
SUBSIDIZED CHILD CARE SERVICES MANUAL CHAPTER 9 

   

PARENTAL CHOICE AND VOUCHER PROCEDURES                  REVISED 05/01/15 

  5 

 

When a parent selects a provider who has been substantiated for child abuse or 

neglect, the LPA may determine that additional documentation is required.  

Through consultation with the county attorney, the LPA may choose to 

develop a form for parents to sign which documents that the child care worker 

has informed the parent of the situation.  

The LPA must track administrative actions and sanctions received on all 

providers.  Refer to Chapter 15: Noncompliance with Licensing Requirements 

for additional information regarding Administrative Actions and Chapter 23: 

Fraudulent Misrepresentation and Overpayments for additional information 

regarding sanctions.  On occasions, there are stipulations that do not allow 

enrolling any children for specified periods of time, and the LPA must adhere 

to these administrative actions and sanctions. 

III. VOUCHER PROCEDURES  

A.  When Vouchers are Issued 

Any individual whom the LPA determines eligible to receive child care 

services must receive a voucher after a provider is selected.  This is true for all 

child care funding sources.  Vouchers are issued to eligible individuals:   

1. At the time of initial determination of eligibility for child care services;  

2. At the time that a child moves from one provider to another or from 

one facility to another; or 

3. When vouchers are issued for a limited time period using one-time, 

nonrecurring funding. 

A separate voucher may be issued for each child in need of child care services; 

however, a voucher continuation page is available for counties to use if the 

parent requests child care services for more than one child to attend the same 

facility.  If the child needs care from more than one provider, a separate 

voucher must be completed for each provider.  

Once the voucher has been issued initially it is not necessary to issue another 

one when the individual’s 12-month eligibility period ends, unless there is a 

change in provider or a change in facilities.  A Child Care Action Notice 

(DCD-0450) is issued instead to document the new eligibility period and the 

fee, if any.  The change must be entered into SCCRS.  However, if child care 

services terminate and the parent reapplies later and is approved for services, a 

new Child Care Voucher (DCD-0446) is required, even if the same provider 

or facility is chosen.  

http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc15.pdf
http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc23.pdf
http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc23.pdf
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If the parent notifies the child care worker that the voucher has been lost, the 

original voucher must be voided and a new one is issued.  The new voucher 

will have the current date as the date of issuance and the eligibility period 

remains the same.  

B. Who May Issue the Voucher 

Child care vouchers for child care services are issued by the LPA, i.e., the 

county department of services or an agency such as a child care resource 

andreferral agency operating under contract with the county department of 

services. 

The agency director shall designate staff for the purpose of issuing and signing 

vouchers.  It is recommended that all vouchers be issued by the designated 

staff in each LPA to prevent duplication and to reduce errors.  Agencies are 

encouraged to develop a means of obtaining the designated signature, such as 

giving the authority for staff to sign and initial the signature or using a 

signature stamp. 

C. Issuing the Child Care Voucher 

The LPA initiates the voucher upon determining that a family is eligible to 

receive child care services and the family has chosen a provider.  A flow chart 

is included in Attachment 1 at the end of the chapter.   

The voucher is completed by the child care worker of the LPA, the parent, and 

the provider as follows: 

1. The child care worker completes the top part of the form to specify the 

date and to whom the voucher must be returned.  The voucher must be 

returned no later than 30 calendar days from the date of issuance.  

Counties have the option of requesting that providers return the voucher in 

less than 30 days, but not less than ten (10) calendar days from the date of 

issuance.  LPAs that wish to use a return date of less than 30 days must 

notify the Division of Child Development and Early Education in writing 

of their decision to do so for approval in their local policies.  Refer to 

Chapter 22: Local Policy Options for additional information. 

Other required identifying information such as codes necessary for issuing 

payments should be filled in at this time.  References for these codes are 

provided in Appendix F of this manual and in the Subsidized Child Care 

Services Reimbursement Manual.     

The remaining top portion of the form is completed by the child care 

worker.  The information required includes: 

a. Parent’s name and address;  

b.   Parent’s language preference;

http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsxF.htm
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c. Child’s name; 

d. Child’s date of birth;  

e. Child’s race; 

f. Child’s gender; 

g. Child’s ethnicity;  

h. County case number;  

i. Child’s DCS ID number;  

j. Child care funding source; 

k. Eligibility period for services (this includes the beginning and ending 

dates of the 12 month eligibility period); 

l. Whether the payment will be made to the provider by the parent or the 

LPA; 

m. Parental fee amount; 

n. Date the parental fee begins; 

o. Days and hours that care is needed; 

p. Comments (if needed). 

The form is signed and dated by the child care worker and the director’s 

designated agency representative prior to giving the voucher to the parent.  

The LPA’s contact and telephone number are also filled in for the parent’s 

and provider’s reference.  The parent is required to sign the Child Care 

Voucher before it is given to the provider.  If the parent cannot come to 

the office to sign the voucher, the information to complete the voucher 

may be obtained by telephone and the voucher may be mailed to the 

parent.  The parent’s signature is needed to confirm parental choice and to 

indicate that the parent agrees to pay the provider if she receives services 

after becoming ineligible for child care services. 

NOTE:  If child care services are being provided to support child 

protective services or the child is in DSS custody, the LPA may determine 

if the voucher should be signed by the parent or staff designated by the 

DSS Director.  Refer to Chapter 22: Local Policy Options for additional 

information.

http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc22.pdf
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2. After determining eligibility for child care services, the child care worker 

asks if the parent has selected a provider.  Parents may choose from a 

variety of legally operating child care providers eligible for participation in 

the SCC Program.   

If the parent has not selected a provider, the child care worker should offer 

information that will help the parent make an informed choice regarding 

selecting a child care arrangement. 

3. The child care worker cannot issue the Child Care Voucher to the parent 

until the parent chooses a provider and the case information is entered into 

SCCRS.  The parent submits the Child Care Voucher to the provider.  The 

provider completes the provider information (provider’s name, location 

address, license number, etc.) and indicates the date that child care will 

begin.  

The voucher instructs the provider to contact the LPA prior to completing 

the form if the provider has not previously completed a voucher in order to 

discuss the allowable payment rates and policies. The voucher instructions 

require the provider to sign the voucher and return it to the LPA no later 

than the date indicated on the top of the form.  

If the parent is determined eligible and has not selected a provider, the 

child care worker cannot issue the Child Care Voucher until after the 

parent has selected the provider and notified the agency of the selection.  

The LPA would complete the top part of the voucher to indicate the parent 

is eligible but would not give the voucher to the parent until a provider had 

been selected.  Once notified by the parent of the selected provider, the 

LPA must immediately send the voucher to the parent to sign and to 

give to the provider.  LPAs must have a plan in place (such as a 

designated telephone number) to assure that the parent may easily contact 

the child care worker regarding the selection of the provider. 

NOTE:  The LPA has the responsibility to discuss the rights and 

responsibilities found on the reverse of the Child Care Voucher (DCD-

0446) with the parent. 

D. Returning the Child Care Voucher  

The voucher must be returned no later than 30 calendar days from the date of 

issuance.  Counties have the option of requesting that providers return the 

voucher in less than 30 days, but not less than ten (10) calendar days from 

the date of issuance.  LPAs that wish to use a return date of less than 30 days 

must notify the Division of Child Development and Early Education in writing 

of their decision to do so for approval in their local policies.  Refer to Chapter 

22: Local Policy Options for additional information. 

http://info.dhhs.state.nc.us/olm/forms/dcd/dcd-0446i.pdf
http://info.dhhs.state.nc.us/olm/forms/dcd/dcd-0446i.pdf
http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc22.pdf
http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc22.pdf
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When the voucher is returned to the LPA, the child care worker must check 

the date returned against the voucher expiration date.  If the voucher return 

date has passed, the LPA should process the voucher according to their local 

policy.  (Refer to Chapter 22: Local Policy Options for additional 

information.)  Options would include: 

1. If the voucher is returned to the LPA ten (10) working days or less beyond 

the expiration date, the LPA may process the voucher; or  

2. If the voucher is returned more than ten (10) working days beyond the 

voucher’s expirations date, it must be voided and a new voucher must be 

issued before payment can be authorized.  The new voucher indicates the 

same eligibility period as the original, but has a new issuance date.  

When the voucher is returned from the provider, it must be checked for 

completeness, accuracy, and authenticity.  If information is missing or 

inaccurate, it can be corrected by the child care worker through telephone 

contact with the provider.  Resulting changes that are made are initialed by the 

child care worker and updated copies are sent to the parent and provider.  If 

signatures are missing, the voucher must be returned for proper signatures. 

The child care worker must also verify that the provider is regulated by 

reviewing the monthly alphabetical listing of regulated providers.  This list 

can be viewed by accessing NC-XPTR.  (The Subsidized Child Care 

Reimbursement Manual has more information on accessing NC-XPTR.)  If 

the provider is located in another county, the child care worker can access the 

Approval Notice information through the SCC Reimbursement System.  If the 

provider is enrolled and the voucher is returned within the allowable time 

period and is complete and accurate, the child care worker can approve 

placement of the child in that arrangement. 

Another good resource for the child care worker to verify whether a provider 

is already approved for subsidy is to view DCDEE’s website under 

http://ncchildcare.dhhs.state.nc.us/.  The search may be done by facility name, 

within the county, by license number, by zip code, or by address.  When 

viewing, if the license is not active, but establishing, and it is SCC approved, 

this means that the provider’s license has not yet been issued.  If the license is 

active, but not SCC approved, and the provider desires to accept vouchers and 

enroll in subsidy, then the LPA staff would need to send a provider enrollment 

application to the provider.   

If the Child Care Voucher (DCD-0446) is returned and it is determined that 

the provider is not enrolled, the provider enrollment forms must be completed 

before the provider can be approved to participate in the SCC program.  Refer  

 

 

http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc22.pdf
http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/CCS_AD-01.htm#TopOfPage
http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/CCS_AD-01.htm#TopOfPage
http://ncchildcare.dhhs.state.nc.us/
http://info.dhhs.state.nc.us/olm/forms/dcd/dcd-0446i.pdf


SUBSIDIZED CHILD CARE SERVICES MANUAL CHAPTER 9 

   

PARENTAL CHOICE AND VOUCHER PROCEDURES                  REVISED 08/01/12 

  10 

to Chapter 16: Approval and Enrollment Procedures for Licensed Facilities for 

additional information regarding the enrollment process. 

E. Distribution of the Child Care Voucher 

Copies of the completed child care voucher are maintained at the LPA and are 

distributed as follows: 

1. A copy is retained by the LPA when the voucher is initially issued and 

should be used for tracking purposes; 

2. The original copy is returned to the LPA and information is used for 

payment purposes; 

3. A copy is retained by the provider; and 

4. A copy is given to the parent. 

IV.     PARENTAL RIGHTS AND RESPONSIBILITIES 

        A. Rights of the Parent Receiving Child Care Assistance 

Parents authorized to receive child care assistance have the following rights: 

1. To select the child care provider for their child(ren); 

2. To have information about the family kept confidential by the provider; 

3. To have access to their children while in care; 

4. To request a local hearing within 60 days of the effective date on the 

voucher and obtain a fair hearing within five (5) working days of the 

request, if the parent disagrees with the decision about child care 

assistance; 

5. To request a second hearing with the Department of Health and Human 

Services if dissatisfied with the decision made at the first hearing; 

6. To be represented at either of the hearing by a relative, friend or 

attorney; 

7. To continue to receive child care until a decision is made at a hearing; 

and 

8. To ask to see the child care record before a hearing, or to see or receive 

free copies of other information to be used at a hearing.

http://info.dhhs.state.nc.us/olm/manuals/dcd/ccs/man/ccsc16.pdf

