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The purpose of this Change Notice is to communicate changes made to the Subsidized Child Care Services Manual. These changes
are effective immediately. A summary of the changes is indicated below.

DCDEE-0106 - Recipient Responsibilities for Subsidized Child Care Services
This form was revised to delete all of the recipient responsibilities related to Subsidized Early Education for Kids (SEEK).

DCDEE-0452 - Child Care Provider Agreement
Revisions were made to this form to delete any provider responsibilities that were related to SEEK.

Instructions for Maintenance of Subsidized Child Care Services Manual
Your agency must maintain at feast one copy of the previous manual material for reference during single audits, state monitoring visits
and fraud investigations. Child care staff should review the changes to become familiar with the new information.

Remove Insert
DCDEE-0106 DCDEE-0106
Dated October 2014 Dated April 2015
DCDEE-0452 DCDEE-0452
Dated April 2013 Dated April 2015

Please begin using the revised forms immediately for new applications and new provider enrollments. For existing recipients and
praviders, utilize the new forms at redetermination and reenrollment. Destroy old versions of both forms.

This Change Notice and revised forms are available in the on-line manual on the Division’s web site at
hitp:/finfo.dhhs.state.nc.us/olm/manuals/ded/ccs/man/index.htm. Child care staff in your agency should print and retain a copy of the
revised policy in their Subsidized Child Care Services Manual. In addition, child care staff should maintain a copy of the Change Notice
in Appendix E of the manual. If you have questions regarding these revised forms, please address those questions to

DCDEE . Subsidy.Policy.Help @ dhhs.nc.qov.
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RECIPIENT RESPONSIBILITIES FOR SUBSIDIZED CHILD CARE SERVICES

As a recipient of Subsidized Child Care Services, I understand that I am responsible for taking the following actions:

Report Changes
1. Imustreport changes to my child care worker within five (5) workdays of when changes occur such as:

o  Change of address and telephone number.

Marriage, remarriage, separation, or divorce.

Change in members of my household.

Child receiving child care services moves out of the home.

Change of job or work shift, or increase/decrease in the number of hours or days employed.
Increase or decrease in income from job, child support, or other sources.

Loss of current employment. '

Increase or decrease in hours of school or employment training or change in class schedule,
Change in the number of hours child care is needed.

Other changes that may affect my eligibility for services.

Report Absences
2. I must call my child care worker when my child(ren) is/are absent from the child care arrangement more than five

(5) days during a month or if my child will no longer be enrolled at the center or home.

Pay Fees
3. I must pay the parental fees determined by my child care worker to my child’s provider. Failure to pay these fees

regularly and on time can result in termination of child care services. I understand that I will not be eligible for
child care services until the parental fees are paid. Also, I should request a receipt from the provider each time I
pay my child care fees.

Maintain Contact

4.  I'mustrespond to all contact from the county DSS or local purchasing agency (LPA) regarding my continued
eligibility within the requested time frame. I understand that failure to respond may result in the termination of
services. If my child care services are terminated and I continue to need help paying for child care, I must request
that my name be added to the child care waiting list if one exists.

Provide Permission to Verify Information
5. Imust provide the required information to my child care worker so that eligibility for subsidy services can be

determined. If written information is not available, signing this form gives permission to the worker to verify
income by telephone or through other documents on file in the county department of social services (D8S) or other
agencies.

I understand that my children are authorized for a specific level of care based on the documented hours of need
that I gave to my child care worker. The level of care defines a maximum number of hours my child is
authorized for subsidized child care. It is my responsibility to arrange the specific schedule with my child care
provider and o be sure my child(ren) do not use more hours of care than I am allowed. I understand I will be
responsible for any payments for extra hours of care or any other child care services that I am not eligible to
receive,

I declare that my child care worker has fully explained my responsibilities as a recipient of the Subsidized Child
Care Program. Also, that I understand and agree to the requirements on this document and have been given a
copy. I understand that if T give false, incorrect or incomplete information, or do not report changes on time,
that I may lose my services and could be prosecuted for frand.

Parent/Responsible Adult Date
Representative of Local Purchasing Agency (LPA) Date
White Original: Local Purchasing Agency (LPA) Yellow Copy: Recipient
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CHILD CARE PROVIDER AGREEMENT

This agreement is between the local purchasing agency and you, the child care provider. The local purchasing agency is
defined as any agency that administers the Subsidized Child Care Program, such as the county department of social services
or local child care resource and referral agency.

1.

10.

11.

12.

13.

14.

15.

I am willing to provide child care for children who are eligible for publicly funded child care assistance. I understand
that the child's parent or guardian will be responsible for deciding to place the child in my care. If I agree to provide
care for a child, I must allow the parent/guardian unlimited access to visit the child in my center or home and to
observe the program of care for the child. I will keep information about the children and family confidential.

I agree to comply with the provisions of the Civil Rights Act of 1964 and its subsequent amendments and with the
provisions of the Americans with Disabilities Act, which apply to my type of operation.

I understand that I must be operating legally according to state and local law and will comply with the North Carolina
requirements for the type of child care arrangement that I operate. I understand that the Division of Child Development
and Early Education (DCDEE) will net pay for care of children in unlicensed space unless I am approved as a
nonlicensed home provider. '

I understand that because the child's care will be paid with state and federal funds that I must abide by state and federal
regulations, rules and policies for the use of these funds. Also, I understand that payments may be discontinued if
subsidy funds become unavailable for child care. .

I understand that I must submit the required enrollment forms, my rate information and holiday/facility closing
schedule upon enrolling with the local purchasing agency and annually thereafter.

If T agree to enroll a child by accepting a Child Care Voucher (DCD-0446) at my facility, I understand that I am
responsible for returning the completed voucher to the local purchasing agency before the date of expiration stated on
the Child Care Voucher. Failure to return the Child Care Voucher before the expiration date may result in late
payment or no payment for any child care services provided under an expired voucher. I understand that payments
cannot be made to hold a child care space for a child to enroll and that the child care payment may not begin until the
child actually starts attending my facility.

I understand that I must stay within my approved enrollment capacity, age range, shifts and any restrictions. Also, I
understand that if I take a Child Care Voucher for children that would jeopardize my license capacity, age range, shifts
or restrictions that I will not be eligible for subsidy payment. Furthermore, if I accept payment for these children that I
am not eligible for, I must payback these funds to the local purchasing agency.

Tunderstand that payments for subsidized child care depend on the child's continued eligibility for assistance and on the
use of the service. The local purchasing agency will notify me in writing (Child Care Action Notice: DCD-0450)
when the child is no longer eligible for assistance and, when policy allows, may pay for ten (10) working days of
notice but in some cases may pay for five (5) working days when the child's care terminates.

I understand that T am responsible for collecting any fee from the parent that is designated by the local purchasing
agency to be paid by the parent. I will give the parent or responsible adult a receipt, which will include the dates and
services covered, for fees as they are paid. Also, I understand that if a parent does not pay his/her parent fee that I
must notify the local purchasing agency and that I can request that the services be terminated. If a parent leaves my
program owing a fe¢ and the parent and I have mutually agreed to a payment schedule, I will give a copy of the
agreement to the local purchasing agency.

I agree to submit accurate monthly attendance reports and reports of all parent fees for services as requested by the
local purchasing agency. The local purchasing agency has provided me with written information about how to report
absences and attendance for children receiving subsidy services in my care

I understand that the amount I may be paid for each child is limited and may differ for individual children. The actual
amount to be paid for a specific child will be determined by the local purchasing agency at the time the child enrolls in
my program and when changes occur in the child's plan of care.

I understand that I am responsible for notifying the local purchasing agency if 1 am receiving payment from other
sources in addition to payment from the local purchasing agency for the care of the same child. In such cases, I
understand that T must provide written documentation to the local purchasing agency confirming the amount and source
of other funds I am receiving for the care of the child.

I understand that I must submit to the local purchasing agency the child care rates that I charge before I can serve
children receiving subsidy services or before I can receive payment. T understand that I cannot charge a higher rate for
families receiving child care subsidies than charged for private paying parents.

I understand that requests for increases in my private paying rates will be processed for subsidy only once per year.
Furthermore, T understand that if my star rated license increases and my private paying rates increase, my subsidy
payment rate may be adjusted if I submit a change in my private paying parent rates to my child care coordinator of the
local purchasing agency.

White Original {Signed): Provider Pink Copy (Signed): Local Parchasing Agency DCDEE-(452 (1)
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16.

17.

18.

19.

20.

21,

22,

23.

24,

Tunderstand that if I offer private paying parents a discount for paying early that the discount should be reported to the
LPA and included with the submission of my private paying rates. I understand also, that my subsidy payment will not
be more than 10% above my discount rate for early payment. Also, I understand that if T offer parents a sliding fee
scale or a scholarship program that I must submit my rates and criteria with the submission of my rates for private
paying parents to the LPA.

I understand that all other changes such as location, ownership, etc. must be submitted to the child care consultant of
the Regulatory Services Section of the Division and to my child care coordinator of the local purchasing agency before
the change occurs so that my subsidy payment will not be delayed or terminated.

I understand that it is my responsibility to review the Subsidized Child Care (SCC) Reimbursement Summary upon
receipt. I also understand that if I fail to report subsidy underpayments within 30 days of receipt of the ‘SCC
Reimbursement Summary that the local purchasing agency may choose not to reimburse me. Furthermore, I
understand that I must report any overpayments to my child care worker as soon as I am aware of the occurrence. In
addition, I understand that any overpayments must be repaid to the local purchasing agency from the date of the
occurrence. I understand that the local purchasing agency can develop a schedule of repayments for the payback of
overpayments to occur within a reasonable time frame.

I agree to keep all records and forms, including enroliment and attendance records for children receiving child care
subsidies, private paying parent rates and rate forms/attachments, and Subsidized Child Care Reimbursement
Summaries and other fiscal records. Also, I understand that I must maintain copies of these records and forms on site
for review by local, state and federal officials and agree to provide access to my program by these officials,
Furthermore, T will make available for review a record of payments received from other sources and any schedule of
parent payments due.

I understand that I must keep my program and fiscal reports, forms and receipts for a period of at least three (3) years,
or until any audits continued beyond the three year period are completed by local, state and federal officials and will
not destroy them until authorized by the LPA.

I understand that if the Division of Child Development and Early Education takes actions such as: summarily suspends
my license; issues me a notice to cease operation; or revokes or denies my license, the local purchasing agency will
suspend payments to my child care program, 45 days after the action is taken, even if I appeal the action. I also
understand that no new children eligible for subsidy services may enroll in my child care program after such action is
taken against my facility. Payment may also be suspended if there are other situations where a local purchasing agency
has concerns about repeated instances of noncompliance and the local purchasing agency terminates payment.

I understand that frandulent misrepresentation to obtain child care subsidy funds for which I am not eligible is a
criminal offense and these funds must be repaid to the local purchasing agency. In addition, T understand that I can be
convicted of a Class I misdemeanor or Class I felony if fraud is proven and that I may be subject to penalties and
prosecution. Also, I understand that the LPA may impose the following sanctions for fraudulent acts: {1} first incident
of fraudulent misrepresentation - a provider cannot receive subsidy funds from any LPA for any new children enrolled
in the provider’s program for twelve (12) months; (2) second incident of fraudulent misrepresentation — a provider will
be permanently ineligible to participate in the state’s Subsidized Child Care Program statewide.

I understand that I may appeal to the local purchasing agency regarding a sanction, the termination of my participation
in the Subsidized Child Care Program, or the recoupment of an overpayment. If I disagree with the results of the
hearing, I may appeal to the Division of Child Development and Early Education.  Also, I understand that I may
contact my child care worker of the local purchasing agency for information regarding the appeal process.

I declare that neither I nor any representative of my program have defaulted on or been debarred from any transaction
with a public agency, nor been convicted of any charge involving misuse of public funds or property, within the past
three (3) years. Also, I will provide information to the child care social worker of the local purchasing agency if a
sanction has ever been imposed on me for fraudulent acts against the Subsidized Child Care Program as the
owner/director of any child care facility.

I certify that I have read, understand and will comply with my responsibilities under this child care provider agreement and
that the local purchasing agency has provided me with a copy of the agreement. Also, I will maintain a copy of this

agreement in my child care files for a minimum of three (3) years.

Signature of Child Care Owner or Authorized Representative and Title : Date

Name of Child Care Center/Home/Nonlicensed Provider

White Original (Signed): Provider Pink Copy (Signed): Local Purchasing Agency DCDEE-(452 (2)

Rev. 04/15



