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Dear Parents and Child Care Providers,

Welcome to the Professional Association of Childhood Education Alternative Payment Program
(PACEAPP). This parent and provider handbook contains important information about our services and
policies. We designed it to answer questions you may have about PACEAPP and the services we
provide.

The parent and provider sections are combined in one comprehensive handbook for your reference. Over
the years, we have heard from our families and providers that having both sections available is a great
way for parents and providers to learn about each other’ s rights and responsibilities. We hope you will
find this combination useful.

PACEAPP is anonprofit organization serving 25 counties in Northern and Central California. We have
been providing subsidized child care services to low-income families since 1976. PACEAPP isan
Alternative Payment Program (APP). APP's are voucher programs throughout the state that provide child
care subsidiesto digible families with federa and state funds. Our program is governed by regulations
created by the state government and Funding Terms and Conditions established by the California
Department of Education (CDE). PACEAPP isafull parenta choice program; parents may either select
licensed providers (centers and family child care homes) or license-exempt providers (relative care
givers and non-relative care givers) for their child care needs.

We are a hon-discriminatory agency. We extend equal treatment and access to our services for children,
parents, and providers without regard to race, religion, creed, sex, sexual orientation, specia needs, or
national origin. Our staff represents many different ethnic and cultura groups, and many of our staff can
offer services in languages other than English, including Spanish, Vietnamese, Tagalog, Cantonese,
Mandarin, Korean, French, and Italian.

PA CEAPP welcomes the enrollment of children with disabilities. Our program understands the
requirement of the Americans with Disabilities Act (ADA) to make reasonable accommodations for such
children, and we consistently implement those accommodations.

PACEAPP is committed to enhancing the lives of families and their children, and we provide supportive
case management services to assist families with their child care needs so they can become self-
sufficient. After afamily’ s eligibility is determined, PACEAPP case managers contract with the parent’s
chosen provider to issue reimbursement for the family’s child care services.

PACEAPP case managers are involved in the communities they represent. They are familiar with many
of the resources and services available to children and families and can provide families with referrals for
other services available in their area. Case managers make every effort to meet with families at times and
locations that are most convenient for families. Both families and providers should feel free to contact
their case manager with any questions or concerns about our services and for information about other
resources that are available.

This handbook was devel oped and published entirely with funds from the California Department of

Education (CDE). The contents of this handbook do not necessarily represent the position or policies of
the CDE.
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SECTION 1: PARENT INFORMATION AND RESPONSIBILITIES

Admission Policies

Families enter our program in the following ways:

1. The Eligibility List

Families are ranked on the eligibility list based on their family size asit isrelated to their gross
monthly income (the income collected befor e taxes are deducted). Thereis a Centralized
Eligibility List (CEL) in each county that tracks eligible families and matches them to services
as funding becomes available. Contact your local PACEAPP office for the number of the CEL
in your area.

2. CalWORKSs Child Care

PACEAPP receives funding for CalWORK s families who are referred to our program from
California Department of Socia Services (DSS) agencies. When afamily’s child care subsidy
serviceistransferred to us from these agencies, the parent will be contacted, and an orientation
meeting with the family will be schedul ed.

General Eligibility Requirements

To be igible for our services, the family must meet the following criteria
The family isincome eligible
The family has aneed for child care services (i.e., employment, vocational training,
seeking work status, or parental incapacitation status)
The child’s parent/legal guardian lives and/or works in the state of California
Children are under the age of 13 (Children with exceptional needs may be served to age
19 to receive federal funds and to age 21 to receive state funds)

Need Criteria and Required Documentation

Families are required to submit documentation to show their need for our services. If we do not
have proof of the family’s need for child care services, we cannot determineif the family is
eligible for services. The case manager will tell the family what type of documentation will be
needed.

Families must have at least one of the following needs:
Child isunder Child Protective Services. In these cases, a parent/guardian must
provide written documentation from a county welfare department case worker certifying
that child careis a necessary component of the family maintenance/preservation plan.

Proof of employment and schedule verification. Families must provide copies of one
full month’s worth of their most recent pay stubs and an employment verification form.

The parent/guardian is seeking work. Seeking work statusis limited to 60 working
days per fisca year (July 1 — June 30).

The parent or guardian is participating in vocational or other educational
activities. Student families must submit documentation of training activities.
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Thefamily ishomeless and is seeking per manent housing.

The parent or guardian isincapacitated. The parent’s physician must provide
documentation detailing need and duration of incapacitation. Certain restrictions apply
for medical incapacity - ask your case manager for additional information.

PACEAPP may follow-up with atelephone call to verify/confirm the information provided if
the case manager has questions._Families will have up to five (5) daysto submit their proof of
need to the case manager. The case manager may put the family on a pending status for up to
two weeks until the family submits their proof of need. The application for services will be
denied if the family does not submit proof of need within this period of time.

Please note: we cannot provide reimbursement for child care until a family’'sneedis
established and the case manager approves care. Families will be responsible for paying their
provider if they start care before services are approved.

If afamily’s eligibility or need for child care services changes at any time, it is the responsibility
of the parent to contact their PACEAPP case manager within five business days. Changes may
include, but are not limited to:
New address or phone number, marriage or divorce, birth of a new child, changesin
income, and any employment changes, including changes in training or dropping
COUrSes.

A change of address must be submitted in writing to PACEAPP. For the privacy and protection
of our clients, we will not send case information to a new address until the written request, with
aclient signature and effective date of change, isreceived. Failure to report these types of
changes will jeopardize services and may result in the termination of services. Additionally, if a
changein the family is not reported and the family is not eligible because of that change, the
family may be responsible for payment to the provider during the period of ineligibility. Please
keep in contact with your case manager.

Notice of Action

A Notice of Action (NOA) isalegally binding document issued by the case manager stating
decisions and/or changes that have been made to a family’s case. All NOAs will provide a start
and stop date for services, contracted hours and days approved for child care, and family fee
information (if applicable). Asa courtesy, the family’s child care provider will receive a copy of
every NOA for their own records. The copy of the NOA will keep providers informed of any
and all decisions and changes made by the case manager that affect the families served by the
provider.

Child Care Certificates

A child care certificate is an agreement for services that is based on the Notice of Action. The
certificate shows the authorization of child care hours and provider’ s reimbursement rates. If
applicable, the certificate will indicate the family’ s co-payment and/or family fee information.
We require that parents/guardians and their provider(s) review, sign, and return the certificate
within five (5) calendar days of receivingit. It isthe provider’sresponsibility to send the
certificate back to the case manager.
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The signed certificate indicates that the family and provider agree to the rates and hours that are
shown. The reimbursements to be made to the provider are based on the signed child care
certificate. Both the parent and provider are to review the certificate carefully for accuracy
before signing it. Please report any errors or omissions to the case manager immediately for
correction. We encourage both parents and providers to keep a copy of the certificate for their
records. Child care servicesare not approved until a Notice of Action and child care
certificate areissued to the parent. PACEAPP will not send payment to providersuntil the
child care certificateis signed by both the parent and the provider and returned to the
case manager.

Family Fees

Some families will have to contribute a small portion of payment towards their child care
services based on their income. This payment is called afamily fee. The sliding fee schedule
used to determine afamily feeis prepared and issued by the California Department of
Education. Thisfee is state mandated and is based on both family size and family income. A
Notice of Action will show the dollar amount of the family fee. Family fees must be paid for
each day that child care services are contracted. Fees are only applied to the child in each family
who uses the most care.

Family feesareto be paid to the provider in full during thefirst five days of the month.
For licensed providers, parents or guardians must pay the family fee for al days of care and for
each absence. For every day that PACEAPP reimburses the provider, afamily fee must be paid.
License-exempt providers need to collect afamily fee only for the days that the child isin care.
The provider must send a pre-numbered receipt attached to the attendance report each month
showing that the family has paid the fee. Fees are deducted from the total monthly payment for
that child to the provider. Failureto send a family fee receipt will delay payment to the child
careprovider and could result in termination from the program if fees become delinquent.

Family fees are assessed on a full-time and part-time basis. Full-time care is 6 hours or more of
daily care. Part-time care isless than 6 hours daily. Licensed providers need to collect family
fees for the 10 designated non-operational days when the child care facility is closed. Family
fees are collected on any days PACEAPP issues payment for services. We cannot begin issuing
reimbursements for child care services until arrangements for paying the family fee have been
made with the child care provider.

An example of a family fee

Mr. and Mrs. Lee have two children. Based on their income and family size, they have a
family fee of $3.00 for each day of full-time care and $1.50 for each day of part-time
care. Chuck istheir youngest child and he uses child care the most each month. During
the month of August, Chuck wasin child care for 18 full-time days. He was sick during
two of the days that he was scheduled to use child care. Chuck’s provider, Good Day
Child Care Center, collected $60 (20 x $3.00) from Mr. and Mrs. Lee at the beginning of
the month. This $60 includes the family fee for 18 days of full-time care and for the two
days that Chuck was sick. Good Day Child Care Center wrote this amount on a pre-
numbered receipt and sent the receipt to PACEAPP with Chuck’ s attendance report at
the end of the month. PACEAPP deducted this amount from the total cost of Chuck’s
child care for that month.
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Co-payments

The State of California sets the maximum costs for child care that can be covered by an
Alternative Payment Program in each area of the state. This monetary figureis called the
Regional Market Rate (RMR). If aprovider’s child care rate exceeds the maximum rate allowed
by the state, the parent must pay the difference to the child care provider. This payment is called
aco-payment. The child care certificate will indicate if a co-payment is owed. Please make
arrangements with your provider for amethod of paying the co-payment.

An example of a co-payment

Ms. Garcia chooses Little Tots Family Child Care Home as the child care provider for
her four-year-old son Joseph. Little Tots Family Child Care Home charges $575 each
month for full-time care of four-year-old children. The Regional Market Rate in Ms.
Garcia' sarea is $525 for full-time care of four-year-olds. PACEAPP can reimburse
$525 to Little Tots Family Child Care Home. Ms. Garcia will pay a monthly co-payment
of $50 a month ($575 - $525 = $50). She will pay this co-payment directly to Little Tots
Family Child Care Home.

Loss of aJob

If aparent or guardian loses their job, they are still eligible for child care services based on a
demonstrated need. Making arrangements to obtain new employment — including preparing
resumes and arranging job interviews — are considered needs for child care services.
Parents/guardians have up to 60 working days (based on a five-day work week) of seeking work
status per fiscal year (July 1—-June 30). PACEAPP policy limits care for school-age children
based on their age and school schedules. Please discuss these issues with your case manager to
best determine the services that fit with your needs. Seeking work days do not need to be
consecutive and are calculated based on the family’ s need for child care within certain
limitations. PACEAPP pays for seeking work time after school for school age children until 6
p.m. or amaximum of six (6) hours aday for five (5) business days per week.

Parents/guardians who do not find work after 60 seeking work days will lose their enrollment
status. Please keep your case manager informed of your seeking work situation so that
your case manager can make every effort to assist with child care needs during your job
sear ch.

Limited Term Service Leave

When afamily temporarily does not have a need for child care services, afamily may request a
Limited Term Service Leave from the PACEAPP program. This leave cannot be more than 12
consecutive weeks. Maternity or medical Limited Term Service Leave cannot exceed 16
consecutive weeks. PACEAPP cannot pay for child care services during Limited Term Service
Leave.

Case managers must be notified within five calendar days of the family’s need to start alimited
term service leave. Any leave from the program must be approved by your case manager before
payment can be made to your provider, and atwo-week notice should be given to providers
whenever possible. If leave beginsimmediately and you are not able to give notice to your
provider, you may be responsible for paying the provider atwo-week notice feesif applicable.
PACEAPP is unable to reimburse providers while families are on leave. We require that the
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family verify need and eligibility requirements before the family beginsits child care services
again. Families who do not contact their case manager before the date the service leave expires
will lose their enrollment status in our program. Please contact your case manager!

Student Families

PACEAPP serves a number of parents who are students. In order to remain eligible for child
care services, parents must follow the student family guidelines:

0 Student parents have alimited time to complete their vocational training program or
educational degree based on the type of program, and they must show continued
progress toward their goal.

0 Parentsareto maintain a Grade Point Average (GPA) of 2.0 (C average) or higher per
semester and maintain enrollment in 75% of their courses to maintain eligibility in our
program. Failure to meet these requirements may result in a probationary period and/or
loss of eigibility.

0 Parentsareto submit acompleted Training Verification form to their case manager each
time they begin a new semester/term. The case manager will provide the parent with this
form. Thisform must be stamped with the School Registrar’s official seal and returned
to your case manager.

0 Parentsareto submit a copy of each semester’s grades as soon as the grade report is
made available.

0 Parentsareto notify their case manager within five calendar days of any school schedule
changes.

PACEAPP cannot provide child care services to student parents when they are not enrolled
in and attending a training program unless they meet other eligibility and need requirements.

Absences

PACEAPP will reimburse for a maximum of 10 child best interest days per fiscal year (July 1—
June 30). Best interest days are defined as times when it is better that the child be away from
child care with the parent or arelative. Best interest days include family vacations, time spent
with aparent or other relative, or any other timethat is clearly in the best interest of the child. In
cases of family emergencies, please speak to your case manager immediately.

We require that parents submit vacation notices to their case manager and their provider two
weeks in advance. Best interest days are only reimbursable to licensed providers. Non-licensed
providers will receive reimbursement for actual hours of child care provided.

We require parents to identify the day(s) the child was absent and state a specific reason for the
absence by using the appropriate codes listed on the attendance report. Not providing this
information may delay reimbursement to a provider and may ultimately make the parent
responsible for payment. We also require parents to sign for each day the child was absent on
the attendance report with afull signature, and failure to do so will delay payment. Please attach
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adoctor’s note to the attendance report if a child has been absent because of illness for five or
more consecutive days from child care.

Attendance Report Responsibilities for Parents/Guardians

Parents/Guardians are Responsiblefor:
- Signing their child(ren) in and out on the attendance report for each day of care.

Notifying the case manager within five calendar days of any changes that may affect
their eligibility. Failure to do so may result in the parent/guardian being responsible for
payment to the provider.

Identifying absences on the attendance report and signing, with full signatures, for each
day that the child is absent.

Submitting a doctor’ s note when the child is out sick for five or more consecutive days.
Paying the family fee to the provider in advance within the first five days of the month.
Following the provider’s policies.

Notifying relatives or friends who drop-off and/or pick up the child(ren) to sign the
attendance report.

Following the contracted hours of care that are stated on the child care certificate and the
Notice of Action.

Paying the provider’s fees for late pick up of children.

It is PACEAPP s policy to pay licensed providers based on the child care certificate authorized
hours of care. If achild’s actua hours of care used vary from the certificate, PACEAPP will
reassess need and issue a new certificate to reflect the hours of care needed. PACEAPP pays
license-exempt providers for the exact hours of care used (not to exceed amount contracted on
child care certificate).

Family's Rights and Hearing Requests

Families have the right to appeal decisions made by PACEAPP that affect their subsidy. This
includes appealing a termination of services. The procedures for beginning an appea process
and requesting a hearing appear on the back of every Notice of Action.

PACEAPP requires that the procedures outlined on the back of the Notice of Action be followed
in order to appeal an action. The parent or guardian must file the written appeal within 14
calendar days of receiving the Notice of Action. When these procedures have been followed, a
hearing can be scheduled. PACEAPP will continue to pay for child care services during the
appeal process.

For issues not linked to the appeal process or not related to Notice of Action decisions, please
follow the following steps to resolve concerns:
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STEP ONE: Discuss your concerns with your case manager. Please inform your case manager
as soon as a problem arises and offer the case manager a chance to resolve the issue.

STEP TWO: Contact the Program Supervisor, who directly supervises case managers. This
person will have aworking knowledge of your case, the case manager and other variables
involved in your services.

STEP THREE: Contact the Regiona Director. Our Regional Directors do spend time out of the
office, usually working with community groups on child care issues. It may take aday or two to
get in contact with your site’s Regional Director, but they are available to speak with you about
your concerns. The Regional Director isthe final agency decision maker on case matters.

Appeal Procedures

Appeal ProcessLevel One:

We require the parent or guardian file awritten request of appea with the PACEAPP Regional Director
at their local PACEAPP office within 14 calendar days from the time they received the Notice of Action.
The Hearing Officer will then schedule a hearing with the parent/guardian within 10 days of receiving
the appeal letter. PACEAPP will issue awritten decision to be sent to the family after the appeal hearing
has been held. If the parent/guardian does not file an appeal within 14 calendar days from the date they
received their notice, they give up the right to submit an appeal and a hearing will not be held. Please
send letters of appeal to your local office, aslisted below:

PACEAPP San Francisco Bay Area Regional Office PACEAPP Redwood Empire Office
(Serving Contra Costa County, Alameda County, (Serving Sonoma County, Napa County,
San Mateo County, and San Francisco County) Marin County, and Mendocino County)
Attention: Regional Director Attention: Regional Director
114 Sansome Street, Suite 300 6050 Commerce Blvd., Suite 106
San Francisco, CA 94104 Rohnert Park, CA 94928
PACEAPP South Bay Office PACEAPP Fresno Office
(Serving Santa Clara County, Santa Cruz County, and (Serving Fresno County and Tulare County)
Monterey County) Attention: Regional Director
Attention: Regional Director 1901 E. Shields Ave., Suite 180
1671 The Alameda, Suite 301 Fresno, CA 93726
San Jose, CA 95126
PACEAPP M adera Office PACEAPP Sacramento-North Valley
(Serving Madera County and Merced County) (Serving Sacramento County, Yolo County, Solano
Attention: Regional Director County, Placer County, Stanislaus County, San Joaquin
325 S. Pine Street, Suite 103 County, Tuolumne County, Nevada County, Shasta County,
Madera, CA 93637 and El Dorado County)
Attention: Program Supervisor
6355 Riverside Blvd., Suite T
Sacramento, CA 95831

Appeal Process Leve Two:
If afamily isstill not satisfied with the decision based on theinitial appeal hearing, a second appea may
be filed within 14 calendar days from the date of a PACEAPP decision. Please send the second letter of
appeal to the Department of Education Child Development Division at:

California State Department of Education, Child Development Division

1430 N Street, Sacramento, CA 95814

Phone: (916) 322-6233, fax: (916) 323-6853
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Confidentiality of Client Information

Authorized representatives such as PACEAPP staff, auditors, the California Department of Education,
and legal representatives are alowed access to our family and child care provider files. The disclosure or
release of any information that pertainsto child care servicesis restricted to purposes that are directly
related to the administration and delivery of our services. Case managers or other PACEAPP
representatives do not provide information about families or providersto outside sources. Providers
working with PACEAPP must a so observe confidentiality of client information, and should not release
case documentation to anyone other than the parent or PACEAPP representative.

Safety of Families, Providers, and PACEAPP Representatives

Respectful interactions are required throughout the PACEAPP program. Any person who makes threats
against, harasses, or endangers the safety or life of any child(ren), parent, child care provider, or
PACEAPRP staff member or representative, will immediately be terminated from the program. PACEAPP
reserves the right to terminate families and/or discontinue services with providers who do not follow the
program guidelines as mandated by the California Department of Education and PACE Board of
Directors. Additionally, PACEAPP can not work with parents or providers who have participated in
fraudulent activities and/or those who violate the signed fraud policy including at the back of this
handbook.

Resolving Parent and Provider Issues

Situations may arise when families and providers need to work closely together for the benefit of the
child. PACEAPP will make every effort to help families and providers resolve issues that may affect the
quality of child care services. If parents and providers are unable to resolve conflicts or issues, please
contact your case manager for further assistance.
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SECTION 2: TYPES OF CHILD CARE AVAILABLE TO FAMILIES

PACEAPP isafull parental choice program. Families can choose from the following three types
of child care:

(1) Licensed center-based care

(2) Licensed family child care home

(3) License-exempt care (relative and non-relative caregivers)

Licensed Center-Based Care

Child care centers offer care and education to children on a part-time or full-time basis. The
State of California, through the Department of Socia Services (DSS), regulates child care
centers. DSS has licensing requirements for centers and performs site visits at each center.
Licensing requirements are designed to promote health and safety and to encourage providers to
develop the best child care setting for children. Licensed providers are required to have first aid
training and a child development component to their education.

Licensed Family Child Care Homes

A family child care home is aso licensed and regulated through the Department of Social
Services under slightly different guidelines than child care centers. All family child care
providers must have first aid, CPR, and health and safety training. Family child care homes
offer ahome-like setting and provide care for fewer children than most centers. This allows the
provider to offer the children individual attention. Family child care homes may have more
flexible hours for families who work non-traditional hours; some family child care providers are
open nights and weekends.

License-Exempt Care
There are two types of exempt from license care:

Relative License-Exempt Care:
A relative caregiver is defined as being a child' s aunt, uncle, or grandparent. Providers
cannot live in the same household as the child if the provider expects PACEAPP to provide
reimbursement for child care services. The state of California Licensing Board requires that
relative caregivers limit the number of children that they provide care for in their home. The
children in care must all be from the same family.

Non-Relative License-Exempt Care:
A non-relative provider is aneighbor, afriend, or a more distant relative including but not
limited to acousin, great grandparent, great aunt or great uncle. A child’ s siblings, who are
18-years-of-age or older and live outside of the parents home, must follow the non-relative
exempt from-license guidelines. Non-relative providers must clear the required TrustLine
Registry background investigation. TrustLine checks for criminal and child abuse
convictions. TrustLineis aserviceto families and is designed to protect the health and
safety of children. The state of California Licensing Board requires that non-relative
providers limit the number of children they provide care for in their home. Children in care
must all be from the same family.
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In-Home Care by Exempt from License Child Care Providers:

The State mandates that child care providers who are license-exempt and provide child carein
the home of the child be reimbursed by at least the equivaent of minimum wage. To meet this
reimbursement minimum, PACEAPP requires that in-home providers care for at least three
children of the same family. If you are transferred to PACEAPP with an in-home care situation
and you are unable to meet the requirements for establishing provider care in your home, you
will be asked to find a new provider or change the location of care to the provider’s home within
60 days. Additional paperwork may be required. Please contact your case manager for more
information about this situation. Please note that the PACEAPP is not the employer of any
providersin this situation.

Provider Settings

PACEAPP promotes quality child care. PACEAPP has the right to deny servicesto any provider
whose child care setting is deemed a health and safety threat to children. At times, case
managers may conduct provider site visits to assist providers with devel oping and promoting the
healthiest and safest environments for children. As a parental choice program, PACEAPP
cannot verify quality of services or recommend a child care provider, athough we do have
educational information available to help you determine what type of care setting will best meet
your child care needs. It isthe parent’s responsibility to research each child care facility in terms
of liability insurance and quality of care provided.

PACEAPP prohibits any provider participating in our program from discrimination in any form
against the families and children that we serve.
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SECTION 3: PROVIDER INFORMATION AND RESPONSIBILITIES

Contract Agreements with Providers

PACEAPP requires that all child care providers participating in our program submit preliminary
documentation before we can begin reimbursement for child care services. This documentation
includes the information outlined below. We cannot begin issuing reimbursement for child
care services until thisinformation has been properly completed and returned to PACEAPP
staff. If a parent begins using child care services before an authorized start date, the parent and
provider will need to agree to a payment process for days of care prior to participating in the
PACEAPP program.

After the provider’s paperwork has been processed, the provider will have an active status in our
program. We routinely update our provider files, and at times, we will request that providers
send us current documentation.

Checklist of Preliminary Requirements for Providers

All PACEAPRP child care provider forms are included in the packet given to providers. Please
contact PACEAPP if you have questions about our program or need assistance completing
theforms.
Licensed Center-Based Care and Family Child Care Homes

A copy of thefacility’s child care license(s)

A copy of rate brochure or pricelist given to all families/general public

A copy of provider’s policies and procedures

A signed PACEAPRP rate agreement

A completed tax identification form (W-9 form)

Original, signed provider agreements (state and federal)

Signed Fraud Policy receipt

License-Exempt Providers
A copy of avalid Caiforniadriver’slicense or state-issued 1.D. with address being
used for care
A copy of provider’s social security card that matches the name of the provider
Original, signed provider agreements (state and federal)
A signed PACEAPP rate agreement
A completed tax identification form (W-9 form)
Criminal record statement
Non-licensed provider agreement and understanding
Topics of discussion for parents and providers
Health and safety checklist
Signed Fraud Policy receipt
AND:
For license-exempt relative providers:
Exempt from TrustLine Health and Safety Certification
For license-exempt non-relative providers:
Proof of TrustLine registration/fingerprinting or LiveScan
A completed health and safety self-certification form
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Provider Reimbursement

PACEAPP is mandated to follow state and federal rate reimbursement regulations. We cannot
reimburse a provider at a higher rate than what is paid to providers by non-subsidized families.
If aprovider offers vacation rates, rates for days of illness, or any other discounted rates to non-
subsidized families, we require that these same rates apply to subsidized PACEAPP families.
We can only reimburse providers within the Regiona Market Rate (RMR). The Regional
Market Rates are described below.

We ask that all the provider’s rates for each age group be specified on PACEAPP srate
agreement form. Please sign this form before sending it to the PACEAPP office. It isthe
provider’s responsibility to contact PACEAPP for any rate changes. Providers are limited to
updating rates with PACEAPP once per fiscal year. If the provider charges different rates for
evening or weekend care, these rates must be reflected on the rate agreement and the provider’s
independent rate brochure. If a child requires accommodations due to special needs and the
provider isincurring ongoing costs (such as additional staff or lower enrollment), please discuss
the case with a case manager or provider specialist. Please submit any rate changes in writing to
PACEAPP 30 days before the rate becomes effective. We cannot reimburse for late fees or pre-
paid deductions.

Two-Week Notice Policy to Providers

Family child care homes and child care centers that have a two-week notice for cancellation of
child care services policy may receive reimbursement for this time when a parent does not give
notice to the provider before terminating child care services. Two providers cannot be
reimbursed at the same time. If the parent leaves one provider without notice and begins with a
new provider, the original provider with the contracted certificate on file will be paid the two-
week notice and the parent will be responsible for paying the first two weeks to the new
provider. The two-week notice policy does not apply to time beyond authorized care as noted on
the child care certificate. The child care certificate serves as notice through the authorized stop
date.

Providers requesting reimbursement for this time must contact the case manager after a child
has not been attending carefor three (3) consecutive days, and the parent has not
contacted the provider. The provider’s policy must clearly state that they require a specific
advance notice before afamily terminates care. Further, the policy must clearly state the
provider requires reimbursement for this time even if the child is no longer using care. If these
guidelines are met, PACEAPP may reimburse the provider for up to two weeks.

Care in a Family’s Home

If a parent chooses a license-exempt provider and that provider will provide carein the child's
home, the parent is responsible for meeting the employment needs of the provider. The parent
is considered the employer of the provider when in-home careis selected. PACEAPP is not
the employer of any child care provider offering child careto a PACEAPP family. In order
to ensure that minimum wage requirements are being met, PACEAPP will only reimburse in-
home providers when the provider is caring for three or more children.
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Since PACEAPP is not aprovider’s employer, we cannot offer disability or unemployment
benefits to any provider. We cannot provide proof of employment references requested on
behalf of the provider by outside sources.

Child Care Certificates

A child care certificate is an agreement for services that is based on the parent’ s Notice of
Action. The certificate shows the authorization of child care hours and provider’s
reimbursement rates. If applicable, the certificate will indicate the family’ s co-payment and/or
family fee information. We require that parents/guardians and their provider(s) review, sign, and
return the certificate within five (5) calendar days of receiving it. It isthe provider’s
responsibility to send the certificate back to the case manager .

Family Fees

The California Department of Education (CDE) prepares afamily fee schedule. Family fees are
based on afamily’ s adjusted gross monthly income (income before taxes) as related to the size
of their family. Families who have an adjusted gross monthly income that is above 40% of the
state’ s median income guidelines are required to pay afamily fee. You will find family fee
information on the child care certificate and copy of the Notice of Action (NOA).

Family fees are applied toward the cost of the family’s child care and are afamily’s contribution
to their child care services. Family fees are based on the child who uses the most hours of care
each month, which is usually the youngest child. When PACEA PP processes the reimbursement
for afamily who has afamily fee, the amount the family has paid will be subtracted from the
provider’s reimbursement check for the month.

Collecting Family Fees

The CDE requires that the family pay the family fee to the provider in advance. The family will
pay the family fee within the first five days of the month directly to the provider. Child care
providers are responsible for collecting the family fees from the family.

Please attach a pre-numbered receipt to the child’ s attendance report each month. This receipt
will indicate the total family fee that the family paid to the provider. We will not process
attendancereportswithout family fee receipts. Missing family fee receipts will delay the
provider’s reimbursement. Miscal culated family fees may also delay the issuing of a
reimbursement check. Please contact your case manager if you need assistance calculating the
family fee.

For licensed providers, we require that family fees be paid at all times, including during
families' best interest days and absences. Licensed providers need to collect family fees for their
10 designated non-operational days when the child care facility is closed. Family fees are
collected on any days PACEAPP issues payment for services. Non-licensed providers need to
collect afamily fee only for the days the child isin care. Family fees are assessed on afull-time
and part-time basis. Full-time careis 6 hours or more of daily care. Part-time care isless than 6
hours of daily care.
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Past Due Family Fees

We ask that al providers notify usif the family has not been paying their family fee. If past due
family fees are not paid, the case manager will contact the family and a Notice of Action stating
a Delinquency of Family Fee will be sent to the parent. Please note that failure to pay afamily
fee may jeopardize afamily’s child care services. It isrequired that the family pay the family
fee as stated on the Notice of Action at all times.

A new provider will not be reimbursed until a payment agreement has been arranged with the
original provider to pay for delinquent family fees.

The reimbursement PACEAPP sends to child care providers each month will reflect any
deduction of family fees paid and any mandated child support or other garnishments.
Garnishments are payments a provider isrequired to pay to an external entity.

An example of a family fee

Ms. Jones has three children. Based on her monthly income and her family size, she has
a family fee of $2.50 for each day of full-time care or $1.25 for each day of part-time
care. Billy is her youngest child, and he uses child care the most each month. During the
month of July, he was in child care 19 full-time days. He was sick on one of the total of
20 days that he was scheduled to use child care. Billy's provider, Happy Day Family
Child Care Home, collected $50 (20 x $2.50) from Ms. Jones at the beginning of the
month. This $50 includes the family fee for 19 days of full-time care and the 1 day that
Billy was sick. Happy Day Family Child Care Home wrote this amount on a pre-
numbered receipt and sent the receipt to PACEAPP with Billy' s attendance report at the
end of the month. PACEAPP deducted this amount from the total cost for Billy's child
care that month.

Alternately, an example of paying a part-time family feeis asfollows: The child utilized 20
days of part-time care during a month (including sick days) and the part-time family feerateis
$1.25. Use this formula: 20 part-time days x $1.25 = $25. The parent pays the provider $25, and
the provider sends areceipt to PACEAPP indicating this family fee amount was paid.

Regional Market Rates

PACEAPP cannot reimburse for child care services above the State Regional Market Rate
(RMR). The RMR isachild care provider rate that is set by the California Resource and
Referral Network survey. The Regional Market Rate is based on the cost of child care within
each regional area. If aprovider’ srates are higher than the RMR, PACEAPP will pay the
maximum rate allowed by RMR guidelines. The family will make arrangements with the
provider to pay the difference (called a“co-payment”).

Co-Payments

Families are required to pay a co-payment if the provider’s rates are higher than the maximum
PACEAPP can reimburse as allowed by the state regiona market rates. Families pay the
difference directly to the child care provider. We will inform the family of any co-payment that
needs to be paid. The co-payment will be printed on the Child Care Certificate that both the
parent and the provider are to review, sign, and return to the case manager.
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An example of a co-payment

The Smith’s choose Kiddie Play World as their child care provider for their infant
daughter Julie. Kiddie Play World charges $600 a month for infant care. The Regional
Market Rate in the Smith’s area is $550 a month for care of infant children. PACEAPP
can reimburse $550 to Kiddie Play World. The Smith’swill pay a monthly co-payment of
$50 per month ($600 - $550 = $50). They will pay this co-payment directly to Kiddie
Play World.

Attendance Report Responsibilities for Providers

Providersareresponsiblefor:
- Maintaining original attendance reports at the child care site at al times and keeping
copies of attendance reports submitted.

Sending or dropping off original copies of attendance reports to the appropriate
PACEAPP office on time and no later than the 5™ of the month. If the 5" fallson a
weekend or holiday, attendance reports are still due before the 5. If mailed, attendance
reports must be postmarked by the 5.

Signing the bottom of the attendance report to verify attendance.

Informing PACEAPP immediately when a child is absent for three or more consecutive
days without notice. Failure to do so may affect reimbursement.

Giving PACEAPP aminimum of 30 days notice for rate changes.

Attaching a pre-numbered receipt with the amount of the family fee to the attendance
report.

Adhering to the contracted hours of care noted on the child care certificate and the
Notice of Action.

Ensuring that parents have unlimited access to their children and those caring for their
children during normal hours of provider operation and whenever the children arein the
care of the provider.

If achildisusing asplit schedule, it isthe provider’s responsibility to complete the time
in and out and initial for all applicable days.

Informing PACEAPP if more than 75 percent of children enrolled in care are subsidized
children.

L ate Attendance Reports

We ask that any | ate attendance reports be sent or delivered no more than 30 days from the
original due date to receive reimbursement. We will not reimburse for services listed on
attendance reports that are more than 30 days late. For example, a January attendance report that
was due on February 5th will not be processed for reimbursement if it is submitted after March
5th.
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I naccur ate Attendance Reports

Attendance reports with missing sign-in and/or sign-out signatures, missing times in/out,
documenting drop off and pick up times that are too consistent, or missing parent and/or
provider signatures will not be processed. We will return these attendance reports for correction.
This may result in alate and/or reduced reimbursement check.

Absences

PACEAPP will reimburse for a maximum of 10 child best interest days per fiscal year (July 1—
June 30). Best interest days are defined as times when it is better that the child be away from
child care. Best interest days include family vacations, time spent with a parent or other relative,
or any other timethat is clearly in the best interest of the child. We require that parents please
submit vacation notices to their case manager and their provider two weeks in advance. Best
interest days are only reimbursable to licensed providers. Non-licensed providers will receive
reimbursement for actual hours of child care provided (not to exceed hours authorized on child
care certificate).

We ask that the provider ensure that the parent/guardian identify, on the attendance report,
absences by using the appropriate codes listed on the attendance report. Not providing this
information may delay reimbursement. We also require that parents sign for each day the child
was absent on the attendance report with afull signature. Please attach a doctor’ s note to the
attendance report if a child has been absent because of illness for five or more consecutive days
from child care.

It is PACEAPP s policy to pay licensed providers based on the child care certificate authorized
hours of care. If achild’s actual hours of care used vary from the certificate, we will reassess
need and issue a new child care certificate.

General Payment Policies

The payment policies and procedures that are listed below are in accordance with State and
Federal funding guidelines. Reimbursements are for early education and care services only.
PACEAPP cannot reimburse schools for private education of school-age children.

Up to 10 best interest days per child are reimbursed per fiscal year to licensed providers
only.

Reimbursements are based on rates that appear on the child care certificate, which both
the parent and provider sign. The family fee will be deducted from the reimbursement
check.

Non-licensed child care providers will only be reimbursed for the days the child isin
care.

Non-licensed child care providers cannot be offered reimbursement for holidays, sick
days, registration fees, transportation costs, or meal costs.
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Reimbursements will not be made beyond the family’s child care subsidy stop date as
noted on the child care certificate.

Licensed providers may be paid for 10 non-operational days per fiscal year. To be
reimbursed, providers must demonstrate that they charge non-subsidized families for the
same 10 non-operational days chosen on the PACEAPP rate agreement. Examples of
commonly chosen non-operationa days include federal holidays, provider staff training
days and closures for vacation. Non-operational days are based on the provider, not the
family/child. Provider closures beyond 10 days per fiscal year will not be reimbursable
by PACEAPP.

Reimbursements for an alternative provider can be made for up to 10 sick days and 10
non-operational days only when both providers are requesting reimbursement. For
example, if achild can not attend their primary provider becauseit is alicensed center
that does not accept sick children, PACEAPP can reimburse both the center and an
alternate provider on that day.

Reimbursements will not be made for late pick-up time.

Reimbursements for insurance, transportation costs, meals, and registration costs to
licensed child care providers are only made when the provider’s rate is bel ow the
Regional Market Rate. Additionally, charges for meals, transportation, and registration
must be clearly stated on the provider’s rate agreement.

Payment Schedule

Provider checks or electronic payments are issued on the 15™ of each month. If the 15" falls on
a Saturday, payments are issued on the 14™. If the 15" falls on a Sunday, payments are issued on
the 16™. Delivery time from issue date depends on mail service and mode of delivery. Those
providers enrolled in the electronic payment system typically receive payments faster than those
who are issued checks. Please ask your case manager or provider specialist about enrolling in
this program to expedite payment receipt.

Resolving Parent and Provider Issues

Situations may arise when families and providers need to work closely together for the benefit
of the child. These situations can include:

Parents requesting information about other community resources for their child.

Parental concerns, such as, believing that all of their child’s needs are not being met by
the provider.

A provider’s staff member believes that the child is not adjusting well to the program or
abelief that the program is not suitable for the child’s needs.

The parent is not following the provider’s or PACEAPP s policies and procedures.
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When attempting to resolve these types of situations, we request that providers proceed in the
following manner:

1. The parent or teacher isto bring their concernsto the attention of the director or
owner.

2. Thedirector or owner is to attempt to resolve the issue with the parent and to
document the process as follows:

Record the date(s) of the meetings and/or conversations. Be sure to identify
who was contacted and provide a description of the request or concerns.
Describe the parent’ s and the staff’ s perceptions regarding the issues or
concerns. List the steps or proposed solutions discussed to resolve the issue
or the request. For example, issues with discipline will include alist of
proposed solutions offered by the parent and provider. If other support
services are required, such as counseling, please list the agencies where the
parent has been referred.

If parents and providers are unable to resolve conflicts or issues, please contact your case
manager for further assistance.

Probation Periods

PACEAPP reserves the right to place a child care provider on probation if they fail to operate
within PACEAPP policies and standards. Probationary periods can be up to 90 days. During a
probation period, a child care provider will be closely supervised to ensure that action is being
taken to improve the situation that led to the probation status.

Provider Grievance Procedure

PACEAPP makes every effort to provide consistently high-quality service to the providersin
our program. Our case managers are well trained on issues relating to child care providers. If
you are not happy with your case manager service or have concerns about your specific case, we
have established a grievance procedure to ensure we understand and meet your needs as a
provider in our program.

STEP ONE: Discuss your concerns with a case manager or provider specialist. Please inform
your case manager or provider specialist as soon as a problem arises and offer PACEAPP staff a
chance to resolve the issue.

STEP TWO: Contact the Program Supervisor, who directly supervises case managers and
provider specialists. This person will have aworking knowledge of your case, the staff, and
other variablesinvolved in your services.

STEP THREE: Contact the Regional Director. Our Regional Directors spend time out of the
office, usually working with community groups on child care issues. It may take aday or two to
get in contact with your site’'s Regional Director, but they are available to speak with you about
your concerns. Regional Directors are the final decision makersfor all case matters.
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If you do find yourself with a complaint, please proceed through each tier as outlined.

We hope this three-tiered approach will provide you with ample opportunity to notify us of any
problemsin our service. Additionally, we are confident that you will find support through each
stage, and that your issues will be addressed in atimely manner.

Further Inquiries and Suggestions

Please contact a case manager if you have additional questions about the PACEAPP program,
this handbook, or our program policies. We invite al parents and providers to offer any
comments or suggestions in regards to this handbook. Please direct comments or suggestions to:
handbook @paceapp.org. Y ou can also write or call your assigned case manager or provider
specialist to offer comments or suggestions at the PACEAPP office that serves you.

PACEAPP FRAUD POLICY FOR PARENTS/GUARDIANS AND
PROVIDERS (handbook copy)

Submitting false or misleading information to PACEAPP will be grounds for termination.
PACEAPP will pursue collection action in order to recover any state or federal funds that were
provided for subsidized child care services. These funds will be collected from the parent,
provider, and/or person(s) who commit the fraudulent act.

ANY OF THE FOLLOWING COULD CONSTITUTE FRAUD:
1. Failureto report loss of employment within 5 days due to termination, temporary layoff,
and/or medical leave.

2. Inaccurate reporting of actual attendance days of child care on the attendance report. If
the provider and/or parent signs that care was provided for the days when it actually was
not, PACEAPP will recover funds from the parent and/or the provider.

3. Fraudulent, false or misleading documentation regarding training programs, school,
medical incapacitation, employment, family size, attendance, marital status, other parent
related to child in the home, place of residency and /or income.

4. Failureto report receiving funds for child care services from another agency.

PACEAPP will attempt to recover funds from the parent and/or provider. If the parent and/or
provider do not return the funds, a claim will be filed with Small Claims Court. If the parent
and/or provider still refuse to pay the claim, it will be referred to the District Attorney’ s Office.
My signature below indicates that | have read and understand PACEAPP s policies and
procedures as outlined in the Parent/Provider Handbook, including the fraud policy.

Parent or Provider Signature Date

Parent or Provider Printed Name
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PACEAPP FRAUD POLICY FOR PARENTS/GUARDIANS AND
PROVIDERS (PACEAPP copy)

Submitting false or misleading information to PACEAPP will be grounds for termination.
PACEAPP will pursue collection action in order to recover any state or federal funds that were
provided for subsidized child care services. These funds will be collected from the parent,
provider, and/or person(s) who commit the fraudulent act.

ANY OF THE FOLLOWING COULD CONSTITUTE FRAUD:

1. Failureto report loss of employment within 5 days due to termination, temporary layoff,
and/or medical leave.

2. Inaccurate reporting of actual attendance days of child care on the attendance report. If
the provider and/or parent signs that care was provided for the days when it actually was
not, PACEAPP will recover funds from the parent and/or the provider.

3. Fraudulent, false or misleading documentation regarding training programs, school,
medical incapacitation, employment, family size, attendance, marital status, other parent
related to child in the home, place of residency and /or income.

4. Failureto report receiving funds for child care services from another agency.
PACEAPP will attempt to recover funds from the parent and/or provider. If the parent and/or

provider do not return the funds, a claim will be filed with Small Claims Court. If the parent
and/or provider still refuse to pay the claim, it will be referred to the District Attorney’ s Office.

My signature below indicates that | have read and understand PACEAPP s policies and
procedures as outlined in the Parent/Provider Handbook, including the fraud policy.

Parent or Provider Signature Date

Parent or Provider Printed Name
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