[image: scan002]Confederated Tribes of the Goshute Reservation
CHILD CARE DEVELOPMENT FUND PROGRAM
6671 S Redwood Rd, Suite 101 – West Jordan, UT 84084
Phone (801) 883-9103 – Fax (801) 883-9366


PARENT HANDBOOK

INTRODUCTION

The Confederated Tribes of the Goshute Reservation, Child Care Development Fund (CCDF) Program, would like to welcome you and your family to the program. CCDF was authorized by the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, PL 104-193. The program is designed to assist families with childcare costs. Eligible parents must be employed or enrolled in educational courses and/or job training programs. Subsidized childcare services are available through a CCDF Certificate Program and/or by participating in a tribally operated childcare center and after school programs. Childcare Providers who care for your child(ren) must meet health and safety requirements set by CCDF Program, your tribe, and/or State. These requirements must address prevention and control of infectious diseases, including; immunizations, building and physical premises safety, and minimum health and safety training. 

This handbook will cover all the basic information needed by the parent for the CTGR CCDF Program. As a parent on the CCDF Program, you are responsible for the completion and changes of all forms and documents, including; the terms of CTGR CCDF Program Subsidy Contract, Applications for Assistance, Child Care Provider Sign In/Out Sheets, Invoices and all information needed to determine eligibility. You are also responsible to understand and follow all rules and regulations determined in this handbook which are taken from the Federal Register Rules and Regulations, Volume 63, Mo. 142, Title 45, Part 98 – Child Care Development Fund. 


CCDF Program Locations:

Salt Lake City Central Office			CTGR Tribal Location
6671 S Redwood Rd., Suite 101			HC 61 Box 6104
West Jordan, UT, 84084				Ibapah, UT 84034
Phone: (801) 883-9103				Phone: (435) 234-1138
CCDF Email:  					Fax: (435) 234-1162
McKell Old Bull, Program Director: (435) 218-3130	Julie Yupe, Program Manager
Felisha Garza, Caseworker: (425) 757-0058	
Kaylise Old Bull, Caseworker: (435) 358-2203						
Marisa Platero, Intake Specialist (435) 840-0409
	
		



A. ELIGIBILITY
1. Eligibility for the CCDF Program is based on:
a. Native American decent of a child, which includes, being a member of a federally recognized tribe, and/or possess a BIA Certificate of Indian Blood. 
b. Parent/Guardian employment.
c. Enrollment in job training and/or education program. 
d. Children must be through 12 years of age or younger and/or under court supervision. 
e. The family’s average monthly net income must fall within the CTGR CCDF Program Eligibility Table-Sliding Fee Scale.
f. Families who are experiencing hardship, i.e., families who are in transition, without permanent residence, referred by a social services program, children in protective services, and children with a disability and/or special need. 
g. Applicants must show proof of residency, i.e., lease agreement and/or utility bill in the name of the applicant if address on ID is different than application.	
i. Applicants are required to update State ID with current address within 6 months of contract active date.

B. FAMILY MONTHLY CO-PAYMENT
1. The parents’ monthly income is determined by four recent paycheck stubs, minus the standard deductions. 
2. Based on where the parent’s income level falls within the CTGR CCDF Program Eligibility Table-Sliding Fee Scale, CCDF Program will pay a portion of the family’s childcare costs. 
3. The remaining balanced owed, after CCDF Program reimburses for its determined portion, is the responsibility of the parent, as well as, any other charges, fees, or remaining balances not covered by CCDF Program (late pick up fees, etc.)
4. The family monthly co-payment is based on the family size and family income minus standard deductions. 
5. The family monthly co-payment is per family, not per child, and must be paid monthly. Once paid, CTGR CCDF Program will reimburse the provider the remaining childcare cost, as long as those costs do not exceed the Parent/Provider Subsidy Contract or the max provider rates listed on the CTGR CCDF Program provider rate sheet.
6. [bookmark: _Hlk34314673]In order for CTGR CCDF Program to reimburse the total remaining costs, children must attend at least 80% of the time that is agreed between the parent and the provider and are encouraged to remain in care full time.

C. REDETERMINATION
1. In order to comply with federal regulations, a re-determination of services must be completed whenever there is a change in eligibility, or every 12 months. Changes in eligibility, such as, an increase or decrease in wages, education or job training enrollment, and any other factors that determine eligibility, may affect your CCDF Program subsidy. If eligible, a new services contract and CTGR CCDF Program contract will be issued. 
2. On the 11th month of the Subsidy Contract, a letter from CCDF Program will be sent to the parent. This letter will remind you to submit your employment information, school verification, and/or job training information so your eligibility can be re-determined. The parent has until the end of the eleventh month to submit the information requested for re-determination. 
3. A letter will be sent to the parent regarding the status of their subsidies. The parent will either be eligible for the twelfth month of their certificate or terminated at the end of contracted eligibility date.
4. The provider will be notified of the parent’s status and/or termination date.    
5. If the parent re-applies after the re-determination date, a new application must be submitted. After a new application has been received, the parent may be re-approved for childcare subsidies, or placed on the waiting list. 

D. [bookmark: _Hlk508888847] TYPES OF CARE
1. The CCDF Program is a parental choice program, which allows the parent the right to choose any eligible provider. This also allows the parent to find childcare that is safe, affordable, and close to home or work. Families are encouraged to enroll their children in high quality settings. 
a. [bookmark: _Hlk508888877]CENTER BASED
A provider who is licensed to provide childcare services in a non-residential setting. 
b. [bookmark: _Hlk508888929]GROUP HOME 
Two or more individuals who provide childcare services in a private residential setting other than the child’s residence. Must be licensed by the state. 
c. FAMILY HOME
An individual provider; who provide child care services in a private residential setting other than the child’s residence. Must be licensed by the state.
d.  IN HOME 
An individual provider, who provides childcare services inside the child’s home. Must be licensed by the State.
1. All providers must meet the CCDF Program Health & Safety Standards, and/or Utah Department of Health, Child Care Licensing regulations. 
a. If the provider does not meet the standards, they will have 30 days to comply, or they are no longer eligible to be a CCDF Program provider.
b. If, at any time there are any changes in the provider rates, address changes, etc., please inform CCDF Program as soon as possible, so CCDF Program can make any necessary changes.


E. CHANGING PROVIDERS
1. [bookmark: _Hlk508890689]If at any time you are dissatisfied with your current provider, you have the right to choose a new provider. 
2. You must inform the CCDF Program of any complaints, in writing, filed against your childcare provider. 
3. During this process, you must honor all contract agreements with the previous provider:
a. Which includes, proper notification to the provider, at least 2 weeks, requesting to discontinue services, and 
b. Provide proof to CCDF Program that all financial obligations to that provider have been fulfilled and all outstanding balances have been paid in full.
c. Current providers must submit in writing that the parent has fulfilled all obligations. 
4. Parents must notify CCDF Program, as soon as possible, and request a new Child Care Provider Enrollment form and a W-9 form. 
5. A new certificate with the new provider information and CCDF Program Subsidy Contract will be issued to the parents. 
a. Once all matters have been resolved with the previous provider, CCDF Program can begin contract services with the new provider. 
b. If for any reason, the parent is placed “on hold”, CCDF Program will not reimburse, and the parent is responsible for any current or remaining costs, fees, or any other outstanding balances owed to their childcare provider. 
c. Reimbursements to the new provider will not be paid until the new provider has been approved, a new certificate has been issued, and an CTGR CCDF Program Subsidy Contract has been submitted and signed by the parent, childcare provider, and CCDF Program Caseworker. 

F.  CONTRACT AGREEMENT
1. [bookmark: _Hlk508889204]Parent must submit the CTGR CCDF Program Subsidy Contract that is signed and initialed before any reimbursements can be authorized.
2. The CTGR CCDF Program Subsidy Contract is an acknowledgement between parties, detailing all matters pertaining to the childcare subsidy, which includes;
a. Subsidy start and end date
b. Re-Determination date 
c. Provider rate
d. CCDF Program childcare subsidy
e. CCDF Program reimbursement 
f. Additional rules and regulations
3. [bookmark: _Hlk508889412]By signing the contract, parent, childcare provider, and CCDF Program Caseworker acknowledge the terms of the contract and agree to them. The contract can be amended at any time, at CCDF Program discretion, or at any times there are changes in eligibility. The contract can and will be terminated if at any time, eligibility requirements are no longer met.
 
G. CHILD CARE SIGN IN/OUT SHEETS AND INVOICES
1. [bookmark: _Hlk34314635] In order for the provider to receive reimbursement for services, a Sign In/Out Sheet and Invoice must be submitted. 
a. Completed Sign In/Out sheets and proper invoices are due monthly by the 5th  day of each month. Any Sign In/Out sheets and invoices not received by these dates are not guaranteed to get processed in a timely manner and may delay payment.
b. Sign In/Out sheets received with dates exceeding 45 days of submission date will not be processed.
c. One Sign In/Out sheet per child must be submitted for families with two or more children.
d. [bookmark: _Hlk508889496]Sign In/Out sheets must include parent/guardian initials verifying actual dates and times the child was in care, as well as, signatures from the childcare provider and the parent/guardian on the back. Sign In/Out must be filled out with either clock in/out times and/or excused absence reason (i.e. sick, family time, holiday, etc.). If any Sign In/Out sheet requirements, signatures or initials are missing, the Sign In/Out sheets will be returned to the parent/guardian for corrections. 
e. [bookmark: _Hlk508889705]Sign In/Out sheets must be legible, written in BLACK or BLUE ink only, and the For Official Use Only Box must be clear and not written on. 
f. All Parents must submit an invoice detailing what the provider charged for the completing month for payment to be processed.
g. If, “Is Client’s copayment current?” is checked ‘no’ or blank, then the “Sign In/Out Sheet” will be returned. 
h. Only one month should appear on the Sign In/Out sheet. 

Excused Absences (please include reason on Sign In/Out sheet with initials next to it): 
· Sick (2 days without doctor note/ 3 days or more with doctor note)
· Family time or death in the family
· Native Traditional/Cultural holidays and ceremonies
· National holidays
· Emergencies with reason (this includes natural disasters, i.e. earthquakes, COVID-19)
· If child will miss day care due to Joint Custody, please provide Court Order. 

Unexcused Absences:
· 3 or more sick days without doctor note
· Excuses with no reason 
· Excessive unexcused absences may result in non-compliance and may affect eligibility.

H. [bookmark: _Hlk34314450]SUBSIDY REIMBURSEMENT
1. The CCDF Program is a subsidy program, not a payroll program for the providers. 
a. Arrangements must be made between the parent and the provider for monthly payments. 
b. The CCDF Program will reimburse the provider for services after completed Sign In/Out sheets and proper invoices are submitted for qualified children.  
2. [bookmark: _Hlk508890121]Parents/Guardians are responsible to read and understand all CCDF Program correspondence regarding their child(ren)’s childcare subsidies. Parents/Guardians must understand payment and fees issued by the childcare provider and how it relates to reimbursements paid by CCDF Program. 
3. The CCDF Program reimburses for cost of care only, as outlined in the CCDF Program Subsidy Contract. Any other fees, tuition, and/or other indirect costs owed to the provider, which are not covered by CCDF Program, must be paid by the parent. Any agreement between the provider and parent, separate from the CCDF Program Subsidy Contract, is the responsibility of the parent. 
4. The CCDF Program will reimburse for the approved hours/days submitted in the Sign In/Out sheet. It is in the best interest to work out any arrangements or agreements with the provider for days the child(ren) are not in care. 
5. Every 12 months, you may request a summary of services during that period. 
a. The summary will include the following:
1. The number of direct hours the child(ren) were in care. 
2. The amount CCDF Program paid the provider for that period, and
3. The co-pay of the direct hours submitted during the time period. 
6. [bookmark: _Hlk508890338]If Sign In/Out sheets are submitted on time, are signed by you and the provider, are without error, parent monthly co-payments are current, and you are not missing any of the requirements necessary to be eligible for the program, your Sign In/Out sheets will be processed, and a check will be mailed to your chosen provider. 

I. PARENT’S RESPONSIBILITIES
1. [bookmark: _Hlk508890440]It is the parents’ responsibility to adhere to all the rules and regulations of the CCDF Program.
a. [bookmark: _Hlk508890456]Parents are responsible to read the Parent Handbook and complete the Orientation Questionaire on the final page of the handbook.
b. Failure to return the original last pages of the Parent Handbook/Orientation Questionaire with signatures and date within 30 days of your start date, will result in termination from the CTGR CCDF Program.
2. [bookmark: _Hlk508890477] It is the parent’s responsibility for submitting Sign In/Out sheets and Invoices. 
3. [bookmark: _Hlk508890491] It is the parent’s responsibility for submitting all re-determination materials.
4. [bookmark: _Hlk508890549]It is the parent’s responsibility to read all CCDF Program correspondence. CCDF Program does not send junk mail. 
5. It is the parent’s responsibility to notify the CCDF Program of any changes. This includes, address changes, contact information, family size, changes in employment, class schedules, involvement in job training, and/or any other factors that may affect your eligibility. Notification will be accepted in written form, phone calls to the office, fax, email, or letters. 
6. It is the parents’ responsibility to make sure all documents are submitted to a CCDF Program Caseworker in a timely manner. It is important to submit and complete a required document, or your subsidy may be placed on hold and/or terminated for non-cooperation. If parent’s subsidy has been placed on hold or terminated, CCDF Program is not responsible for any childcare costs that may have been incurred thereafter. 
7. The parent receiving childcare subsidies from the CCDF Program, cannot also receive subsidies from other childcare subsidy programs (i.e. Utah State Workforce Services Child Subsidy Program, etc.) 
a. Native American families may have dual eligibility with the state and tribal day care subsidy programs. However, a parent/guardian cannot be enrolled in both programs at the same time. 
b. If the parent is enrolled in both programs, then the parent will be responsible for re-payment of subsidies. Re-payment must be made to CCDF Program for the time period in which the parent was receiving funds for both programs. This is considered “double-dipping” and will not be tolerated. It will result in immediate and indefinite termination from the CCDF Program. 

H. FAXED or E-MAILED MATERIALS
1. All CCDF Program documents must be original documents (Parent Enrollment Form, Child Care Provider Enrollment Form, W-9, Child Care Subsidy Contract, Employment Verification Form, Referral, Sign In/Out Sheets). Without the above originals, enrollment status and payments will not be processed. 
2. The only information that can be faxed is re-determination documents (check stubs, class schedule, immunizations, birth certificates, provider rate sheet and license, tribal and state IDs, invoices). 

I. HEALTH AND SAFETY PUBLIC NOTES
A public Health and Safety book is kept in the office of the CCDF Program, it can be emailed or copies of it can be mailed at request, it is available for all clients, parents, and anyone who wishes to look at it. It pertains the inspections of Licensed Exempt Providers. 

J. NON-COMPLIANCE
1. [bookmark: _Hlk508890796]Failure and /or non-compliance to adhere to the CCDF Program involving CCDF Program parent responsibilities and/or inappropriate behavior as stated above, will result in the following:
a. First Verbal notice by the CCDF Program Caseworker to the parent(s).
b. Second Written notice by the CCDF Program Caseworker to the parent(s).
c. Final ‘Suspension of Services’ Letter to the parent(s) and provider, based on your coordinators discretion:
1. 30-day suspension
2. 60-day suspension
3. 90-day suspension
4. Indefinite suspension
2. Severe offenses can result in immediate-indefinite suspension form the program. 
3. Fraud cases are considered severe offenses and will be submitted to the local District Attorney’s Office for criminal action. 
4. Inappropriate behavior (such as email, verbal, fax, phone communication) towards Provider(s) and/or CCDF Program Caseworker(s) will not be tolerated. 































ORIENTATION QUESTIONNAIRE

INTRODUCTION
1. Eligible parent must be (circle all that apply)
Employed, enrolled in school, running a marathon, shopping, and/or job training. 

2. TRUE/FALSE: Subsidized childcare services are available to eligible families through CCDF Certificate Program and/or by participating in tribally operated childcare centers and before/after school programs. 

ELIGIBILITY
1. Children must be ____ years of age or younger and/or under court supervision. 
a) 3      	   b) 25   	    c) 19 	          d) 12

2. Family monthly co-pay is per _______, not per_______ and must be paid ______.

3. For CTGR CCDF Program to reimburse the total remaining costs: 
a) children must attend at least 50% of the month and are encouraged to remain in care part time.
b) children must attend at least 80% of the month and are encouraged to remain in care full time.
c) children must attend at least 100% of the month and can not miss any days of the year. 
4. TRUE/ FALSE:  It is the parent’s responsibility to notify the CCDF Program of any changes. This includes; address changes, contact information, family size, changes in employment, class schedules, involvement in job training, and/or any other factors that may affect your eligibility. It is the parents’ responsibility to make sure all documents are submitted to a CCDF Program Caseworker in a timely manner. It is important to submit and complete all required documents, or your subsidy may be placed on hold and/or terminated for non-cooperation. 

TYPE OF CARE
1. The CCDF Program is a parental choice program, which allows the parent the right to choose any eligible provider such as: (circle all that apply)
a) CENTER BASED
A provider who is licensed to provide childcare services in a non-residential setting. 
b) GROUP HOME 
Two or more individuals who provide childcare services in a private residential setting other than the child’s residence. Must be licensed by the state.
c) The CCDF Program main office at Sacred Circle Healthcare.
d) A Friends or Neighbors home who watches their own family for free. 

CONTRACT AGREEMENT
1. Parent must submit the ___________ that is signed and initialed before any reimbursements can be authorized.
a) A photo album
b) Receipt of purchase
c) CCDF Program Subsidy Contract
d) Blank piece of paper

2. TRUE/FALSE: The contract can be amended at any time, at CCDF Program discretion, or at any times there are changes in eligibility. The contract can and will be terminated if at any time, eligibility requirements are no longer met.

CHILD CARE SIGN IN/OUT SHEETS
1. Sign In/Out sheets must: (circle all that apply)
a) Include initials verifying dates and times the child was in care.
b) Hearts dotting the letter ‘i’ and ‘j’.
c) Include signatures from the childcare provider and the parent/guardian.  
d) Must be legible, written in BLACK or BLUE ink only.
e) Be scribbled on with crayon. 
f) Must be submitted with an invoice from provider. 
g) Have one Sign in/out sheet per child. 

2. TRUE/FALSE:  If “is client’s co-payment current?” is not checked YES or NO, then the Sign In/Out sheet will be returned to the parent for corrections. 

SUBSIDY REIMBURSEMENT
1. __________ are responsible to read and understand all CCDF Program correspondence regarding their child(ren)’s childcare subsidies. Parents/Guardians must understand payment and fees issued by the childcare provider and how it relates to reimbursements paid by CCDF Program. 
a) Family doctor
b) CCDF Program Caseworker
c) The waiter
d)  Parents/Guardians

2. TRUE/FALSE: If Sign In/Out sheets are submitted on time, are signed by you and the provider, are without error, parent monthly provider co-payments are current, and you are not missing any of the requirements necessary to be eligible for the program, your Sign In/Out sheets will be processed, and a check will be mailed to your provider. 

PARENT’S RESPONSABILITIES
1. It is the parent’s responsibility: 
a) to adhere to all the rules and regulations of the CCDF Program.
b) to read the Parent Handbook and complete the Orientation Questionaire on the final page of the handbook.
c) for submitting Sign In/Out sheets.
d) for submitting all re-determination materials.
e) to have all documents completed and returned in a timely manner. 
f) to notify the CCDF Program of any changes
g) to read all CCDF Program correspondence.
h) All of the above. 

CHANGING PROVIDERS
1. TRUE/FALSE: The parent has the right to search for a new provider, at any time. 

2. TRUE/FALSE: If deciding to leave a provider, parents must contact current provider and give at least a two-week notice or as stated in their providers contract. 

NON-COMPLIANCE
1. Failure to adhere to the CCDF Program can result in the following as a final “suspension of services” based on your coordinators discretion: (circle all that apply)
a) 30-day suspension
b) 60-day suspension
c) 90-day suspension
d) Indefinite suspension
e) Suspension for life and you can never apply again…. ever.  


PARENT HANDBOOK/ORIENTATION QUESTIONNAIRE

(PLEASE RETURN THIS PORTION OF THE PARENT HANDBOOK TO CTGR CCDF PROGRAM OFFICE)

As the CCDF Program Parent, you are responsible for making sure all required documents are submitted, acquire all necessary signatures, and return in a timely manner. Failure to do so will slow down the processing of your childcare subsidies and/or your provider’s reimbursement. 

The CCDF Program allows the parent to choose their childcare service. You are responsible for choosing a childcare center or provider that fits your educational and safety expectations. The tribe or CCDF Program is not responsible for any accidents or liabilities that may occur in the providers care. Although we (CTGR and CCDF Program) cannot be held responsible, we will work hard to ensure your child is in a safe environment. 

By signing this document, you acknowledge that you have read and understand the CCDF Program handbook. Furthermore, you understand this portion of the Parent Handbook/ Orientation Questionnaire must be completed and signed and returned to the CCDF Program office within 30 days of receiving this handbook or your subsidy will be placed on hold and/or terminated. 


[bookmark: _Hlk508808034]_________________________	_________________________	_______________
Printed Parent/Guardian Name	Parent/Guardian Signature		Date


_________________________	_________________________	_______________
Printed Parent/Guardian Name	Parent/Guardian Signature		Date
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