regard to Income

· Form 2400: Parent Acknowledgement of Rights and Responsibilities for Child Care Services
Maintenance of Records

The contractor shall maintain case records that contain appropriate documentation of the eligibility of all children for child care service periods.  Each case must contain eligibility documents on one of the following forms:

· Form 2050

· Form 2054

· Form 2510
Confidentiality of Eligibility Information

Parents have the right to have Contractor treat as confidential all information used to determine eligibility for child care services.
3.3 Parent Reporting Requirements


References: TWC Rules §809.73 Parent Reporting Requirements, WD Letter 53-07Child Care Eligibility:  Calculating and Verifying Work Hours for Self-Employed Parents
1. Reporting Changes The Contractor will inform parents that they must report the following changes within 10 days of occurrence:

· changes in family income;

· changes in family size;

· loss of TANF or Supplemental Security Income assistance grants;

· changes in work, or attendance in a job training or educational program;

· The receipt or the awarding of any child care funds from other public or private entities; or

· any other changes that might affect the parents' eligibility or parent share of cost for child care..

2. Failure to Report Changes may result in:

· termination of child care;

· recovery of payments by the Board, the Board's contractor, or the Commission;

· fact-finding for suspected fraud as described in Subchapter F of TWC Chapter 809.

3. Consequences  The receipt of services for which a parent is no longer eligible constitutes grounds on which to suspect fraud (see “Fraud”).The Contractor shall consider the following when determining the consequences.

· If the change(s) does not affect eligibility, the family shall continue to receive services, and

· Contractor shall inform the parent in writing that they are in noncompliance with the requirement.

· The parent must agree to pay back all fees owed to the Contractor.

· Parent will be required to enter into a monthly repayment plan to maintain child care services.  If a payment is missed, a child care termination later will be sent.
3.4 Parent Appeal Rights


References: TWC Rules §809.74 Parent Appeal Rights

1. A parent may request a hearing, if the parent's eligibility or child's enrollment is denied, delayed, reduced, or terminated by the Board's child care contractor. 

2. A parent may have an individual represent him or her during this process. 

3. A parent of a child in protective services may not appeal pursuant to Chapter 823 of this title, but shall follow the procedures established by DFPS. 

4. If the parent's eligibility or child's enrollment is denied, delayed, reduced, or terminated by a Choices caseworker, the parent may appeal pursuant to Chapter 823 of this title. 

5. If the parent's eligibility or child's enrollment is denied, delayed, reduced, or terminated by an FSE&T caseworker, the parent may appeal pursuant to Chapter 823 of this title.

3.5 Child Care during Appeal


References: TWC Rules §809.75 Child Care during Appeal

1. For a child currently enrolled in child care, a Board shall ensure that child care services continue during the appeal process until a decision is reached, if the parent requests a hearing. 

2. A Board shall ensure that child care does not continue during the appeal process if the parent's eligibility or child's enrollment is denied, delayed, reduced, or terminated because of: 

a) excessive absences; 

b) voluntary withdrawal from child care; 

c) change in federal or state laws or regulations that affect the parent's eligibility; 

d) lack of funding because of increases in the number of enrolled children in state and Board priority groups; 

e) a sanctions finding against the parent participating in the Choices program; 

f) voluntary withdrawal of a parent from the Choices program; 

g) nonpayment of parent fees; or 

h) a parent's failure to report, within 10 days of occurrence, any change in the family's circumstances that would have rendered the family ineligible for subsidized child care. 

3. The cost of providing services during the appeal process is subject to recovery from the parent by the Board, if the appeal decision is rendered against the parent.

3.6 Parent Responsibility Agreement


References: TWC Rules §809.76 Parent Responsibility Agreement and 809.77 Exemptions from the Parent Responsibility Agreement

     3.6.A REQUIREMENTS

1. The parent of a child receiving child care services is required to sign a parent responsibility agreement (PRA) as part of the child care enrollment process, unless covered by the provisions of Texas Human Resources Code §31.0031. The parent's compliance with the provisions of the agreement shall be reviewed at each eligibility re-determination. 

2. The PRA requires that: 

A. for cases in which the child has a non-custodial parent, the custodial parent shall: 

(1) cooperate with the Office of the Attorney General (OAG) to establish paternity of the parent's children and to enforce child support on an ongoing basis by: 

a) providing documentation to the Board's child care contractor that the parent has an open child support case with OAG and is cooperating with OAG; or 

b) (opening a child support case with OAG and providing documentation to the Board's child care contractor that the parent is cooperating with OAG; or 

(2) provide documentation to the Board's child care contractor that the parent has an arrangement with the non-custodial parent for child support and is receiving child support on a regular basis. Such documentation must include evidence of child support history, including in-kind child support; 

B. each parent shall not use, sell, or possess marijuana or other controlled substances in violation of Texas Health and Safety Code, Chapter 481, and abstain from alcohol abuse; and 

C. each parent shall ensure that each family member younger than 18 years of age attends school regularly, unless the child has a high school diploma or a GED credential, or is specifically exempted from school attendance by Texas Education Code §25.086. 

3.  Failure by the parent to comply with any of the provisions of the PRA shall result in sanctions as determined by the Board, up to and including terminating the family's child care services.
3.6.B Exemptions: 

a) Paternity.  Notwithstanding the requirements set forth in §809.76(b)(1), the parent is not required to comply with those requirements if one or more of the following situations exist: 

· The paternity of the child cannot be established after a reasonable effort to do so; 

· The child was conceived as a result of incest or rape; 

· The parent of the child is a victim of domestic violence; 

· Adoption proceedings for the child are pending; 

· The parent of the child has been working with an agency for three months or less to decide whether to place the child for adoption; 

· The child may be physically or emotionally harmed by cooperation; or 

· The parent may be physically or emotionally harmed by cooperation, to the extent of impairing the parent's ability to care for the child.
b) State Exemptions from Compulsory School Attendance-  State law exempts the following from compulsory school attendance:

· Students that attend a private or parochial school that includes “good citizenship: in its course of study.

· Students who are eligible for a special education program, but can be appropriately served by their district.

· Students that have a medical or mental condition that make it infeasible to attend and have a physician’s certification tot hat effect.

· Students who have been expelled from school;

· Students who are at least 17 year of age, and

· Attend a high school equivalency course, or

· Have received their high school diploma or equivalency certificate.

· Students who are specifically exempted under another law.

· The child is in pre kindergarten or kindergarten.
3.6.C Sources of Documentation: 

Parents must provide documentation to verify compliance:

· A copy of the report card for each child in the household.

· A copy of the school attendance record for each child

· A copy of the Form 2042: School Attendance Verification.

· Documentation of the parent’s cooperation with the appropriate authorities concerning the child’s failure to attend school.

3.6.D Sanctions: 
The parent must supply the Child Care Contractor with documentation that she has made an effort to establish paternity of children in care and is cooperating in attempting to collect child support for the children.  If the parent fails to provide the required documentation:
· The Child Care Contractor must assess the parent an additional parent share of cost of $25.00 per month;

· The parent must pay this fee to the provider (regulated or unregulated) on a schedule determined by the Child Care Contractor, until the parent provides documentation of compliance; and

· If the parent does not make the additional monthly payments as required, the Child Care Contractor must terminate child care services for the family.

· The consequences for not complying with the PRA or paying the additional fee may include a sanction and/or termination of services.

· If a parent shows non-compliance on the Form 2041 Parent Self-Declaration Form, the Child Care Contractor does not impose a sanction on the parent if the parent can provide sufficient documentation that proves he or she is participating in an alcohol or drug abuse treatment program or has completed such a program.  

· If a parent shows non-compliance with the school attendance requirement, the Child Care Contractor does not impose a sanction on the parent if the parent can provide documentation that proves he or she is cooperating with appropriate authorities in effort to improve a child’s school attendance.  
Part IV

Requirements for Providers

Effective Date: September 1, 2007
Reference: TWC Rule §809.91 Minimum Requirements for Providers

Eligible Providers  
Eligible regulated providers residing in Falls, Hill, Limestone, Freestone, Bosque, and McLennan counties with a current license or registration from TDFPS and eligible relative care providers who are listed with TDFPS are eligible to receive reimbursement for child care services.  Providers outside the HOTWDA will be considered on a case-by-case basis when extenuating circumstances prevent a parent from using a provider that resides in the HOTWDA.  Extenuating circumstances must be documented by the Board’s Contractor. 

Minimum Requirements

The Board’s contractor will ensure that providers who are reimbursed for child care services meet the qualifications defined in TWC Rules and the following policies: 
1. HOTWDB requires that child care subsidies are paid to:

a) Regulated child care providers as described in 809.2(17)

b) Relative child care providers as described in 809.2(18), subject to the requirements in subsections (e) and (f) of  TWC Rule 809.91

c) HOTWDB does not allow listed family homes as defined in 809.2(12) of TWC Rule to receive child care subsidies.

2. When a Board or the Board’s child care contractor, in the course of fulfilling its responsibilities, gains knowledge of any possible violation regarding regulatory standards, the Board or its child care contractor shall report the information to the appropriate regulatory agency.
4.3 Provider Responsibilities and Reporting Requirements


Reference: TWC Rule §809.92 Provider Responsibilities and Reporting Requirements and §809.54 Relating to Continuity of Care for custody and visitation arrangements, WD 40-07 change 1, WD 50-07, WD 34-06
HOTWDB requires that providers are given written notice of and agree to their responsibilities, reporting requirement, and requirements for reimbursement.
4.3.A Collecting Parent Share of Cost

The provider is solely responsible for collecting the parent share of cost before child care services are delivered.  If the parent refuses or cannot pay the assessed fee, the provider should suggest that the parent contact the Child Care Contractor to request a fee reduction.  If a fee reduction is not granted and the parent still does not pay the fee, the provider must contact the Child Care Contractor for termination of child care services.
Providers are also responsible for collecting other child care funds received by the parent as described in 809.21(2)

4.3.B Attendance Policy

HOTWDB will require all providers providing child care to document and maintain a record of each child’s attendance.   Attendance records are the basis of payment for any provider.   Failure to keep attendance records or to follow attendance reporting and tracking procedures may result in withholding payments. Documents shall include:

· Form 2455, Contracted Provider Service Delivery Report

· Attendance Contact Logs

Providers must call the Contractor when a child has been absent for 3 days without parental notice.
4.3.C Suspension Policy

Child care must be terminated for clients who will be absent from authorized child care for periods that extend beyond two consecutive weeks.  This process will be known as child care suspensions.   Suspensions are allowed for:

· Court ordered visits if the parent agrees in advance that care is not guaranteed at the same child care facility,

· Teen parents who do not have transportation to bring children to child care during semester breaks and school holidays,

· Parents who live a long distance from the child care facility and cannot take children to child care during breaks in their employment or training activities, and

· Other circumstances which are considered on a case-by-case with the Board contract management staff approval.

In these instances child care will be terminated.   When the parent returns to work or training or the child returns home, child care will be reauthorized and the child will be re-enrolled
4.3.D  Voluntary Withdrawl
An absence of five consecutive days without parental notice to the provider or Child Care Contractor may result in termination.  This is considered a voluntary withdrawal from child care services and constitutes grounds for immediate termination of the child’s enrollment.  

4.3.E  Excessive Absence
An absence of thirty days in a one-year period may also be grounds for termination based on excessive absences.  The Child Care Contractor must notify the parent in writing that the child’s enrollment will be terminated.  The parent may appeal the determination of excessive absences, but the effective date of the determination is not delayed by the appeal.  The 12-month period is tracked separately for each child and begins on the first day of enrollment in child care.  

After children’s attendance exceeds absence limits of 30 or more days, the Board Contract Managers may authorize up to an additional 30 days of extended absences based on:

· Illness, including:

· Medically fragile or chronically ill children, as certified by a physician, and

· Childhood illness; and/or

· Extenuating circumstances approved by the Board Contract Management staff.
4.4 Provider Reimbursement



Reference: TWC Rule §809.93 Provider Reimbursement

1. The Contractor shall ensure that reimbursement for child care is paid:

a) To the provider only; and

b) After the Contractor receives a complete Declaration of Services Statement (must meet requirements of 809.93(b)(1-7) from the provider verifying that services were rendered.

2. The Contractor shall not reimburse providers that are debarred from other state or federal programs unless and until the debarment is removed.
3. Reimbursement for child care is based on the unit of service delivered, as follows:

a. A full-day unit of service is 6-12 hours of care provided within a 24-hour period; and

b. A part-day unit of service is fewer than 6 hours of care provided within a 24-hour period.
4. Providers shall not be reimbursed retroactively for new Board maximum reimbursement rates or new provider published rates.
4.5 Regulated Providers

 Reference: TWC Rule §809.2(17) Definitions

A regulated child care provider is a provider caring for an eligible child in a location other than the eligible child’s own residence that is: licensed by DFPS, registered with DFPS, licensed by the Texas Department of State Health Services as a youth day camp; or operated and monitored by the United States military services.

HOTWDB will require the following information from a Regulated provider:

1. Appropriate identification that include but, are not limited to a social security number or Employer Identification Number.  

2. A completed Provider Rate Schedule signed by an authorized representative of the Regulated Provider.

3. Two weeks advance notice to the Contractor for any of the following changes:

· Facility ownership;

· Facility address;

· Rates;

· Hours of operations;

· Ages of children served;

· Holidays;

· Transportation; or

· Other services.

The Contractor must notify the child care provider using the Form 2450 or the SACC provider using the Form 2450-A when the provider needs updated information or that child services are to end.  The Form must be sent to the provider within 5 days.

4.5A Absence Policy

 Reference: TWC Rule §809.48 Attendance


HOTWDB will reimburse regulated providers for absences under the following conditions:

· the absence is due to illness,

· the child is scheduled to attend but does not, up to 3 days if the provider notifies the Child Care Contractor by close of business on the 3rd day the child is absent,

· the child is on court ordered visitation for up to 2 weeks with prior notification from the Contractor,

· the child does not attend but is authorized by the Child Care Contractor due to the parent’s irregular work schedule,

· the child is scheduled to attend but does not due to extenuating family circumstances, with prior notification from the Contractor.

Holidays and Extenuating Circumstances

HOTWDB will reimburse regulated providers for each child currently enrolled with the provider for nine days per year.
HOTWDB will also reimburse regulated providers for each child currently enrolled when they are closed due to extenuating circumstances, as defined below for up to 5 business days per calendar year.

· Icy roads (when the public schools in the town the   provider is located are also closed)

· Fire

· Electrical or gas outage

· Building collapse

· Or other extenuating circumstances approved by the HOTWDB on a case-by-case basis.

4.5.B Charging the Difference 
References: TWC Rules §809.92 (c) and (d).
Providers shall not charge the difference between the provider’s published rate and the amount of the Boards’ reimbursement rate as determined under 809.21 to parents who are exempt from the parent share of cost assessment or whose parent share or cost is calculated to be zero.

Providers participating in the following quality child care projects: Texas Rising Star Providers, Texas Early Education Model, and/or Texas School Ready! Certification sites, who receive enhanced reimbursement rates will make no additional charges to child care contractor referred parents for any differences between the published rate and the reimbursement rate.  This does not include charges to parents for picking children up late or for special activities not included in the published rate that the parents elect to pay for on their own.

HOTWDB does not prohibit providers from charging the difference between the provider’s published rate and the amount of the Board’s reimbursement rate to all other parents eligible for child care services.
4.6 Relative Providers

 Reference: TWC Rule  §809.2(18), WD 40-07 change 1
1. A relative child care provider is an individual who is at least 18 years of age, and is, by marriage, blood relationship, or court decree, one of the following:

· The child’s grandparent;

· The child’s great-grandparent;

· The child’s aunt or uncle;

· The child’s sibling (if the sibling does not reside in the same household as the eligible child).

2. Commission rule §809.91(f)(1) requires that a relative caring for a child in the relative’s residence be listed with the Texas Department of Family and Protective Services (DFPS).
3. An individual appearing on the Texas Department of Public Safety’s Sex Offender Registry, pursuant to Chapter 62 of the Texas Code of Criminal Procedure, shall not be eligible to be a relative child care provider.

4. A relative child care provider shall not be reimbursed for more children than permitted by the DFPS minimum regulatory standards for Registered Child Care Homes.  
5. Relative child care providers shall not reside in the same household as the eligible child unless:

a. the eligible child is a child of a teen parent; or

b. the Board’s child care contractor determines and documents that other child care provider arrangements are not reasonably available.

6. A relative providing care in the child’s home:
a. is not required to list with DFPS; and
b. is subject to a DPS Sex Offender Registry check; and
c. a relative providing care in the relative’s residence—which is not the child’s home—must be listed with DFPS.
HOTWDB will require the following information from an eligible relative self-arranged child care provider:

1. A signed statement releasing the Board and its Child Care Contractor from any liability issues which may arise while caring for a CCS child or children.

2. Provide appropriate identification to the Child Care Contractor.  Forms of identification include: driver’s license or picture identification card and a social security number.  

3. Sign a self certification statement to verify the relationship between the child or children receiving care and the eligible relative.  Birth certificates may also be required to verify this relationship.

4. All eligible relatives must attend an orientation within 35 days of first day the relative provides child care for eligible children.  Eligible relatives will not be eligible for payment until they have completed the orientation.  

Parents Who Choose Relative Care

HOTWDB will require the following information from a parent who elects to use an eligible relative for self-arranged care:

1. Parents must sign a form stating that they understand eligible relatives may not have insurance, health and safety regulations may not be followed, and are basically unregulated.

2. Upon request, parents must provide birth certificates of their children and themselves to determine the relationship between the eligible relative 

3. All parents who choose an eligible relative for self- arranged care must attend an orientation within 30 days of the first day the relative provides child care or choose a regulated provider.
4.7 Quality Child Care Programs

References: WD Letter 36-06 Child Care Services: Quality Improvement Activities and Graduated Reimbursement Rates, WD 47-07, WD 55-07 Change 1., 
Texas Rising Star Certification Guidelines may be accessed at: 
 http://www.twc.state.tx.us/svcs/childcare/provcert.pdf
Texas Early Education Model (TEEM0 information can be accessed at:

http://www.childrenslearninginstitute.org/our-programs/program-overview/TX-state-center/default.html
Texas School Ready! Certification eligibility and application are available online at:

http://www.childrenslearninginstitute.org/our-programs/program-overview/TX-school-ready/certification/apply-now.aspx.
HOTWDB encourages eligible providers to consider participating in programs designed to improve the quality of child care services.  There are three programs recognized by TWC for improving quality in child care settings: Texas Rising Star Program, Texas Early Education Model, and Texas School Ready! Certification.  Providers participating in one of these programs may receive enhanced reimbursement rates. 
A Texas Rising Star Provider is an eligible child care provider that voluntarily meets requirements that exceed the State's Minimum Licensing Standards for health and safety, group size, child/staff ratios, caregiver training, and age-appropriate curricula and activities.   The Texas Rising Star Provider certification system provides graduated levels of certification as providers meet progressively higher certification requirements. 
Any Provider who:
1. has the appropriate permanent license or registration from, and is in good standing with, the Texas Department of Protective and Regulatory Services (TDPRS); or
2. is regulated by the military; or
3.  is alternatively accredited by an organization approved by TDPRS as stipulated in Chapter 42,Subchapter E, of the Human Resources Code

may apply for Texas Rising Star Provider certification. Any provider that is on Adverse Action, Corrective Action or Monitoring Plan 1 status with TDPRS due to non-compliance with the Minimum Standards for Child Care Licensing is not eligible to apply for Texas Rising Star Provider certification.
Enhanced Provider Reimbursement Rates

HOTWDB will provide enhanced reimbursement rates for Texas Rising Star Providers, providers participating in the Texas Early Education Model, and/or Texas School Ready! Certification sites as funding allows.  Rates must be at least five percent greater than the maximum rate established for providers for the same category of care, but not exceed the provider’s published rate.

· Rates for 2-star Texas Rising Star Providers status will be set at $1.00 a day more than the rate for non-designated providers in the same category of care.  

· Rates for 3 or 4-Star Texas Rising Star Providers, participating TEEM Providers, or providers with a Texas School Ready! Certification will be set at $3.00 a day more than the rate for non-designated providers in the same category.  

Part V
Fraud Fact-Finding and Improper Payments

Reference: TWC Rule  §809.11-§809.17, HWD 001-07 HOTWDB Fraud and Abuse Policy, HWD – AdmPro – 05-07 Administrative Procedures for Reporting, Fact-finding and prosecution of fraud, waste, theft, and program abuse and collection of overpayments
5.1 Compliance with Commission Rules and Board Policies 

 (a)
The Commission, Board or Board's child care contractor may consider failure by a provider or parent to comply with this chapter as an act that may warrant corrective and adverse action. 
(b)
Failure by a provider or parent to comply with this chapter shall also be considered a breach of contract, which may also result in corrective action. 

5.2 Suspected Fraud


A parent, provider, or any other person in a position to commit fraud may be suspected of fraud if the person presents or causes to be presented to the Board or its child care contractor one or more of the following items: 

(1)
A request for reimbursement in excess of the amount charged by the provider for the child care; or 

(2)
A claim for child care services if evidence indicates that the person may have: 

(A)
known, or should have known, that child care services were not provided as claimed; 

(B)
known, or should have known, that information provided is false or fraudulent; 

(C)
received child care services during a period in which the parent or child was not eligible for services; 

(D)
known, or should have known, that child care subsidies were provided to a person not eligible to be a provider; or 

(E)
otherwise indicated that the person knew or should have known that the actions were in violation of this chapter or state or federal statute or regulations relating to child care services.

5.3 Action to Prevent or Correct Suspected Fraud 


(a)
The Commission, Board, or Board's child care contractor may take the following actions if the Commission finds that a provider has committed fraud: 

(1)
Temporary withholding of payments to the provider for child care services delivered; 

(2)
Nonpayment of child care services delivered; 

(3)
Recoupment of funds from the provider; 

(4)
Stop authorizing care at the provider's facility or location; or

(5)
Any other action consistent with the intent of the governing statutes or regulations to investigate, prevent, or stop suspected fraud.

(b)
The Commission, Board, or Board's child care contractor may take the following actions if the Commission finds that a parent has committed fraud:

(1)
recouping funds from the parent;

(2)
prohibiting future child care eligibility, provided that the prohibition does not result in a Choices or FSE&T participant becoming ineligible for child care; 

(3)
limiting the enrollment of the parent's child to a regulated child care provider; or 

(4)
any other action consistent with the intent of the governing statutes or regulations to investigate, prevent, or stop suspected fraud.

5.4 Corrective Adverse Actions 

(a)
When determining appropriate corrective actions, the Board or Board's child care contractor shall consider: 

(1)
the scope of the violation; 

(2)
the severity of the violation; and 

(3)
the compliance history of the person or entity. 

(b)
Corrective actions may include, but are not limited to, the following: 

(1)
Closing intake; 

(2)
Moving children to another provider selected by the parent;  

(3)
Withholding provider payments or reimbursement of costs incurred;

(4)
Termination of child care services; and

(5)
Recoupment of funds.

(c)
When a provider violates a provision of of this chapter, a written Service Improvement Agreement may be negotiated between the provider and the Board or the Board's child care contractor.  At the least, the Service Improvement Agreement shall include the following: 

(1)
The basis for the Service Improvement Agreement; 

(2)
The steps required to reach compliance including, if applicable, technical assistance; 

(3)
The time limits for implementing the improvements; and 

(4)
The consequences of noncompliance with the Service Improvement Agreement. 

5.5 Recovery of Improper Payments 

(a)
A Board shall attempt recovery of all improper payments in accordance with Commission and Board policies and procedures.  The Commission shall not pay for improper payments. 

 (b)
The provider shall repay improper payments for child care services received in the following circumstances: 

(1)
Instances involving fraud; 

(2)
Instances in which the provider did not meet the provider eligibility requirements in this chapter; 

(3)
Instances in which the provider was paid for the child care services from another source; 

(4)
Instances in which the provider did not deliver the child care services; 

(5)
Instances in which referred children have been moved from one facility to another without authorization from the child care contractor; and

(6)
Other instances when repayment is deemed an appropriate action.

(c)
A parent shall repay improper payments for child care in the following circumstances: 

(1)
Instances involving fraud as defined in this chapter; 

(2)
Instances in which the parent has received child care services while awaiting an appeal and the determination is affirmed by the hearing officer; or 

(3)
Other instances in which repayment is deemed an appropriate corrective action.
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