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Melcome!

As a parent, providing your child with the long-lasting
benefits of quality child care is one of the most important
things you can do for his or her future. The Illinois
Department of Human Services (IDHS) Child Care
Assistance Program (CCAP) and your local Child Care
Resource and Referral (CCR&ER) agency are working
together to help families get the information and resources
they need to access the best child care for their child.

We understand that the procedures and paperwork can be
confusing. We want to make things as easy as possible.
The information in this guide is provided to help you use,
and make the most of the services available to you. If you
have more questions, or need clarification, please call your
local CCR&R.

We’'re here for you!




Eetting started

Eligibility

Parents of limited income that work or attend school or vocational
training may be eligible for help with the cost of child care. You
will need to work closely with your Child Care Resource and
Referral (CCR&ER) agency to help supply all of the information that
is needed to determine if you qualify for the program. The CCR&R
will either “approve” or “deny” your application based on the
information you give them. Information is verified using various
state databases. If conflicting information is found, or there is
information missing, the CCR&ER will send you a Request for
Additional Information Form. You must submit the needed
information within 10 business days of the request or your
application will be denied.

Choosing a child care provider

Not all child care providers are the same. What'’s right for you and
your child may not be the same as what works for friends or family
members. Your provider:

m Can be licensed or license-exempt (not legally required
to be licensed);

Can be a child care center or a home;

Can be a relative, friend or neighbor;

Must be at least 18 years old;

May not be the parent or step parent of the children;

May not be on the same TANF cash assistance grant as you and
your children if you are receiving these benefits.

B Authorize and submit to all required background checks.

Please remember—uwhether a provider is licensed or
license-exempt, it is the quality of care that counts!




Changing your child care provider

If, for any reason, you need to find a new child care provider, we can
help. We can give you a list of child care providers in your area, plus
tips on your options, which range from center care to home care. We
also have information on how to look for safe, quality care. Call the
phone number on the back of this guide for more information.

It is important that you notify us as soon as you know that you are
changing providers. Without advance notice, we cannot guarantee
your new provider will get paid for the time that he or she cared for
your child(ren).

Provider background check

As a condition of eligibility to receive a state subsidy for providing
child care services to eligible families, all license exempt child care
providers must agree, in writing, to a Child Abuse and Neglect
Tracking System (CANTS) check. All persons subject to CANTS
checks shall also be screened through the lllinois and National Sex
Offender Registries. In addition to these background checks, all
license exempt child care providers, except a provider who is a
relative of the child, shall complete and sign authorizations for a
State and Federal Bureau of Investigation fingerprint-based criminal
history record check and submit to fingerprinting, if required, to
determine if the child care provider has prior criminal convictions or
pending criminal charges that may exclude them from the program.

Your approval letter

Once you have been approved for child care assistance, both you

and your provider will receive an approval letter. This letter contains

important information including:

B The length of time you are eligible for the program;

B The amount of your monthly co-payment (your share of the cost
of child care);

B The children who are eligible for the program:;

B The number of days per week that IDHS will pay for child care;

B The daily rate at which your provider will be paid.

Each time you receive an approval letter, you should read it
carefully and keep it in a safe place because it contains important
personal information and your monthly co-payment amount. In
addition, the beginning and ending dates of your eligibility period are
listed on the form.
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The approval period

It is important that you submit your child care application as soon
as possible. Your application can be backdated a maximum of
seven days from the date it is received at the Child Care Resource
and Referral agency.

As the parent or guardian, you are responsible for paying for any
child care provided before the start date listed on your approval
letter. Your approval letter will list the first and last date that you are
eligible for assistance. Usually, you will be approved for 3 or 6
months at a time.

Before your approval period ends, you will have to renew your child
care case in order to continue receiving assistance. You will do this
by filling out a “Redetermination” form. This form will be mailed to
you in the month before your eligibility period ends. For example, if
you are approved through April, you should receive your
Redetermination form in March. If you do not return your
Redetermination form and all required documents -OR- if you no
longer meet the eligibility guidelines of the program, your case will
be canceled.

Unless you are otherwise notified, your provider’s final payment will
be for the last month of the eligibility period. If you are in your last
month of eligibility and have not received your Redetermination
form, please contact us at the number listed on the back of this
guide to prevent your case from being canceled.

If you have more than one child in care

The state will pay your provider for the care of all children listed on
your approval letter. If a child is not listed on your approval letter,
they have not been approved for care. If you think a mistake has
been made, call us at the number found on the back of this guide.

Once a child turns 13, he or she is no longer eligible for the
program. The state will pay through the last day of the month of his
or her 13th birthday. However, if your child is 13 or older and has a
mental or physical condition that requires child care or if your child
is under court supervision they may be eligible for continued
services. Please contact the CCR&R if this situation applies to you.
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MOnthly co-payments

What is a monthly co-payment?

Your monthly “co-payment” is the portion of your child care costs
you must pay your provider each month. Make sure that you read
each approval letter carefully—the co-payment amount can
change. By paying a monthly co-payment, you are contributing
toward your child’s quality child care.

How are co-payment amounts determined?

The amount of your monthly co-payment is determined by IDHS
and may vary from parent to parent. Monthly co-payments are
based on income, family size, and the schedule of your children
in care.

How do | know what my co-payment
amount is?

Your monthly co-payment amount will be listed on your approval
letter. Carefully read each approval letter that you receive, because
your monthly co-payment can change. Monthly co-payment
changes can occur each time your case is renewed
(“redetermined”) or if there is a change in your income, family size,
the number of children in care, or in the schedule of your children’s
care. You will receive a new approval letter each time your monthly
co-payment changes so you know how much to pay.

Neither you, nor the provider, should adjust the monthly co-
payment. If you think that an adjustment is necessary, you or the
provider should contact your CCR&R for help with the next steps.




How do | pay my co-payment?

Pay your monthly co-payment amount directly to your provider.
The monthly co-payment amount is deducted from your provider’s
payment from IDHS. If you do not pay your monthly co-payment,
your provider will not receive his or her full payment.

Each provider may have a different policy for collecting monthly
co-payments. You and your provider should agree on how, and
when, you will pay your monthly co-payment so there are no
misunderstandings later. If you have more than one child care
provider, you will only need to pay a monthly co-payment to one
provider. Your approval letter will tell you which provider should
receive your co-payment. If you are asked to pay a monthly co-
payment to more than one provider, please contact your CCR&ER.

Remember:

It is very important that you notify the CCRER immediately if
your income, family size or child care schedule changes. These
changes may affect the amount of your monthly co-payment.

Can my provider charge me more than my
co-payment amount?

Yes. If your provider charges private paying parents a higher rate
than the IDHS program pays, your provider can ask you to pay the
difference by requiring a fee in addition to your co-payment. Be
sure that you and your provider discuss what you are expected to
pay before care for your child starts.

If your provider’s costs are too high for you, your CCR&R may be
able to help you find a child care provider who has more affordable
rates. Call them for help with finding a new child care provider.



Eow yvour child care
provider gets paid

The IDHS Child Care Assistance Program (CCAP) makes it
possible for your child to enjoy the benefits of quality child care.
Your provider works hard to provide that care, and we want to
make sure that he or she is paid in a fair and timely manner. Please
take a moment to read the following questions and answers so that
you understand the payment process and your part in it.

How much will my provider be paid?

Payments or “rates” are determined by IDHS based on the type of
care provided (child care center, licensed home provider or
license-exempt provider) and the age of your child. The rate is also
based on the number of hours your child is in care:

B Full-day rate: child is in care 5-12 hours per day.

m Part-day rate: child is in care less than 5 hours per day.

B School-age rate: school-aged child in care less than 5 hours per
day while school is in session.

Make sure you and your provider discuss these rates and that you
have a good understanding of how much your provider is going to
charge you before you place your child in care. If you have any
questions about the number of days your child is eligible for care,
or how much your provider will be paid, please contact your
CCR&R.

How many days a week will my provider

be paid?

Your approval letter will list the maximum number of days per week
your provider can be paid for child care. Your provider may bill the
state ONLY for child care provided while you are at work; in an
approved school or training program; and traveling to and from the
child care provider to work or school. The number of approved
days is based on the work or school schedule and check stubs that
you submit with your child care program application.
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When will my provider receive the first
payment?

It can take 4 to 8 weeks for your provider to receive the first
payment. After your provider receives the first payment, regular
payments will arrive on a monthly basis. The reason the first
payment takes longer is your provider’s name and social security
number must be recorded with the lllinois Office of the Comptroller
before any payments can be made. To do this, our office will mail
your provider a W9 tax form. The sooner he or she completes and
returns the W9 form, the sooner he or she can get paid.

Your provider will also need to send the CCR&ER a copy of their
Social Security Card and photo ID before they are approved.

After the lllinois Office of the Comptroller has your provider’s
information on file, we can send him or her the first “Child Care
Certificate.” This is the billing form that you and your provider
complete each month to tell IDHS how much to pay your provider.

What do | need to do?

During the last week of every month, your provider will receive a
monthly billing certificate in the mail. You and your provider must
complete the certificate.

On the certificate, your provider will write in the number of days
during that month that he or she cared for your child. There will be
a space for both you and the provider to sign. Before you sign,
make sure the correct numbers of days are listed for your
child(ren). If your child attends a child care center, you will not
have to sign this form.

After the last day of the month, your provider may choose to mail
the Child Care Certificate to the local CCR&R office or your
provider may choose to enter the payment by phone by using the
IDHS Child Care Telephone Billing System. For more information
about the IDHS Child Care Telephone Billing System contact your
local CCRER agency. Approximately three weeks after the
certificate has been entered the lllinois Office of the Comptroller
will mail a check directly to your provider. This could take up to
60 days. Please note that neither the CCR&R nor IDHS issues

the check.




What if my provider doesn’t receive the
monthly certificate?

Certificates are mailed from Springfield and can take 5-7 days to
arrive. If your provider does not receive a billing certificate, one
reason may be that your eligibility period has ended. When you
receive an approval letter, please take note of the eligibility period
start and end dates. You should receive a cancellation notice before
your eligibility will end.

If your provider does not receive a billing certificate by the last day
of the month that care was provided during, he or she can call the
Child Care Resource and Referral agency.

What could delay my provider’s payments?

Although we do our best to make sure that providers are paid in a
timely manner, payments can be delayed if your provider:
m Does not complete the W9 tax form as soon as possible;

m Does not send a copy of SSN card and photo ID;

m Does not notify us of a change in address;

B Mails a billing certificate that is not complete or is not
signed in ink;

Asks to be paid for more days than you are eligible;
Does not have his or her name on the mailbox;

B Has not provided an apartment number.




!our rights and
responsibilities

As a participant in the lllinois Child Care Assistance Program, you
have specific rights and responsibilities. It is important that you
read and understand your rights and responsibilities, as any

misunderstanding could affect your child’s care. If you have any
questions, please call your local CCR&R.

Your rights:

B To be notified by mail if your case is approved, renewed,
canceled or denied, or if we need additional information in order
to start or continue your child care assistance.

m To be notified by mail of any changes in your co-payment or in
the number of days for which you are eligible.

B To receive friendly and professional customer service.

B To appeal decisions regarding your case.

Your responsibilities:

m To pay your child care provider the monthly co-payment amount
that you have been assigned.

B To make sure that all paperwork you mail or bring in to your
CCRGER is complete and accurate, includes all necessary
documentation, and is signed in ink.

B To notify us as soon as you have made a decision to change
providers

® To notify us within 10 business days if:

B You move.

You stop or start working.

You stop or start attending school or a training program.

You change your job or your school/training program.

You change work or school hours.

There is a change in your family size.

There is a change in your income.

You get married or divorced.

You start or stop receiving TANF, child support, SSI, SSA and

other cash benefits.
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For more information:

Call or visit your lllinois Department of Human Services’
Family Community Resource Center (FCRC).

If you have questions about any lllinois Department of Human
Services (IDHS) program, call or visit your FCRC. We will answer your
questions. If you do not know where your FCRC is or if you are
unable to go there, you may call the automated helpline

24 hours a day at:
1-800-843-6154

1-800-447-6404 (TTY)

You may speak to a representative between:

8:00 a.m. - 5:30 p.m.
Monday - Friday (except state holidays)

For answers to your questions,
you may also write:

lllinois Department of Human Services
Bureau of Customer Support and Services

425 South 4th Street
Springfield, Illinois 62701

Visit our website at:

www.dhs.state.il.us

For more information on finding quality child care and getting
financial assistance, call the lllinois Network of Child Care
Resource and Referral Agencies (INCCRRA) at:

877-20-CHILD

[877-202-4453] (Voice)
800-649-1884 (TTY)

Programs, activities and employment opportunities in the lllinois Department of Human Services are open and
accessible to any individual or group without regard to age, sex, race, sexual orientation, disability, ethnic
origin or religion. The department is an equal opportunity employer and practices affirmative action and
reasonable accommodation programs.
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