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WELCOME

This handbook was designed to assist participants and their selected child care provider with
understanding the requirements to participate in CalWORKSs Stage 1 *(Stage 1), CalWORKSs
Stage 2 (C2AP), CalWORKSs Stage 3 (C3AP), Alternative Payment Program (CAPP), and
Emergency Care Foster Bridge * (ECFB). We look forward to working with you!

*Exclusive to Mariposa or Tuolumne County ICES Office

LOCATION | CONTACT INFORMATION:
We have two offices located in Tuolumne and Mariposa Counties

Infant/Child Enrichment Services (ICES)
icesagency.org

Open Monday-Friday 8:30am - 5:00pm
Closed Weekends and Holidays

MARIPOSA COUNTY OFFICE TUOLUMNE COUNTY OFFICE
5060 Bullion Street 20993 Niagara River Drive

P.O. Box1898 Sonora, CA 95370

Mariposa, CA 95338 Phone: (209) 533-0377

Phone: (209) 966-4474 Fax: (209) 533-4017

Fax: (209) 742-7028
General Email: ices@sti.net

General Email: info@icesagency.org

MISSION:

The Alternative Payment Program’s (AP) Mission is to provide personalized service in
helping low to moderate income families with child care costs on their path to become

economically self-sufficient.
alternative
payment
program

lifting up children & families
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OVERVIEW

PROGRAM OVERVIEW:

The Alternative Payment Program is a child care subsidy program operated with the California
Code of Regulations, Title 5, and Welfare Institution Code. California Department of Social Services
pays for child care services directly to the family’s selected provider, on the parents’ behalf. ICES

administers five separate contract types. These programs are subject to funding availability; funding
is determined by California State Budget

To participate in ICES Alternative Payment (AP) subsidy programs, a family must meet the eligibility
and need requirements determined by the Department of Social Services, State of California (DSS).
(CCR 18107) If you live, work, or go to school in Mariposa or Tuolumne County you are eligible to
apply. Note: ICES may ask for proof of residency. (CCR 18087)

The Alternative Payment (AP) Programs serve eligible families who need financial
assistance with the cost of child care.

¥ Eligible children may participate in the program from birth up to the age of 13.

¥ Children unable to care for themselves due to a documented disability may be served up
to 21 years of age.

¥  ICES makes monthly payments to child care providers based on parents’ eligibility. °




OVERVIEW

PROGRAM DESCRIPTIONS:

Infant/Child Enrichment Services (ICES) administers the contracts
for five separate Alternative Payment (AP) programs:

CalWORKs Stage 1 Alternative Payment Program

* Funded by Mariposa County Department of Social Services
* Only available at the Mariposa ICES Office
+ Eligibility based on Welfare to Work Activity

C2AP CalWORKs Stage 2 Alternative Payment Program

* A Family may be transferred from Stage 1 to Stage 2 OR

» Parentis income eligible and has received CalWORKs Cash
Aid within the last 24 months as long as the family meets the
need and eligibility criteria

CalWORKs Stage 3 Alternative Payment Program

« Family is seamlessly transferred to Stage 3, once the family has
“timed” out of C2AP

» Age eligible children may remain in the C3AP program as long
as the family meets the need and eligibility criteria.

CAPP California Alternative Payment Program

* Age eligible children may remain in the CAPP program as long
as the family meets the need and eligibility criteria.

ECFB Emergency Care Foster Bridge

» Foster Parents with placements that need immediate child care (Tuolumne County only)
* 6 month program (may be extended by the Department of Social Services)
» Transfer to CAPP if eligible




The ICES Alternative Payment (AP) Program has limited openings for eligible families. To determine
eligibility, parents must submit a completed application. You can apply on our website, in person, or
call and have an application emailed or mailed to you.

Once your Child Care Subsidy Application has been reviewed and your family is selected for
potential enroliment a Case Manager will contact you to explain the next steps.

CalWORKs Program Entry: Emergency Foster Bridge

Open to anyone currently receiving CalWORKs Program Entry:

cash aid. Families may also be eligible for Open to eligible foster parents that are referred
CalWORKSs program entry for up to 24 months  py the Department of Social Services for time-
after discontinuing CalWORKSs cash aid. limited assistance with child care payment.

California Alternative Payment Program Enrollment Priorities:

A Ranking Table is used to determine priority for enrollment. The rank given is based on family
size & average monthly gross income. The lowest income families will be contacted for enroliment
before families in the next rank. As funding becomes available, we refer to the eligibility list and
contact families based on the following program admission priorities.

First: Child Welfare Services (CWS), or at-risk of abuse, neglect, or exploitation.

Second: Families that are income eligible with the lowest gross monthly income in relation to
family size are enrolled according to ranking.

When multiple families are within the same ranking:

1. Child with exceptional needs within the same ranking is admitted first
2. Dual language learner is admitted second
3. Entry with oldest application date

Gather Information: Select a child care provider and gather all documentation requested by your
Case Manager. These items will be listed on your Document Request.

Submit all documents to ICES Alternative Payment (AP) Program. Note that types of documents
requested are specific to each family, and additional documentation may be requested. A request for
documentation is not a guarantee that a family will be enrolled.

Once all documents have been submitted and reviewed, a Case Manager will schedule an enroliment
appointment with you if you are eligible for services. If you are determined to be ineligible for services,
you will receive a denial letter.

Complete Enrollment Appointment: Complete the enrollment process with a Case Manager to
review program requirements and child care authorization.

Services will begin upon completion of the appointment.



CONDITIONS FOR PARTICIPATION

(CCR 5 18081 - 18091)

For all subsidy programs administered by ICES, the
participating family must reside in California. For most ICES
Alternative Payment (AP) Programs, the families must live, work,
or attend school in the county in which they are applying.

Enrollment into an Alternative Payment (AP) Program is
dependent upon a family meeting specific eligibility and need
criteria. Families must complete a certification process at initial
enrollment and must recertify their eligibility every 12 months (24
months for CAPP Eligibility) thereafter, with the exception of:

¥ Families whose income exceeds the maximum income
threshold during their eligibility are required to report this
change and may be disenrolled. The maximum income
threshold is 85% of the state median income.

¥ Families who do not comply with agency policies and program
regulations (attendance policy, delinquent fees, etc....)

Recertification of Eligibility: (ccr 18082.1)

Eligibility starts on the date your family is certified/approved to receive subsidized services.

A Case Manager will notify your family within the last 30 days of your eligibility period to begin the
recertification process for continued services.

Families will be given an additional 50 days after their eligibility period to recertify for services. If
recertification is not completed within the 50 day period, services will be terminated.

Family File: (ccr 18081)

A family file is maintained for each family receiving ICES Alternative Payment (AP) Program
services. There may be two separate family files due to the child(ren) residing in two separate
households (see court order section).

Health & Emergency Information: (ccr 18081)

Participants must provide current emergency and health information for each child under 13.
These forms will be provided at the family’s enroliment appointment.

Non-school aged children (0-5 years) that are using license-exempt care will also need to
provide current immunization records. See page 21 for types of child care providers.




CONDITIONS FOR PARTICIPATION

(CCR 5 18081 - 18091)

Court Order:

If parents/guardians have a court order When a child’s residence alternates
that impacts child care services, it must be between the homes of separated or
provided by the parent to be included in divorced parents, eligibility must be
the family file (example-shared custody is determined separately for each

every other week). ICES Alternative household in which the child is residing
Payment (AP) Program will only pay for during the time services are needed.

child care when the child is with the
enrolled parent.

Exceptional Needs:

A child from 13 to 21 years of age with exceptional needs may qualify for services; however,
in addition to the IEP, a letter by a legally qualified professional is required. Documentation
must include:

¥ Statement that the child requires the special attention of adults in a child care setting
AND

%  The name, address, license number, and telephone number of the legally qualified
professional who is rendering the opinion.

Family Size: (ccr 18083.1)

Biological/Adoptive Parent: “Family” shall be considered the parents and the children for
whom the parents are responsible, who comprise the household in which the child receiving
services is living.

Guardian/Foster Parent: “Family” shall be considered the child and related siblings.

Participants must provide the names of the adults and the names, genders and birthdates of the
children identified in the family.

At least one document for EVERY child counted in the family size must be on file and indicate
the relationship of the child to the parent.

Birth Certificate

Child Custody Court Order

Adoption Documents

Foster Care Placement Records
School or Medical Records

County Welfare Department Records

Other reliable documentation indicating the
relationship of the child to the parent

s T & T & £ &




CONDITIONS FOR PARTICIPATION

(CCR 5 18081 - 18091)

Eligibility: (ccr 18084)

Eligibility is based on either family, or in some cases child eligibility. Participants must provide
documentation of eligibility in one or more of these categories:

FAMILY ELIGIBILITY:

! ) ) .

3 Family Experiencing Homelessness
* Referral Letter OR
» Self-Declaration

J& Receiving Benefits from Governmental Program
CalWorks, Medi-Cal, CalFresh, California Food Assistance, California Special Supplemental
Nutrition Program for Women, Infants and Children (WIC), Food Distribution Program on Indian
Reservation, Head Start or Early Head Start.

* Enroliment Documentation, such as Notice of Action | Receipt of Aid | Verification of Benefits
AND

» Copy of Governmental Program Application OR
+ If not available, Self-Declaration of Income as declared on the program application

& Income Eligibility
Guardian or Foster Parent(s):
+ Documentation of Monthly Income (For child and their related siblings)

Biological or Adopted Parent(s):
» Authorization to Release Employment Information (if applicable) AND
« Documentation of Monthly Income (ALL sources for ALL parents in family)

* Regular & Steady Income: Total countable income from either month of the 2-month
window immediately preceding certification

* Fluctuating or Inconsistent Income: Total countable income from 2 months
immediately preceding certification

CHILD ELIGIBILITY:

!
& Child Welfare Services (CWS)
+ Referral Letter from CWS unit

! . L
bd' At-Risk of abuse, neglect, or exploitation

* Referral Letter from legally qualified professional, local
educational agency liaison for homeless children,
Head Start program, or an emergency shelter




CONDITIONS FOR PARTICIPATION

(CCR 5 18081 - 18091)

Qualifying Need for Services: (cCr 18085.5)

In addition to meeting the eligibility criteria, all parents must meet at least one need criteria and
provide documentation supporting that need. Based on the Need criteria, the following
documentation is required:

¥  Child Welfare Services Referral Letter ¥ Educational Program Verification (English
At-Risk Referral Letter Language Learner, High School Diploma or High
School Equivalency Certificate. Limited for up to
6 years from the date participant starts classes)

%  Seeking Permanent Housing Declaration
(Maximum of 5 days per week, for less than 30
hours per week)

% Homelessness Referral Letter (Maximum 5 days
per week, for less than 30 hours per week)

% Statement of Parental Incapacity (Maximum of
50 hours per week)

¥
¥  Employment Verification
&

Declaration of Self-Employment and
supporting documentation

¥  Seeking Employment Declaration
(Maximum 5 days per week, for less
than 30 hours per week)

%  Training Verification (Limited for up to
6 years from the date participant
starts classes or until participant

reaches 24 units after the attainment ¥ Welfare to Work Plan Activity Assignment issued

of a bachelors degree) by CalWORKs (CalWORKSs programs ONLY)
Sleep time is available for parents who Travel time only applies to parents who are working
work between 10 P.M. and 6 A.M. or in school outside of the home. Any travel time

beyond 30 minutes before and after the work or
school schedule must be requested in writing.

Right to Voluntarily Report Changes:

Once eligibility and need have been established, a participant may keep that service level for no less
than 12 months (24 months for CAPP), even if their schedule changes. The only change that is
required to be reported is when a family’s income exceeds 85% of the state median income threshold.

You are welcome to report or request any changes that impact your child care needs. Some
examples of changes you may want to report but are not required to: new job, updated child care
schedule, a new child was welcomed into the family, or if your marital/partnership status has changed. If
you are unsure whether you should report a change or not, please contact your Case Manager.

If a participant needs to change their Once our office receives the Change Request
service level during their certification period and supporting documentation, our office will
the following must be submitted: issue a Notice of Action within 10 business days
&  Awritten request such as a Change indicating the outcome of your request.

Request Form AND No other change(s), other than those you
¥  Documentation to support the request request will be made to your service agreement.

It is your responsibility to notify your Case Manager if your address or telephone number changes

at any time to ensure we are able to contact you for important information about your services.




Some families enrolled in the Alternative Payment Program may have a Family Fee based on
their adjusted monthly income, family size, and certified hours of care. You will be notified by your
Case Manager if and when you are responsible for paying a Family Fee. Family fees are paid
directly to your provider and are due the first of the month.

Family fees will be assigned to the child who uses the most monthly hours of care or the
youngest child, regardless of the number of children enrolled in the Alternative Payment Program.

Family Fees are determined using the California Department of Social Service Family Fee Chart.

Part-time monthly fee when services are Full-time monthly fee when services are
approved for less than 130 hours per month  approved for 130 hours or more per month

The following are exemptions to the fee schedule:

¥  Family is receiving CalWORKs Cash Aid

¥ At-risk children and children receiving Child Welfare Services may be exempt from paying
fees for up to 24 months if the referral states a fee waiver to be necessary

Family Fee:

Family Fees are due the first service day of
the month, before child care services have
been used. The Family fee is assessed
according to the family size and income
level. A part-time or full-time fee is charged
depending on the approved child care
schedule and is a set amount.

| don’t have a family fee, do | have a
share of cost?

Families may have one or the other, or
both, or none. If you have any questions
please reach out to your Case Manager.

Share of Cost:

Share of Cost is due after the service
month. After ICES Alternative Payment
Program has made payment to your child
care provider, your child care provider will
bill you for the difference that AP is unable
to cover.

Example: your provider is charging $1000 a
month, AP maximum coverage is $800, so
your share of cost is $200.

*Disclaimer, these are not actual amounts.
Please see your Certificate of Child Care for
your approved maximum reimbursement
rate and your provider’s rate.



Family fees are assessed at: Why would | request to have my family

. L fees re-assessed?
& Initial Certification/Enrollment

&  Recertification If your wages have been decreased or your
% At the voluntarily request of the parent family size has increased. This may result in a
to have fees re-assessed lower family fee and serve as a benefit to you.

* Decrease Family Fee:
Effective the month that follows
the issue date of the Notice of
Action

* Increase Family Fee: No
increase of the family fee will
occur during the certified period

If you would like to request a re-assessment
of your Family Fee a Change Request Form
and supporting documentation must be
submitted. Contact your Case Manager to ask
if it would be beneficial to your family to
request a re-assessment.

Family fees are paid directly from the
parent to the child care provider.

A receipt of payment should be provided
by the child care provider to the parent at
the time payment is received. The child
care provider must notate the family fee
payment on the Attendance Record.

Family fees are considered delinquent when the Alternative Payment Program is notified they have
not been paid. Failure to pay your assigned family fee may result in termination of services. If
Alternative Payment (AP) Program is notified of a delinquent family fee, the family will be given 19
days to make the payment in full to the child care provider, and provide a receipt to the AP program. If
the payment has not been made or if the proof of payment is not received within those 19 days, your
services will be terminated due to delinquent fees.

If you have a delinquent family fee and cannot make the full payment within the 19 days, you may
utilize a payment plan. Your child care provider must be willing to accept a payment plan which must
be submitted in writing to ICES Alternative Payment (AP) Program. The payment plan must be
considered reasonable. This must be submitted prior to the end of the 19 day period.



ATTENDANCE POLICY

(CCR 5 18066)

Attendance Policy & Expectations:

Children are expected to attend child care based on their certified schedule determined at
certification or recertification and when a participant voluntarily requests to change their service
level. Parents are encouraged to utilize the care they are certified for.

Participants may voluntarily request to change their child’s authorized days and/or hours (See
Right to Voluntarily Report Changes). Regular and consistent attendance is important. It allows
the family to maximize the benefit of their child’s early learning and care experience.

Participants are expected to:

¥ Know their current certified schedule days and hours of care
¥ Know their family fee amount and pay it on the first of the month to provider

¥ Fill out Attendance Records accurately and correctly on a daily basis with true and correct
in/out times, and record Reasons for Absences

¥ Sign and date Attendance Records at the end of each month

¥ Notify their Case Manager in advance if a family needs to make a change in their certified
days and hours of care

¥ Notify their Case Manager of any contact
information changes

¥ Use care that is broadly consistent with certified
days & hours of care

» Broadly consistent attendance is defined as
care that follows the child’s certified need
for care with authorized provider

* Inconsistent attendance that is temporary in
nature, such as when a child has a
documented reason for absence and is not
considered broadly inconsistent.



ATTENDANCE

Absence Policy:

For the purpose of verifying that a child’s attendance is broadly consistent with certified care, when
a child is absent from regularly scheduled care at any time during the month, the participant must
record the reason for non-attendance each day it occurs.

Below are some examples of reasons a child might be absent from child care:

¥ lllness of child or parent/guardian, ¥  Family emergency for unplanned
injury, hospitalization or quarantine situations of a temporary nature
¥ Appointment which includes doctor, ¥ Vacation time
dentist, mental health, social service, &  Family moving
welfare, education, special education %  Religious observance, holiday, or
services, counseling or therapy ceremony
¥  Court-ordered visitation for time ¥ Personal or family business

spent with a parent or relative as
required by law

’ INFANT/CHILD ENRICHMENT SERVICES ._E
ATTENDANCE RECORD

Provider:

[ParentName: | |
| specialist:
T S Il i i e T — ——
If a child is absent and does not use ove | o | ot oomc  mem e st | | | s, |t e v [ ‘:.:':1“
scheduled care, the participant must s | 1 SigK Child | [~ w
record the reason for non-attendance e 4 — —
each day it occurs. —s - —_— —
:l‘i:: i Rl
Abandonment of Care: (CCRr 5 18066.5)
When a child has been absent from care An AP Case Manager will attempt to contact the
for seven consecutive days and the parent family through a variety of communication methods
has not notified the child care provider of to inform the parent that subsidy services are at risk
the reason why, the provider shall promptly of termination. If there has been no communication
notify ICES Alternative Payment (AP) for a total of 30 consecutive days, a Case Manager
Program. will issue a Notice of Action to terminate the family’s

services, based on Abandonment of Care.




PARENTS AND PROVIDERS

Parental Choice:

It is the parent’s right and responsibility to choose a provider that meets their family’s need for
child care and development. Parents are encouraged to choose an environment that best benefits
their children.

For assistance in choosing a child care provider,
contact the Child Care Resource and Referral program.

Call: Tuolumne (209) 533-0377
Mariposa (209) 966-4474

Online:
Icesagency.org

Choosing quality child care is important,
it promotes brain development, school readiness,
and reduces family stress.

Parent | Provider Contract:

Child care is a contract between the parent and the child care provider. Any disputes arising,
or liability resulting, from the participant-provider contract shall not involve ICES Alternative
Payment (AP) Program in any way.

ICES Alternative Payment (AP) Program assumes no responsibility for injury or damages arising
from the participant or child care provider’s performance. The parent and their selected provider(s)
agree to hold harmless ICES Alternative Payment (AP) Program and its employees from costs,
lawsuits, or liabilities arising from child care services.

Providers are Independent Contractors:

Child care providers are independent contractors. Child care providers understand and agree
that they and all of their employees shall not be considered officers, employees, or agents of ICES,
and are not entitled to benefits of any kind or nature normally provided to employees of ICES and/or
to which ICES employees are normally entitled, including, but not limited to, State Unemployment
Compensation or Workers Compensation.

Each provider assumes full responsibility for the acts and/or omissions of his/her employees or
agents as they relate to the services provided. Each provider assumes full responsibility for payment
of all federal, state, and local taxes or contributions, including Unemployment Insurance, Social
Security and income taxes with respect to the provider’s employees.




PARENTS AND PROVIDERS

Changing Providers:

A family may change providers at their discretion. However, it is vital to inform your Case Manager
of the change in writing prior to the change, so that payment from one provider to another can

occur seamlessly.

TO PARENT

In the event that you need to change child
care providers:

1. Inform your current provider that you will
no longer be using their services.

2. Contact your Case Manager before
making any changes as changes will not
be made retroactively. Your Case Manager
will let you know what documentation is
needed based on the type of change you
are requesting.

3. Required documentation from the selected
provider must be submitted and cleared
before child care is approved.

Multiple Providers: (ccr 5 18076.3)

If a child’s certified hours of care can be
accommodated by one provider, then multiple
providers cannot be used. Using multiple
providers requires providing documentation as
to why one provider cannot meet the family’s
total need.

In-Home Care: (Ccr 5 18222)

TO PROVIDER

If you require parents to give notice before
discontinuing care, that agreement is between
you and the parent.

ICES AP program is not responsible for
honoring provider policies for reimbursement
such as two weeks’ notice. However, parents
are strongly encouraged to be informed of
their provider’s policies.

Written documentation must be submitted and
approved by ICES prior to beginning services.
Participants may use multiple providers when
they elect to enroll their child in a licensed early
education program for a half day and use a
different provider for the remaining hours.

When a parent chooses to use a license-exempt provider to care for their child in the home where
the child resides, they must provide a Self-Attestation stating that they, the parent, are the
employer. In so signing the self-attestation, the parent also acknowledges that they are assuming
employer responsibilities and will comply with any applicable federal and state employment laws,
such as paying the child care provider minimum wage, unemployment taxes, or federal and state
income taxes.

ICES is not responsible for monitoring how parents adhere to federal and state labor laws. ICES is

not required or responsible to provide technical assistance to families to help them meet fair labor
standards and applicable minimum wage. For more information about your responsibilities as the
employer of an in-home care provider, contact the California Employer Development Department

at (800) 480-3287. @




PARENTS AND PROVIDERS

Types of Providers: (ccr s 18227)

When considering your options, make sure you take into consideration how well the provider or
program fit your child’s needs, your family’s schedule, location & language.

Child Care Center

¥ Facilities that provide care for infants, toddlers, preschoolers and/or school-age children
¥  Care is provided in a non-home facility such a school and/or licensed building

¥ Group sizes are large, allowing for children to have rich social and academic experiences
&

Primary caregivers are required to have (or be in the process of completing) 12 units of
Early Childhood Education

¥  Centers are licensed and are regulated by the California Department of Social Services
Community Care Licensing Division

License Family Child Care Home (FCCH)

% Providers are in a home setting for children of mixed ages

¥  Large FCCH cares for up to 14 children and requires an assistant. Capacity of 14
children with no more than 3 infants, when at least 2 children are 6 years of age or older

Small FCCH cares for up to 8 children

Group sizes are smaller allowing for individualized care

Staff are CPR/First Aid and Health and Safety certified

Often are able to provide a flexible schedule for evening and weekend care

FCCH’s are licensed and regulated by the California Department of Social Services
Community Care Licensing Division

= & T s %

License-Exempt Child Care

¥ Providers include relatives (grandparents, aunts, uncles
*must be related by blood, marriage, or court decree)

¥ Other family (such as cousins or distant relatives), friends, or
neighbors and must clear a background check through
Trustline

¥ Not required to meet child care licensing requirements
May only provide care for the children of one family
¥ Must attend an orientation with an AP Case Manager

&=




PARENTS AND PROVIDERS

Provider Participation Requirements: (CCr 5 18231)

The following documents and requirements must be submitted to the Alternative Payment (AP)
Program and kept on file for providers to participate in the AP Program. If a provider speaks a
language other than English or is hearing impaired, the information shall be provided either through
written materials or by presentation of and interpreter in a language the provider understands.

Current copy of Child Care license (Note:
License is linked to provider and home/facility. If
a provider moves or transfers ownership, new
provider documentation, including a current
license, must be completed.)

W-9

Authorization Agreement for Payment Method
Verification of routing/account for direct deposit
Social Security card/ employer EIN #

Driver’s license/ I.D.

Child Care Provider rates

Child Care Policies

Provider closures

Independent Contractor Agreement

Fraud Policy

Receipt of ICES Alternative Payment Handbook
Agrees to remain in compliance with applicable
licensing regulations

W-9

Social Security Card

Driver’s License /ID

Authorization Agreement for Payment Method
Verification of account/routing for direct deposit
Trustline Clearance

Health and Safety Self-Certification

Health and Safety Facility checklist

Receipt of ICES Alternative Payment Handbook
Independent Contractor Agreement

Fraud Policy

Tuberculosis (TB)- valid proof of clearance

May only provide child care for the children of one
family

Attestation for In Home Care (if applicable) See
In-Home Care Section

W-9

Social Security card

Driver’s License /ID

Authorization Agreement for Payment
Method

Verification of account/routing for direct
deposit

Declaration of Exemption from
TrustLine

Receipt of ICES Alternative Payment
Handbook

Independent Contractor Agreement
Fraud Policy

May only provide child care for the
children of one family

Attestation for In Home Care (if
applicable) See In-Home Care Section

Exemption from licensure Pursuant to
Healthy and Safety Code form
Verification of Exemption Status

W-9

Authorization Agreement for Payment
Method

Verification of routing/account for direct
deposit

Employer EIN #

Provider rates

Child Care Policies

Provider closures

Independent Contractor Agreement
Fraud Policy

Receipt of Alternative Payment
Handbook

Providers must inform our office within one (1) day of any changes to their status.

Provider must be 18 years of age or older.




Provider fees must be the same as their usual and customary rates charged for services to
nonsubsidized children. Providers may not charge parents a categorically higher rate for children
with disabilities. The AP Program will pay providers up to a maximum of the Regional Market Rate
(RMR) for the type of care provided as determined by the California Department of Social Services.

Providers are paid based on the child’s certified hours of need for child care. For families with
variable schedules and license-exempt providers that provide part-time services, providers are paid
for the actual days and hours of attendance up to the maximum certified hours for the month.
Payment may be subject to the RMR of hourly or daily, regardless of what the provider charges.

Provider’s child care rate is located on the Certificate for Child Care. Registration Fees may be paid
by ICES Alternative Payment (AP) Program in part or in full, or not at all. The registration fee plus
provider’s rate in one month cannot exceed the Regional Market Rate.

Child care certificates must be signed by the provider and retuned to ICES.

Attendance Records are due by the 5t day of the month following the month
child care was provided.

Payments will be processed within 21 calendar days from the time AP receives
the completed Attendance Record.

Payment for child care services may not be made if an Attendance Record is
submitted more than 60 days after child care services were provided.

Providers will receive an Explanation of Payments (EOP) in the mail each month
that they provide an invoice/Attendance Record, showing the payment details of
reimbursement for each child enrolled in their program receiving AP services.

In the event that an overpayment or underpayment is identified,
the provider will receive written notification of the discrepancy that le
includes the identified amount. A payment adjustment will be made to \
the following month’s reimbursement. N

Mail or bring completed attendance records to:

Mariposa County Office Tuolumne County Office

5060 Bullion Street 20993 Niagara River Drive
P.O. Box 1898 Sonora, CA 95370
Mariposa, CA 95338

Attendance Records are due by the 5t day of the
month following the month child care was provided.




Evenings and/or Weekends (Licensed providers only): Adjustments for after-hour care only apply
when after hour services include at least 10% of the total care used when services occur between
the hours of 6:00pm - 6:00am or on weekends. Evening and weekend care is reimbursed at a
higher rate and will be included in your total payment and listed on your Explanation of Payment.

Many providers have identified days when their business is closed for holidays, vacations or other
various reasons. These days are called Provider Days of Non-Operation. AP can reimburse
providers up to 10 of these days per fiscal year if the provider submits a copy of their
Parent/Provider Agreement/Policies/Rates stating what the expectations are. In addition,
reimbursement for days of non-operation will be made only if the day falls on one of the child’s
certified days.

-

\_
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ICES will only reimburse providers for child care services. ICES CANNOT cover the cost of:

» Private school, tuition, educational fees, transportation, meals, diapers, clothing items, or other
expenses that are not part of the basic child care cost.

» Services before a family is enrolled in the program, after a family has been discontinued, or for
service days and hours not authorized in the child care certificate (this includes overtime and

late fees). j

Licensed child care providers may alter rates Rate increases shall be instituted within 60

as needed and shall submit a copy of their days. New child care certificates will be issued
updated rate sheet to reflect changes to the to both parent and provider.

Alternative Payment Program Manager.

Providers who participate in subsided child care program are considered self-employed independent
contractors. If ICES pays $600 or more in a calendar year to an individual for providing child care
services, a 1099-MISC Income tax form will be mailed to the provider. ICES reports to the Internal
Revenue Service & State Franchise Tax Board the exact amount ICES paid to the provider. ICES does
not deduct taxes from child care provider payments. Providers are responsible to pay taxes on income
from providing child care services. For questions about tax liability, consult an income tax consultant.

Providers are Independent Contractors, therefore, they are

responsible for keeping their own payment records




o _ o Make sure Attendance Record
Attendance reporting is very important, as this is the method is accurate and complete

of verifying services rendered and invoicing AP for payment.

o ICES will issue one Attendance Record per child per month.

o All information on the Attendance Record must be written in ink. Pencil will not be accepted.

o If a mistake is made on the Attendance Record, such as writing on the wrong date, cross out the
error, initial it, and fill in the correct information. Do not use white out.

e Attendance Record is due by the 51" day of the month, following the month child care was provided.

e  Child care will be paid based on the certified child care schedule. Or if a variable schedule,
reimbursement will be made based on attendance unless a state-issued directive is ordered.

Parent/Participant or their authorized ,
representative who is 18 years or
older is required to record exact time
in and out for each day the child

INFANT/CHILD ENRICHMENT SERVICES @ 0]
ATTENDANCE RECORD
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- Provider: Month/Year: | Aug2022 | Program: | CAPP
attends child care. E LT -
| Child DOB: _| _
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X . R | sonday | Wondsy == vmrq.!:} 1 ,M%:If_mwv | Fridey | Saturdsy |
used, the split schedule section is ==xc | [ ST [T o [ e [T . =
used for the provider to record when R o RERRRS CONEE PIED DN : |
. | Timein |TimeOut | Timein | Time Out Reason for Temeln TimeOut | Timein | Time Out Reason for
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school. I yry Fvy ot T [ .
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care, the parent or provider must write
the reason for absence in the
“Reason for Absence” column for
each day missed.

Family Fee Receipt Section: The
provider must verify payment of
Family Fees by documenting the

payment date, payment amount and For Family with Family Fee
their initials

.| — i ]

 FAMILY FEE RECEIPT
_ _ : 7  [oleet 6/2/23 Amesnt: $89 I’;‘.’;"” M
Licensed providers must complete the oo :uﬁ,"'f"""""“i et
. ) . . { " i 5/days/whs/mo/other | Requested te |
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— ——— |@ =3
due. ——e—rs —— e — N @ - 5__
‘ Total Child Care Charge Charges |
. | PARENTSelfCertification _ ___PROVIDER Seff-Certification
Must b e Si g n ed at th e en d Of eac h I deciare under pevolly of perjury that the information above is n occurote | 1 deciare under penaity of perury that the informotion above & mm]
. record of chid care provided and was for the sofe purpose for which child care | ond this is the some rote charged to non-subsidized familes, | understond thot |
month. Both Parent and Provider M ’,if',”;‘;’;ff = e o
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Duv ed 7/25, f’077 Return : fog by 5:00 PM on the S* day of the mosth to either of the following locations:
M:noo.a County: S067 Jones Street, P.O. Box 1898, Mariposa, CA 95338-1898
Twolumne County: 20993 Niagara River Drive, Sonora, CA 55370.9102

the month to verify the child care that
was used, certifying all information
documented on the Attendance

Record is true and correct.




TERMINATION | DISENROLLMENT

Termination of Provider Participation:

ICES reserves the right to suspend or
terminate a provider’s participation in the AP
program. A written notice of termination will be
given to the provider, outlining the infraction
and reason for termination. Providers will not
be allowed to participate in the AP program if
any of the following conditions occur but may
be reinstated if remedied. Providers are
prohibited from engaging in any form of
unlawful discrimination.

%  Licensed provider refuses or is unable to
provide the Alternative Payment Program
with a copy of his/her current child care
license, or if at any time the license is
suspended or revoked

&  Provider fails to provide current and correct
information regarding child care attendance

%  Child care situation is deemed detrimental to
the health or welfare of a child by local law
enforcement, Child Welfare Services,
Community Care Licensing or any other
appropriate entity

& Exempt provider is not cleared through
TrustLine, or if status with TrustLine changes
to denied or closed

#  Falsification or repeated occurrences of non-
compliance by submitting incomplete
Attendance Records or invoices

& Provider fails to submit required
documentation

%  Threatening, yelling, cursing, or acting
unethically towards any staff member
employed by Infant Child Enrichment
Services

Termination of Family Participation:

When ICES terminates a family’s services, ICES will
mail the parent a Notice of Action 19 days prior to
disenrollment from the AP program. If the parent is
present at the time of the action, the action will be
effective 14 days prior to disenrollment.

AP program may deny services or terminate a
family’s services for any of the following reasons,
which include, but are not limited to:

%  Falsification or providing misleading information or
inaccurate documentation

& Knowingly misrepresenting eligibility, using
incorrect or inaccurate information to obtain a
benefit that the parent would otherwise not be
entitled to receive

#  Non-compliance of the program policies

%  Abandoned child care for 30 consecutive days
without notification to their Case Manager or
provider of the reason why child care services
were not used

%  Failure to provide current and correct information
at the time of certification or recertification

¥  Non-payment of family fees
%  Incomplete or inaccurate Attendance Record

%  Falsification of or refusal to sign Attendance
Records

%  Family income exceeds the maximum income
threshold

¥  Failure to keep certification/recertification
appointments

% Unavailability of program funds. If it is necessary to
displace families due to funding, families will be
disenrolled in reverse order of admission priority

%  Threatening, yelling, cursing or acting unethically

towards any staff member of
Infant Child Enrichment Services




Parents enrolled in AP have the right to a fair unbiased hearing if they disagree with a proposed
action imposed by the AP Program. Upon receipt of a request for an appeal hearing, the proposed
action will be suspended and child care services will continue until the appeal process has been
completed. The review process is complete when the appeal process has been exhausted or when
the parent abandons the appeal process. The Appeal Hearing process is as follows:

STEP 1: REQUEST HEARING

The procedure to request an appeal hearing is outlined on the back of each Notice of Action
(NOA). Parents requesting an appeal hearing must submit a written request within 14 calendar
days after the participant receives the Notice of Action (NOA) if given in person to the parent or
19 days if mailed, from the date the Notice of Action (NOA) was issued. The request must include
parent name, telephone number, full address, explanation why the parents disagrees with the
agency’s proposed action, the effective date the proposed action begin, parent signature, and
date of the appeal request. The request for an appeal hearing must be submitted either by mail,
in person, or e-mail to:

Infant/Child Enrichment Services, Inc.
20993 Niagara River Drive

Sonora, CA 95370-9102

Executive Director: Chris Mackenzie
info@icesagency.org

(209) 533-0377

STEP 2: SCHEDULE OF HEARING

Within 10 days of receiving a parent’s appeal hearing request,
the parent will be notified of the date, time and location of the
hearing. To the extent possible, the hearing date and time will be
convenient for the parent(s). The hearing shall not be scheduled
more than 14 calendar days from the date the hearing office
contacts the parent to schedule the hearing. In the event that a
parent or parents authorized representative cannot keep the
hearing date/time, the parent must notify the hearing officer at
least two days in advance. The parent has the right to request a
reschedule of the hearing one time.

Note: At any reasonable time, including before a hearing, a
parent has the right to request to review the family data file
information.




STEP 3: CONDUCTION OF HEARING

The hearing will be conducted by the Executive Director who shall be referred to as “the hearing
officer.” Hearings will be conducted at the ICES Office. In the event that a parent is unable to
attend the hearing at the designated location, accommodations may be arranged and agreed
upon between the parent and hearing officer. For any hearing not conducted in person,
verification of parent identify will be required, along with prior submission of support
documentation.

During the hearing, the parent or authorized representative will have an opportunity to provide
support documentation and explain the reasons that they disagree with the proposed actions
indicated by the referenced NOA.

This will be a formal hearing, and the parent must comply with directives of the hearing officer
during the course of the hearing. Failure to comply with directives will result in the hearing being
canceled and the contested action being taken. A parent designating an Authorized
Representative to be present must inform ICES in writing prior to the hearing. Please do not
bring people to the hearing unless they are a designated Authorized Representative. No
children are allowed to be present during the hearing.

If a parent fails to appear, it will be deemed that the parent has abandoned their appeal and the
contested action will be final.

STEP 4. HEARING DECISION
The hearing officer will mail the written decision to the parent or guardian within 10 calendar
days after the conclusion of the appeal hearing.

NOTE: IF PARENT DISAGREES WITH HEARING DECISION

If parent disagrees with the written decision, they have 14 days from the date of the written decision
to file an appeal with the Department of Social Services. The appeal to DSS must include a written
statement specifying the reasons the parent believes ICES decision was incorrect, a copy of the
decision letter and a copy of both sides of the NOA. Within 30 calendar days after the receipt of the
appeal, DSS will issue a written decision to the participant and the agency. Once DSS has
rendered a decision, the decision is final. The appeal must be sent to the below address.

Mail:

California Department of Social Services (CDSS)
Child Care and Development Division

Attention: Appeals Coordinator

744 P Street, MS 9-8-351

Sacramento, Ca 95814

Email: CCDDAppeals@dss.ca.gov
Telephone: 833-559-2420
Fax: 916-654-1048



For Licensed Programs/Providers

Parents with children in a licensed child care facility may file a potential licensing violation complaint
against the licensed facility by notifying Community Care Licensing Division at 1-844-538-8766. In
emergency situations, the local police department should be notified. The Resource and Referral
Department can provide information to assist you in contacting CCLD if needed.

For License-Exempt Programs/Provider
Parents with children in license-exempt child care may file a complaint with ICES against the license-
exempt provider using the following process:

2

The complaint must be written and must include the nature of the complaint, the date and
approximate time of the occurrence, the name and address of the provider being complained about,
and must include parent signature and complaint file date. Only complaints received about health and
safety noncompliance will be accepted. The complaints will be deemed substantiated solely by the
parent’s written declaration;

Upon receipt of a complaint, ICES will inform the license-exempt provider of the parent’s complaint
and inform the provider of his/her right to submit a written rebuttal. ICES will also notify the parent
and the provider that payments will cease in 14 days unless a written declaration signed by both
parties has been received by ICES stating that the health and safety deficiency has been corrected.

ICES must maintain a record of parental complaints concerning a license-exempt provider’s failure to
meet the health and safety standards as specified in the Health and Safety Self-Certification. Upon
receiving a complaint about a specific license-exempt provider, ICES Staff will inform the provider of
the general nature of the complaint and whether or not the provider wishes to submit a rebuttal.

Any parent who is in disagreement with either ICES policies/actions or a staff member, which is
NOT related to a NOA, must use the local complaint procedure. The purpose of the process is to
provide a method for discussing and settling differences.

Parent shall first contact the Program Manager regarding the occurrence.

The Program Manager shall communicate (meeting/phone/email) with the parent within 5
business days. The Program Manager shall attempt to resolve the complaint through discussion.

If the conflict is not resolved in speaking with the Program Manager, the parent shall state the
problem in writing and present it to the Executive Director within 2 working days preceding the
conclusion of discussion with the Program Manager.

After receiving the written complaint, Executive Director shall meet with the parent within 5
working days. The meeting may be in person or via Zoom, with verification of identity. After a
meeting with the parent, the Executive Director shall provide the parent a written response
within 5 working days. The Executive Director’s decision shall be final.



Any child care provider who is in disagreement with either the actions or policies of ICES or a staff
member may use the grievance procedure. The purpose of this process is to provide a method for
discussing and settling differences.

An authorized representative or translator may accompany the filing party. However, the aggrieved
party must be present at each step. Any grievance not formally presented within 10 working days
after the occurrence of the matter from which the grievance arose, shall not be presented or
considered at a later date. Time extensions to the steps of this procedure may be mutually agreed
upon and designated in writing to accommodate unusual cases.

The filing party shall state the problem in writing to the Program Manager within 10 business

days of the occurrence. The Program Manager shall meet or speak with the filing party within
10 business days of receiving the written grievance. The two parties shall attempt to resolve

the grievance through discussion.

If the conflict is not resolved at the first step, the filing party shall state the problem in writing
and submit it to the Executive Director within 10 business days of the completion of Step 1. A
copy of the request to discuss the grievance shall also be submitted to the Program
Manager.

The Executive Director shall meet or speak with the filling party within 10 business days after
receiving the written grievance. After discussing the grievance with the filing party, the
Executive Director shall provide the filing party a written response within 10 business days. A
copy of the response shall be given to the Program Manager. The Executive Director’s
decision shall be final.

Complaints of unlawful discrimination and alleged violations of federal or state laws, or regulations
governing educational programs may be addressed by filing a complaint using the Uniform Complaint
Procedure.

It is the intent of ICES to fully comply with all applicable state and federal laws and regulations.
Individuals, agencies, organizations, students and interested third parties have the right to file a
complaint regarding ICES’s alleged violation of federal and/or state laws. This includes allegations of
unlawful discrimination (Ed Code sections 200 and 220 and Government Code section 1135) in any
program or activity funded directly by the State or receiving federal or state financial assistance.
Complaints must be written, signed, and filed with the California Department of Social Services at:

Mail: California Department of Social Services
Child Care and Development Division

Attn: Appeals Coordinator

744 P Street, MS 9-8-351

Sacramento, Ca 95814

Email: CCDDAppeals@dss.ca.gov
Telephone: 833-559-2420
Fax: 916-654-1048



CONFIDENTIALITY AND EQUAL ACCESS

Confidentiality: (ccr 5 18117)

Information provided to ICES Alternative Payment Program will be treated in a confidential manner
and access will be limited to persons connected with the administration of the program. Parents
participating in ICES’ Alternative Payment Program can request, in writing, that information in their file
be released. This information will only be released to the parent enrolled on the subsidy program.
Without this permission, ICES cannot provide information unless it is court-ordered or requested by

the District Attorney.

Attendance Records are property of ICES, and are not part of the parent file. Copies of completed
Attendance Records will not be released to anyone other than the parent, unless required by court
order. Attendance Records may be provided to Social Services monthly to verify utilization of
approved child care and serve as evidence for billing purposes.

Equal Access:

ICES operates on a non-discriminatory basis, giving equal access
to services without regard to sex, sexual orientation, gender,
gender identification, ethnic group identification, race ancestry,
national origin, religion, color, or mental or physical disability.

If you feel that you have been discriminated against, please view

page 25 for Uniform Complaint Procedure.

GLOSSARY

Abandonment of Care: If a family is not using
child care and has not spoken to their provider or
Case Manager as to the reason why, services
may be terminated.

Attendance Record (AR): Monthly log of child
care attendance, considered an invoice for
services and used to pay the provider.

CalWORKSs: California Work Opportunities and
Responsibility to Kids- cash aid for eligible adults
and their children.

Case Manager: The staff person at ICES
responsible for handling all aspects of the parent’s
case.

Change Request: Required form a parent must
complete and submit to make any changes to
child care providers, care schedules or
assessment of income.

Child Care Fraud: The crime of obtaining
money or child care subsidy services by
deliberate deception.

Teen with Exceptional Needs: Children, 13 or
over, who have an active Individualized
Education Plan (IEP) or Individualized Family
Service Plan (IFSP), and are receiving early
intervention services or appropriate special
education services, AND require the special
attention of an adult in a child care setting.




GLOSSARY

Countable Income: All income that is included to Notice of Action (NOA): A written notification,

determine eligibility and ranking for services such issued by ICES, that informs parents of

as wages. ICES’s decision to approve, deny, or make
changes to child care and development

Non-Countable Income: Income that is not services.

included for purposes of eligibility or ranking such

as Government Stimulus. Parent: A biological parent, adoptive parent,
stepparent, foster parent, caretaker relative,

CWS: Child Welfare Services. legal guardian, domestic partner of the parent
as defined in Family Code, section 297, or any

Days of Non-Operation: Days that a provider other adult living with a child who has

would normally be open for business, but due to responsibility for the care and welfare of the

the provider’s holiday, vacation, or staff child.

development day, the facility is closed for

business. Predictable Income: When the family’s
countable income is typically the same amount

Delinquent Family Fees: Family fees are and does not substantially vary.

considered late when the provider notifies AP that

the family fee has not been paid. Regional Market Rates (RMR): The
maximum amount the state allows ICES to

Document Request: Checklist for parents to see subsidize (pay) per child.

what documents are necessary to verify eligibility

requirements. Set Schedule: When the parent’s qualifying
“‘Need” schedule is consistent and does not

Eligibility: Meeting the requirements of the vary.

Alternative Payment Program.
Subsidy: Assistance with paying for child
Exempt-Care: Non-licensed child care. care. May or may not cover the entire cost.

Family Fee: Assigned to a family, based on the
countable gross monthly income of the family, the
size of the family, and the child care schedule.

Termination of Services: No longer receiving
child care subsidy services from ICES
Alternative Payment Program.

Fiscal Year: Starts July 1st and ends on June

30th of the following year. Variable Income: When a family’s countable
income changes from one paycheck (or other

Gross Income: Countable income before taxes sources) to the next.

are withheld.

Variable Schedule: When your work schedule
(or “Need”) days and/or hours are not set and
change regularly.

Licensed Care: A child care program that has
been licensed through the state of California
Department of Social Services.

Need: Reason for requesting child care subsidy
services. Must meet qualifying elements
according to Alternative Payment Program
guidelines.




