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The purpose of this letter is to help Local Purchasing Agencies better understand Phase | implementation of the
Subsidized Early Education for Kids (SEEK) system and how the interface between the Subsidized Child Care
Reimbursement System (SCCRS) and SEEK will impact their current business practices. Please share this
information with case workers and staffs who complete Reimbursement for your agency.

On Monday, May 2, 2011, basic information about all children and families receiving child care services - and the
facilities the children attend - will be programmatically collected from SCCRS and loaded into the new SEEK system
to prepare for both user testing and the upcoming implementation. Specifically, data will be selected from all
current payment records where the Client Status =0, 1, 2, or 5.

From that date forward, SCCRS will remain the "host" system for subsidized child care. New information about
children and families approved for child care, and changes to existing demographic or plan of care information will
continue to be entered into SCCRS. All updated information relevant to the SEEK payment process wilf be shared
between SCCRS and SEEK on a daily basis.

Although SEEK Phase | will roll out to the counties on a staggered schedule from June to September 2011, the
SCCRS - SEEK procedures that begin on May 2 will ensure that data retained in both systems is accurate and
current. To ensure that all families receive their SEEK child care card without delay, the county data entry practices
(for SCCRS}) must be modified as follows:

¢ For Pilot Counties, New children issued a voucher prior to May 2 — but who have not yet had
attendance reported by their provider — must have a "preliminary” record of their (expected) child
care payments entered into SCCRS before May 6,

o For those Counties scheduled for roll out in Groups 1-3, New children issued a voucher prior to
May 31 — but who have not yet had aftendance reported by their provider — must have a
“preliminary” record of their {expected) child care payments entered into SCCRS before June 15t

o New payments entered into SCCRS (prior to receipt of attendance) must be recorded using Client
Status 5 - Enrolled without Pay so that the family, child, facility, level of care, and demographic
information will be recognized and transferred to SEEK.
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Effective immediately after the data loads on May 3 (Pilot Counties) and June 1 (Group 1-3 Counties}),
payment records for new children approved for care must be entered into SCCRS on & “real time” basis.
County child care workers must coordinate with Reimbursement staff to ensure that a new payment
record is created in SCCRS the same day that a voucher is issued and considered complete (the facility
a child will attend and their child care start-date have both been selected).

If the county issues a new, complete voucher, but delays data entry to SCCRS, then the same delay will
apply to the process of providing a SEEK card to the family. No record in SCCRS means no
authorization record in SEEK, no card, and automated attendance cannot be collected.

The service days should be recorded as the number of expected service days, based on information in
the voucher about start date, i.e., if the child’s first day of approved care is April 20, a worker should enter
Service Days = 8. When the provider's attendance sheet is received and the child’s attendance is
validated, the number of service days can be changed to reflect an accurate count.

After the child’s attendance is validated by a provider's report, update the Client Status information to
Client Status 0 — New Enroliment from the Waiting List or to Client Status 1 - New Enrollment NOT from
the waiting list, as appropriate. If no attendance for the child is received, retain the Client Status 5 -
Enrolled without Pay status until the next month.

Cardholder Information. On May 2, the parent or other party named as Responsible Adult in each
SCCRS Family Case will be saved as the SEEK Primary Cardholder for that case ID. By this date, the
family case address information should have been reviewed and confirmed and the date of birth entered
for the person named as case head. Incorrect or missing data will delay processing for authorizations,
mailing and receipt of SEEK card, and attendance collection.
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» When there is a need to establish an alternate cardholder for a case, workers will access a new screen,
Cardholder Profile, via Option #7 in the SCCRS Payment Processing Menu section. All SEEK cards,
including those for alternate cardholders, will always be mailed to the Primary Cardholder’s
address.

Comparison of Attendance Information - At the beginning of SEEK Phase | - Month 1 (June 1-for Pilot
Counties; July 1 — Group 1; August 1 - Group 2; September 1 — Group 3}, your county’s reimbursement
workers will be completing data entry of the prior month payments in SCCRS, and closing out the prior
month, as is the current business practice. At close out, the SCCRS payments will “roll forward" in
SCCRS, and the number of service days will pre-fill into the new month’s payment, again, as is the
current business practice.

At the same time, children’s attendance is being collected via their SEEK cards and the POS units
installed at their facilities.

At the end of SEEK Phase | — Month 1 {(June 30-for Pilot Counties; July 31 — Group 1; August 31 — Group
2; September 30 - Group 3), your county's reimbursement workers will coliect Provider Attendance
reports, as is the current practice. Information collected about the children’s attendance via SEEK and
the POS units will be made available in a report to the counties on the 25th of the current month (for the
period of the 1st — 25th of the Service month) and again on the 8th of the following month (for the period
of the 1st — End of the Service month).

At the end of SEEK Phase | - Month 1 (June 30-for Pifot Counties; July 31 — Group 1; August 31 — Group
2; September 30 - Group 3), a final count of the SEEK-collected attendance days per child will be
transmitted to and saved in SCCRS, but this data will not automatically update the payment records for
the current month. County child care workers and reimbursement workers will review all attendance
information sent by SEEK and the providers, select the most appropriate entry based on all the data,
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including their knowledge of the child's care plan, and key the child care payments, as is the current
business practice.

« Workers should remember the “pay by attendance” rules — Service Days are reduced from the maximum
for the month when the child was enrolled late in the month, terminated early in the month, or was absent
more than 10 days in the month. When the service days value is less than the maximum allowed for the
month, the payment is recalculated according to a “Pay by Attendance” rule, resulting in a reduced
payment to the provider as is current policy and procedures.

e When keying of service days is complete, workers will be able to access a new SCCRS function that will
display both attendance figures — the number of days collected by SEEK, and the number of service days
the worker elected to record for the payment, based on information from all sources (knowledge of plan of
care, provider's report, and the SEEK report). The new SCCRS comparison screen will be accessed
from the SCCRS Payment Processing Menu, Option 8.

o When keying of service days is complete, workers will perform the monthly closeout, as is the cutrent
business practice. All following tasks also remain the same through SEEK Phase |.

For SEEK Phase II, SCCRS will be enhanced to provide child care workers with new, intuitive data entry screens to
collect demographic and child care authorization information. Once SEEK Phase |l is implemented workers will no
longer be required to key attendancefservice days as this information will be collected via the Point-of-Service
(POS) devices installed at the facilities. Overnight data transfers will continue to share information between
SCCRS and SEEK, in order that information about actual payment amounts calculated in and delivered from SEEK
be reconnected with a child's original authorization information stored in SCCRS.
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If additional information or assistance is needed, you may visit the web link below, which will be available soon, to
view the SCCRS Phase | Training Webinar, you may send an email to dcd.scc.support@dhhs.nc.qov with your
question(s), or you may contact us individually.

SCCRS Phase | Training Webinar - http://ncchildcare.dhhs.state.nc.us/general/mb SEEK.asp
Carol.Carnley@dhhs.nc.gov ~ {919) 890-7008
Tyronda.Ricks@dhhs.nc.gov ~ {919) 890-7090

Please share this information with any staff who will be involved in reviewing and updating information for
SEEK implementation. All family name and address corrections should have been completed by Friday, April
29, 2011. Thank you for your prompt attention to the review and update of this critical information. If you have
questions, please contact your Subsidy Services Consultant.

DJC.CC
cc: Child Care Coordinators
Subsidy Services Consultants
North Carofina Partnership for Children



