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100 INTRGDUCTION - ’ 4 | /.
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N

The State' Department of Education's (SDE) Office of Child Develop—
ment (OCD) has the responsibility for administering a variety of

titles which often refer their original legislative designation,
fall into one of two categdries: (1) child care .and development
service ‘programs; or (2) preschool programs. These guidelines
coveTr those chiéld care and development programs which provide child
care and develdpment serv1cesf Each child care and development.
program described herein Yeflects legislatlve acknowledgement of a
need to be met and of specific child populacrons to be served in.
Callfornia.

. programs for children., 'Aié programs, while possessing different

»

A-child care and development program is defined as a group of child

‘care and developmert services provided for a period of®less than

24 hours a day by puhlic‘or_private agencies. These include devel-
opmental and instructional activities for infants, preschool, and

.school-age children; full or part-day supervision in an approved °*

program; and a full complement of other related services for
children and their families.

- Californla has a long history of providing child care serV1ces,
- commencing with the passage of the Lanham Act of 1943. The Lanham

Act established children's centers for children whose mothers were
employed in wartime industries. . The .State Department of Education
administered the children's cemier sérvices, and the programs were
initially operated exclusively. by school districts and off1ces of
county superintendents of schooleﬂ .
The first major step toward providing a comprehensive child devel-
opment service was taken in 1972 when the California Legislature
passed the Child Development Act (AB 99/72). This legislation
placed the administrative responsibility for all publicly subsi-
dized child care and development programs within the State De-
partment -of Education and further defined chilqd development as
including an educational component. Child care and develvpment
programs serve two purposes: they provide a safe, healthful envi-
ronment conducive to the development and growth of young children;
and they, provide the opportunity for the parents of children to.
support their families through employment or to prepare_for employ-
ment. State law mandates that educational development be”included
as an integral part of the services that are offered.

An additiongl purpose &f child care and development progb@@s is to
prevent or ‘lessen child abuse or neglect. Child care and develop-
ment services are provided to children whose need for protective
services has been established by the county welfare department or
other social, medical, or legal agencies which have.referred the

Jfamily. In such cases, child care may be utilized to alleviate

—

Child Development Guidelines ‘ R } o . ‘
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100 INTRODUCTION (continued) .. . . . - Y

family stress situations. Similarly, child ,care a%d-development

servicps are made. available to incapacitated parents who cannot
give adequate care to their children- without assistance. = oo

e S
* In summary, with the advent bf thé Child Development Act and ‘legis—
lation in subsequent years, the State Department ~of Education : :

(1) assumed responsibility for ‘the administration of thencommunity—--.‘,
based programs; (2) Srovided funds to county welfare departments -
for ongoing child .care needs; (3) continued teo administer the chil-
L dren's center programs;. an (4) expanded child development programs

to’ include innoyative demonstration programs to meet specific child .
. o .care needs. : .o . - : N

\.
1
!

-
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200 ~ STATE ADMINISTRATION - Suébsections 201 and 202 .

~
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’ . 201 | Administrative Rhsponsibility .

The State Legislature has designated the Department of Education as

.| the state agency responsible for the development, promotion, and X
. . administration of child care and development services (Education e
’ Code Section 8206). '

Lo - | Among specific responsibilities assigned to the Department of
' : Education are?

Y

'fﬂ,‘.‘e,if o I;'-Adoption of Rules and~Regulations

Adoption of rules and regulations pursuant to the adminis-
e o .~ . _tration of child chre and development services (Education
e e s "Code Sections 8260 8261). B o .

- II. Development and Coordination .
'Development and coordination of resources,. provision of
.technical assistance, and program monitoring (Education Codé*“

";1} S ‘:;f,; "Section 8260).
;2;"43; - R :--lII. fDelivery'of Child'Care and Development Services
.' A : - __Delivery of child care and development services through
oyl Lo {fi" " agreements with’ local agencies (Educat fon Code Sec-
f"tion 8262) _
EE V.- }Licensurg o ) -

' 5}_Licensure (unaer agreement with the State Department ‘of
Lo e R . Social: Services,JCommunity Care 'Licensin )}pf all group
o I facilities under contract with the Depaﬁgment of Education
. AR R . for. provision of child care and- development services, unless
' ' ' ", - ‘they are, licensed by the“gtate licensing agency
v:from licensure (Education Code Section 8262) s
) \ . r - s .
'-V.,.Apportionment of State Support '§.?{' N

_Apportionment of state SUpport for child care ap ‘develop-
ment programs (Education CodeISections 8265 82 5 8269).

. ) -‘ . .
T o S .

‘i

202| child Care and'Development Programs T o

o " Child care and develppment services in facilities licensed pur-
RO guant to the. California Health and Safety Code are offered to

s . " .1 children whose ages’ range from birth to fourtéen years. An excep-
. oo 'tion to the maximum age limitation does occur in seven programs




200 STATE ADMINI§§%ATION - Subsection 202 (cowinued) - .

v N L]
LY

which serve severely handicapped young people through age twenty-
one. Most of the children served are below school age, however.

p The categories of the programs administered by the Office of Child
Development are general child care and development programs,
Speciél programs, ,and the State Preschool Frogram.

I. General Child Care and ﬁevelopment Programs

The six major child care and development programs currently
- administered by the’ State Department of Education are Gen—

: eral Child Care and Development Programs (including con-

tracts with county welfare departments); Migrant Child Care

and Development Programs; Campus Child Care and Development

Programs; School-Age Parent and Infant Development Programs;

Alternative Payment Programs; and Resource and Referral

Programs:

K & .A.. General Child Care and DeveiOpment Programs. . General

* child care and development programs utilize, individual=-
ly and-in combination, child development centers, family
day care homes, and in-home care. All these delivery
systems offer_similar services that include, but are not
limited to, basic supervision, educational experiences,
health services, parent education, staff development,
nutrition services, and social services. Although some
care is provided for infants, most programs serve
preschool-age and school-age children. These programs
are dperated by a variety of private proprietary,
private nonprofit, and public agencies, including
county superintendents of schools, school districts,®
county welfare departmemnts, and cities. *

B. Migrant Child Care and Development Programs. Migrant
child care and development programs serve infants and
older children while their parents are employed in
fishing, agriculture, or agriculture-related work. The
centers are open for varying lengths of time during she

. ) . year depending upon harvest acFivities in the area.

C. Campus Child Care. and Development Programs. . Campus

- ' o child care and development programs'are intended pri-

' marily to care for the children of students on two-year
_ ‘and four-year college or university campuses. In addi-
' v, o tion they frequently serve as training sites for stu-

: ’ ST dents enrolled in child development programs at the

v ’ , : .college or university. . These programs are similar to.
' ' . the general child development programs described

., previously.. '

¥4
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. ' 20Q STATE ADMINISTRATION - Subsection 202 (continugrd;?~ . :

. ‘ : Dt School-Age Parent and Infant Development Programs. To

i ' enable continued progress toward a high school diploma,

. a number 6f school districts are funded to establish
programs for secondary school-age parents.and their
children. Parent education (theory and practice) is
offered at the participating high school for all inter—
ested students and is a requirement for school-age par-
ents with children enrelled in the child development.
program. A career development plan for each school-age -
parent is also required. The child development program
frequently: serves as a training medium for students
interested in a child care career.

v

E. Alternative Payment Programs. Alternative payment
programs offer an alternative to child care modalities
which concentrate on center—-based care. The purpose of
these programs is to offer an array of day care arrange-
ments that may include in—~home care, family child care
homes, and child care and development centers. Payment
to the licemsed care provider selected by the family is

"made by the alternative payment agency as a vendor ‘

_ payment to the provider or, infrequently, as a voucher

‘ - . to the parent who then pays the provider.

F. Resource d Referral Programs. Resource and referral
programs provide information about available child -care
to parents and coordinate community resources for )
parents and child- care providers. Resource and referral
programs do not directly provide subsidized child care. -

II. Special Programs

In addition to the programs previously described, a number “
- of other programs have been designgd to meet special needs.

They include Intergenerational Child' Care and Development,
/ ' Special Programs for Handicapped Children .and the State
Preschool Career Incentive Program.

1
\
\

A. Intergenerational Child Care and Development. As a ‘
: pilot project to’ demonstrate the benefits to elderly %
participants and to children,‘ intergenerational child
care has been implemented in two communities, one in

the northern portion of the state, and the other in the
southern portion.

1 -

. s ¢ b

B. Special Programs for Severely Handicapped. These pr&f
grams serve children who are profognQIy disabled and

I : ' _ who, because of the disability, cannot be served-in

Child Development Guidelines ‘o

I I T




200 STATé ADMINISTRATION - Subsections 202 (continued) and 203

-

regular child care and development program. Among those

'#9 . : served by thiese programs are developmentally disabled

X children, trainable mentally retarded children, autistic-. %
] children and seriously emotionally disturbed children :

.who require intensive instruction and training.

- C. State Preschool Career Incentive Program

o l. The State Preschool Career Incentive Program is

B unique in that it serves college students who are

i employed as aides or teachers (or both) in the -
State Preschool Program. It provides funds for

. i persons who desire or need college credits for per—
mits or credentials for child development programs.

2. The State Department of Education reimburses stu-—
dents for the exact amount of tuition charged for
units completed as well as for the cost of books.
Maximum reimbursement, to participants is estab-

R : , ' lished annually, based on the availability of
funds. ' :

L3

203| Compliance Process .
Each center is reviewed to ensure compliance with appli-
cable state regulations and policies. Both announced and
unannounced visits are conducted for this purpose. An

» unannounced visit is always made in response to a complaint.

The Contract Monitoring Report (Form CD-9201) is used to
monitor the agency's compliance with the terms of the con-
tract, "Funding Terms and Conditions,™ applicable state
regulations, and the Child Development Guidelines.

]

| 16 |
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200 STATE ADMINISTRATION -~ Subsection 204

.

204

Notice of Noncompliance

I1f, during the contract monitoring review, an agency or
facility is found to be out of compliance with any of the
regulations or contract provisions, a Notice of- Noncompli-
ance (CD-9201) is prepared and presented torthe agency's
director, "and an agency plan for correcting the out-of-
compliance items is required within thirty (30) days. A

‘reasonable time is allowed the agency to reach compliance.
1f compliance is not accomplished in a timely fashion, how-

ever, the contract may be terminated or an apportionment
withheld. )

>
!
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300 CONTRACTS

301 | Contract Period

Child care and development services, as provided for under Chap-
ter 2 of Part 6 of the Education Code, are delivered through
contracts between the State Department of Education and local
agencies. The contract period is_from July 1 through June 30.

302| - Application Procedures for Prospective Contractors.

I. Letters of Intent

5 < .
A. The Office of Child Development will accept and maintain
a file of letters of intent from individuals and from
public, private, private nonprofit, or proprietary
agencies that have expressed interest in providing

subsidized child care and development services.

" B. Interested organizations or persons should address
letters of intent tb:

Office. of ChiIﬁ'Development
State Department of Education
721 Capitol Mall

‘Sacramento, CA 95814

II. Expansion or Replacement

When expansion funds become available or when existing pro-
grams are to be replaced, the Office of Child Development
will: - - . ' - ey T

A. Announce the availability of expansion funds and send
applications to all agencies and persons who "have sub-
mitted letters of intent to operate a new .program.
Applications for replacement programs in a given geo-
graphical area will be sent to those persons who have
submitted letters of intent to provide services in that
area. The interest of other agencies, including those
in the area under contract to OCD, may be solicited.

4 : ?
§ B. Review and rank the applications in accordance with
objective criteria and procedures established for this
purpose. Agencies with higher ranks may be visited.
The visit may include review of program, administration,
and facility.

Child Development Guidelines
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300 CONTRACTS -'SuBsectiqp 302 (continued) ‘ .

L]
. J . L
1 . . ,

c. inform the local appliéant agency if the application
" has been approved or djsapproved.
) b

b. Negotfate contracts with suCéessful.applicants, autho—
rizing the-agencies to develop and implement a-program
and to claim reimbursement for approved’ expenditures.

Child Development Guidelines
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400 ELIGIBILITY

) . \ A
401 | Child Care and Development,Programs

Eligibility and need criteria described in this section apply X
‘directly to General Child Care Programs.. Variations by program
type are described in Sections 403, 404, 405, and 406. ’

To receive state subsidized child development services, families
must meet at least one criterion in both "eligibility” and "need”
areas. No conditions of eligibility in addition to those prescribed
by this chapter, such as United States citizenship, may be imposed
on applicant or recipient families. However, the governing board_ of
a school district community college district, or the county super-—
intendent of schools may specify the conditions under which a child
living outside the district may be gserved. (Education Code, Section
8322) ’

s

: 1. Eligibility

Eligibility may‘be established by one of the following:
A. The parent(s) or child(ren) or both are current
> re?}ﬁients of one of the following: ‘

' ” 1/ Aid to Families with Dependent Children (AFDC)

. . : s . [2. Supplemental Security Income (SSI) or "State Supple—
: : e : ' mental Program (SSP) e )
_ VR U L . ,
v v B. *Income eligible. For an‘applicant family to be eligible,
R ‘ . gross monthly income must be at or below 84 percenttof -

the state median income, adjusted for family size. In-
come eligibility is based on family size and the Jmount
of current gross monthly income earned by those family

<« 'members. For seasonally employed families, gross monthly

, . ~ 1income is the average monthly income for the prior 12

j Féf‘ ' ’ : months. Once admitted to service, eligibility continues

: ’ until income exceeds 100 percent of the state median

income, adjusted for family size. When the number of

_ P I ., family members and the amount of family income have been

) E I determined, eligibility may be established by reference

. . . ‘ " .to the family fee schedule; or

a

C. Eligible without ‘régard to income.

1. Child development servi Es may be provided, regard-
¢ o : less of the amount of family income, to any family

referred because of a need for protective services,
pursuant to Section 401.II.A.

A

2.“.Re89urce and Refefral services are available to all
families without regard to income. °

Child Development Guidelines 22(7 » .
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400 ELIGIBILITY - Subsection 401 (continued)

I1. Need

. g In addition £0 meeting one of the eligibility requirements
s above, the family must also need child development ser-
T vices because of one of the following conditions'

1 A. The child is abused or negletted or at risk of 3buse
or neglect. and:

4 : ' - .
Aﬁ 1. Is a recipient of child protective services and
has a written referral from the County Welfare
Department (or other agency authorized by Cali-
fornia law ‘to provide child protective services)
- or :
o 2. Has a written referral from a legal, medical, or
‘social-serviae agency which states that the child
R ' ' is abused, neglected, or exploited, or at risk of
abuse, neglect, or exploitation° or

; -

B. Tne parent OR caretaker* and ggg other adult counted in

the family size is employed; or

‘ o C. The pa'rent\ or caretaker and any other adult counted in

' ly size is seeking employment. 'The family's
.period of eligibility for this purpose is limited to 60
ﬂays during’ the fiscal year; or

'D. The parent or caretaker and any other adult counted in
J the family gize is participating in vocational training

leading directly to a recognized trade, paraprofession
S - or profession. .

-

When child care in support of vocgtional training

is authorized, such plan shall be carefully reviewed by

the agency providing service at the beginning of each

. semester “or quarter (whichever is applicable) to deter-
mine that progress is being made toward the vocational

Py goal as specified in the certification and eligibility

P documents~ or *

.
’
g ' ;
. -

- \ . : L /
‘. : : *Whenever the word “caretaker” appears in section 400,
’ : - it means the person(s) who makes a home for the child
B v not living with his or her parent(s), and who agsumes
' _ ' , responsibility fér the care and welfare of the child.
Child Development Guidelines . N
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400 ELIGIBILITY - Subsections 401-(¢ontinued), 402, and 403

& .

—

E. The parent or caretaker and any other adult counted in
the family size is medically or psychiatrically incapa-
citated to the extent that the parent's ability to
prpovide normal care for the child is significantly
limited, as verified by a professional who 1is otherwise

% _ " qualified pursuant to law to make such a determination,

F. The child's special needs cannot be met without provi-

: sion of child day care, because the child is. medically
or psychiatrically incapaciated, as verified by a . G
professional who is otherwise qualified pursuant to law
to make such a determination. : ' '

402| Severely Handicapped Children

A child must need child care because of a physical; mental',

N or_emotional handicap of such gseverity that he or she camnol
: be adequately or appropriately served in a regular child care

and development program, and must, therefore,. be cared for by
persons who have gpecial training and experience. -

Documentation of the child's disability from a licensed phy-
siclian or a medical or psychidtric institution must be main-
taingd in the agency's files. Such documentation establishes -
both eligibility and need for child development services. ’

403|  State—Funded Migrant Child Development Services

Eligibility

In addition to meet®ng the eligibility and need requirements
in Section 401, families served by migrant programs must
have earned at least 50 percent of their income during the
past 12 months from employment in fishing, agriculture, or :
agriculture-related work. ' :
Eligibility shall be determined and certified by comple-
tion of the Application for Migrant Child Development
Services (CD-960%). ‘ S

oWt

o | o ?
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. © . 400 ELIGIBILITY - Subsections 404 and 4Q5. "

g

-

404]  Federal Base Migratory Program (FBMP)

. . Eligibility to participate in the FBMP shall Be determined for each
- child in the family applying for service. The only el gibility con-

sideration is.whether or not the child is "cnrrently migratory” or .

"formerly migratory” as defined below. All other eligibility

- , criteria are irrelevant. . o , T
1. Currently Migratory Child - N
f, e - A currently.migratory child is one: T ) \

. ' : A. Whose parent or-guardian is a migratory agricultural
' worker or a migratory fisher; and . -
\ - B. Who has moved within the past 12 months from one school

' : district to anotheg;to enable the child, the child's "

' guardian, or ‘a member of the child's immediate family to’
obtain temparary or seasonal employment in an agricul-
tural or fishing activity. (Note: A newborn infant .

P whose family's residence has dot changed since his or her

‘ ‘birth is not considered to be a currently migrant child.)

. II. Formerly Migratory Child ;ﬁ

A formerly migratory child is one who was eligible to be
counted and served as a currently migratory child within
_the past five years, but does not now meet the "currently
migratory” definition. : *

~ e

In order to qualify in the. FORMERLY category’, the child must
. have been previously eligible as a CURRENTLY migratory child.

Therefore, it is possible that a family with one or several .
children who are eligible 'in the FORMERLY category might also.
_ have one or several younger children who are not eligible
. 4 _ ‘ because they meet né€ither definition.

i . . -

v

(- 405'. School-Age Parent and Infant Development Services

st be enrolled in a secondary school and
rd completion of a secondary schodl educa-

.tion result ng in a diploma; AND thE423£en;,must need - - .
care for thgq infant or toddler in o to continue with

‘his or her dducation. .
D .
B. Pregnant stulents. Must be enrolled in a secondary
' school and wprking toward complet’ion of a secondary
J * S ' education repulting in a diploma.

13 ' 225;
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400 ELIGIBILITY - Subsection 405 (continued) and 406

Y .

s
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II.

C.

Infants.

‘must attain to be eligible. i
. mains eligible as long as his or her parents are partic—

ipants in this program.

Agency Responsibility

A.

406 |

I.

o
.

There is no minimum or maximum age'the~infant
The infant or toddler re-

Agencies shall provide Opportunities for nonparent
secondary students to enroll in the parent education

~componentg on an elective oasis.

ggencies shall inform the pregnant student of the
n

fant care component provided by the School-Age,
Parent and Infant Development Program so that the

program after the de

tion should provid

Prior to Enrollment

3

A.

B.

- cation form.

e

rd

v

v
1

"student may make the necessary transition into this
very of her baby.

S

This transi-
r adjustments in her classes
" so that the loss of school credits is minimized.

Certification of Eligibility for Child Development Programs

Agencies shall determine and certify eligibility by comple-
tion of the following forms:

Application for Child Development Services and Certifi—
cation of Eligibility shall be entered on forms provided
foriﬁgat purpose by the Office of Child Development,
unless prior authorization is secured to use agency-

developed forms.

-

Agency staff shall meet in a face-to-face interview
with parents to complete the application and recertifi-

Eligibility determination, both initially .

and at the time of recertification, requires that the
parent cooperate with the agency in supplying the ’
necessary verification information in sufficient time to

allow the agenc

. to certif

eligibility within 30 days’

for the date of application for the initial application,

or in the case of recertification, before the..current

“certification peri

expires.

Failure to do so shall

termination of service. .

result; ;in denial o

£

Notice of Action for State-Funded Child Dg;ﬁl
Agencies (Application for Service (CD-7617)).

must be given or mailed to the applicant within 30 days

14

24

opment

This form

‘°

N



400 ELIGIBILITY - Subsection 406 (continued) and 407 e

1

-

application {s filed. The form must state - v.
service has been approved. or denied (see Section

.' A copY of Form CD-7617 shall be retained in the _
ly file. | - : -

II. Change After Enrollment J

. A. . A Notice of Action for State Funded Child Development: - °
N Agencies (Recipient of Service (CD-7617A)) must also be
» ' given or mailed whenever change occurs in the hours of
. : service, the parent fee, or service ig terminatqe' Such
notice must be given or mailed at least-ten days in
advance of the intended action. . T

B, When a family withdraws a child without notice and/or
moves without leaving a forwarding address, a notation
of this fact shall be-entered in the family record. and a
Notice of Action _need not be ggn;.

. . C. At the time of application and recertification families

;' ]L . shall be informed of their responsibility to notify the
o« ‘ agency of any changes in’ famyiy income, family size or
. . ¥ . nneed for child care and development services.» :

4071 - Assessment of Income and Family Size for Income ‘Eligible

Families - ‘\\ |

'Income and family size are important considerations for determining
the eligibility of income eligible families.-‘The income of all per-
sons determined. to be family members is counted in accordance with
jthe provisions of Section 408.I below.)

I. Income Sources

A. Gross Income

Monthly, gross income miéks the monthly sum of income
received by ans individual from the sources identified by
the U.S. Census Bureau in computing income. Mdpthly

gross income for migrant farm workers aad other season—
ally employed persons may be computed by averaging total .
gross income received during the previous 12 months.

The amount of monthly gross income shall not be !egpcéd
because of voluntary or involuntary deductions, except

for verified payments for child support made by the _
,family receiving service. - . S

. | ” |
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400  ELIGIBILITY - Subsection 407 (continued)

VAR

B. \ UsSe Census'Bureau sources of income are as folloWs;~

>
» .
h 4

-

‘-Childibevelopment Guidelines
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‘1. / Money wages‘ or salary-.
Net. income from nonfarm self-employment

2.

3..

4,
So

6.

7..

8.

. 9.

10.

11.

.12,

Net income > 3 r&x
Social Security

Dividends, interest-on’ savings or bonds, income from

farm self-employment'

estates or. trusts, net ‘rental income or royalties
Public assistance-or welfare payments

Pensions and annuities

Unemploym nt compensation and disability insurance
benefitg/’3 .

Workers .compensation‘
Alimony :
Child support

iVeteran's-pinsions

-

Exclusions from computation of monthly gross income: '

1.

4y
" 5.’

6.
7.
9f
10.

1.

Per capita payments to or funds held in trust for
an individual in satisfaction of a judgment of the

Indian Claim Commission or the, Court of Claims.

Payments made pursuant to the Alaska Native Claims
Settlement Act to the extent such payments are ex-
-empt from taxation under Section 21(a) of the Act.,

Money received from sale of property, including
(If the person was.

stocks,

bonds, a house, or a car (
‘engaged in the business of selling such property,

the net proceeds shall be counted as income. from

self-employment )

Withdrawals of bank deposits

Loans

.-Tax refunds‘_

Gifts

Capital gains

»

Al

‘Lump sum inheritances~or insurance payments

. Value of the- food stamp coupon: allotment in excess
_of the amount -paid for “the coupons

Value of USDA donated foods

Value of Supplemental food assistance under the

L 6 'Ezfg |

" program for cfiildren under the National School

Child Nutritign Act of 1966° and the special food
'Lunch Act ‘//;

e

, .

-

.. I






0 400, ELIGIBILITY - Subsection 407 (continued) R B
. e ' i}.7~- 13. Payment received under the Uniform Relocation

d;°}~ Assistance and Real PrOperty Acquisition Policies
o Act -of 1970 L oL

FRIEN ’ " Vo 14y Earnings of! a child under fourteen years of age e,
- o : 15.5,Loans, grants, and schol&rships obtained under
'Y .« conditions that ‘preclude their uge’ for currént

T . living costs .
16. . Grants or loans. o students for educational 4‘I”fjn
e 1{_;%‘4_ purposes madé ensured a state or federal -
d T T Tameney

A TS ¢ 2 Familx 51ze E ‘ i‘ l.

- Av General ’ ‘Zf o v '4[5, ,F“f'.'ﬂ:r v;,“.€, g

Fam ly size is' determine! by the number of adults and
. e . .chi n related by blood, marriage, or adoption who

S A e comprise the~household in which the. child is, living. ' SR
“ AR B  However, an adult living in the household whd is neither’
CTesl 4,4u4. : the- parent of the child nor:, the spouse of .the parent R S
; R A sﬁall be excluded from the family éize determination'?.- '
! .} ... s  ‘when such exciusion is to the ‘advantage- of'the: famile.
LD s e Eﬁy children of an adult so excluded ate:. also excluded.‘._q<
PR SRR . . Y . - : .

PR b e B Family of On.e

IR — When a. child is living with other than & natural or
L P adoptive parent he or’ she.may be considered a family -
S R (I R of one. -If the child .i's 1iving ‘with relatives whe are,.
IR E P T B cen his or her parents, ‘hé or she may be determined. to.-
SRRT U AT 3 I be a family of one, or the child and relations living
RIS R . % . in the household ‘may” be.: counted ag-a single family. : The
e s ,option giving the family ‘the greateg advantage shall ‘be
o - : 0 gelecteds When:a child, 'is considered; a’ family of one,_
eligibility is determined on the bagis. of the. child's
. ) - . statug as. a public assistance recipient or on his or'
. o o - her’income if he or she is' mot, ‘receiving ‘public ‘assis- -
' B R - tance;, and need is related to .the. child’s need, for: childn,tﬁ
“ . w L.+ development services (1) because ‘of Fisk ‘Gf- abuse ‘of : ?uigf
: = ' Jieglect; (2) because of a medical or psychiatric specialf
. need of the child or _foster parent, ag-verified by a. ;f?;}-
licensed professional who is otherwise qualified pursu-‘
1N ant to law to make such a.determination; (3) because his
" . SRR o -or her foster parents are. unablec to provide care because
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. 400 ELIGIBILITY rrSubsection 407 (continued) and 408

x . A

of a need to éeek'vork, are employed, or are engaged in *
vocational training leading directly to a recognized
trade, paraprofession, or profession. :

C. Exceptional Arrangements

o ' 3v” 1{ - I . When a child's princigal'residence alternates freguentlz
. . e ) S 8 0of separated or divorced parents,
~ o :r_' B , E gligibility and fees shall be determined in respect to

- _ the family com bsition and income in the household in
- which the child

3

Need (Section 401.1II) must b establiébed_gor all
periods during which care is given,

408 | Recertification-

) ;' o I. - Ag_ncy Regponsibility

Agencies must recertify and verify the eligibility of each
family enrolled in a child development program:

A

5 : . , .
, ’ : A. Within thirty (30). days whenever the family size, ' ‘
G D _ E income, public asgistance status, or need changes,.or

B. At intervals not to exceed six (6) months; three (3)
months, where eligibility ‘and need is related to
protective services. \ o

When need and eligibility are based on a need for pro-
tective services, the agency shall obtain from the re-
ferring source (or other agency currently providing
service 'directly related to the need for protection)
written confirmation that the need for child care and:
development gservices continues. This written statement
must cértify .that the family has entered into a protec-
- tive services plan with the county welfare department
¢ (or other «agency authorized by California law to provide
' protective services). All eligibility and need data
v “ : * must be secured in sufficient time to permit recertifi-
; . cation priot to the next three-month period.
-4 o~ . .
- | II. ‘Use of Forms for Recergification ' o gt

e -

Y L ‘ ;Family&eligibility and certificatigm:thereof shall be , s
Y ¢ " ehtered on the application form, aj ropriate for program
¥ L L . type, as provided by the -Office of Child Development.
Agency-developed forms may be used, with prior written

Q @ : Office of Child Development approval.

wt
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- 400 ELIGIBILITY - Subsection 409 o o

[ B

o
L%

€N

Lo
You.

-~

409

Verification of Eligibility L g

- I, AFDC SSI/SSP (Status Eligibilitx) ' L

Lo
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- (b)

10 Aged . . . ..

40 AFDC-BHI . . .« A~i

Status eligibility shall be verified by viewing the appli-
~cant's current Medi-Cal card, by viewing the:assistance
check or through contact with the county welfare department.

The Medi-Cal card numbers utilize the following

format' - . 3

' ' fEamily :
County Type of Serial °_Dudget Person's
Number Aid Number . Unit Number
00 00 0000000 jﬂfO 000
(First (Second ~ (Third * (Fourth: (Pifth
Position) Position) Position) Position) Position)"
(a) The first two digits identify the service

’ county. , <

The gsecond two digits identify the aid
~ category, as follows"

A

Aid to the Aged -

20 Blind . . . . Ald'to the Blind

30 AFDC-FG . . . Aid to Families with Dependent
Children - Family Group :

_Ald to Fanilies with Dependent
¢ Children - Family Group- (Money
{vManagement) ) ~

32 AFDC-FG (MM) .

Aid to Families with Deépendent
Children - Unemployed Parent
(Money Management) *

33 AFDC-U (M) .

35 AFDC-U . .'7'. Aid to Families with Dependent
v " Children - Unemployed Parent

Aid to Families with Dependent
~ Children =: &hildren not in
school or Eraihing and not

38 AFDC-CNST . .

receiving grant - R

| to Families with Dependent
thldren - Boarding Home and
Institutions



- 400 ELIGIBILITY - Subsection 409 (continued) . '

42 AFDC-BHI . . . Aid to Families with Dependent
(federal) Children - Boarding Home and
- . Institutions’

60 Disabled . . . Aid to the Disabled (SSI/SSP)

These.are the 6n1y numbers which indicate cash
grant status. '

2. Not all cash grant recipients will have Medi-Cal
cards. Those who have elected to participate in

- _ prepaid health plans under contract with the

Department of Health Services will have identifica-

tion cards which are issued on an irregular basis.

The cards are, .therefore, not suitable for verify-

ing cash grant status.

II. Income Eli&bili_x o

A. Gross monthly family income shall be verified by observ-
ing, the statement of earnings which accompanies payment
. from the employer. A record of such observation showing
B the date of the payroll warrant, the period of the
payment, and gross earnings . shall ‘be entered in the ‘
v certification. Where income is received as cash, rather
. #  'than by check, the amount shall be verified by a written
- _statement from the employer, secured either by the
family seeking child care or by the agency with the
family's consent. The written statemept shall be
maintained in the family record, and reference to the
amount verified by the written statement shall be
entered in the certification document. When earnings
o received as cash cannot be verified by reasonable ™
- attempts, the family's signed statement shall be P
. accepted. '

For migrant families served in state~funded programs,
the amount of income is that declared on the signed
application. Verification is not required.

) If income fluctuates significantly, the amount of
earnings shall be reviewed as often as is necessary to
assure eligibility and the appropriate fee assessment.

B.. For. income-eligible families, the family size for -
purposes of eligibility and fee determination shall be
recorded on the certification form.

R 30 - ¢
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500 ADMISSION AND ENROLLMENT - Subsection 501
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501 |

I.

Admission Procedures

Agency Responsibilities

» Agencies shall develop written policies and procedures which
shall include, but not be limited to, the following:

A,

-

C.

-

F.

Parent Interview

Admission criteria designed to guide in the selection of
children who can benefit most from the program and
services it has to offer

Admission procedures appropriate to the individual
program, policies, and needs as required by these .
guidelines ‘

Admission
agency is
ing equal

policies which include a~statement that the
operated on a nondiscriminatory basis, accord-
treatment and. access to services without

regard to race, color, religion, national origin, or
ancestry. o -
Admission criteria which are in writing and available‘

to the public -

An admission procedure which includés the: following
requirements.
‘-J'ﬁ,. - .

A plan for parents to share in.the decision about’
‘the admission of the child to the program and in K
all. later decisions affecting the child ‘
An admission plan which provides for orientation of
the child to the center

’

l.

2.

golicies relating to ijily fees o .

II.

The

admission procedure shall includé aupersonal interview

or interviews with the parent(s) to exchange information for
arriving at a joint decision about ‘the admission of the

child.

A.

" Child Development Guidelines

’

O

Y

During the interview, the parentﬂs) shall be given com—
plete information about the agency. This shall include
its program, policies, and procedures (including the

agency hearing and grievance procedures in Section 900) ,

21
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500 ADMISSION AND ENROLLMENT - Subsgction 501 (continued)

v

activities, services, regulations; hours and days of
operation, and other related information unique to the
program. ‘ ' -

B.. During the interview, the agency shall obtain the
following information for the records of each child
enrolled:

1.“QChi1d's name, birthdate, and current address.

2. Enrolling parent's(s') full name(s) and the ad-
dress(es) and telephone number(s), or guardian's
name, address, and telephone number.

3., Name, address, telephone (home and“business), and
' signature of responsible person or persons who .are
R o authorized to take the child from the center, an%
- the name and phone number of the person who can
assume responsibility for the child in an emergency’
) if for some reason the parent cannot be reached
. .. immediately. :

4, Name, address, and telephone number of physician
to be called in an emergency.

. ' 5. As a condition of enrollment, the local agency shall
. obtain the signed, written permission of the parent
. or guardian to obtain emergency medical treatment
,/ ‘ o for the child in. case the parent cannot be reached
. in an emergency. This provision shall not apply
to any child whose parent(s) or guardian files with
the agency a statement in writing that the§ adhere
to the faith and‘teachings of any well-recognized
religious sect, denomination, or organization, and
in accordance with its creed, tenets, or principles
depend upon ‘prayer for healing in the practice of
_their religion. - S _ !

v C

c. 'Health history, including immunizations and testing

which are appropriate ‘to the child's age7

D. Procedures for the care of the child when i11.

- , E. All health information required by\the preadmission .
~ ] " health evaluation, as required by the California
' ' Administrative Code, Title 22, Section 31265.,

Child Develomend.cuidelines ' ’ 22 h -
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500 ADMISSION AND ENROLLMENT - Subsections 501 (continued) and 502

e ' .

<

I1I. Parent Orientation

A. Parents are to be informed in writing of the reasonable
rules they and their children are expected to follow as
a condition of continued service.

, -_ B. Written policies regarding the assessment end collection
' . of parent fees, and the possible consequences of allowing .
. . - fees to become delinquent are to be explained to parents% f

502| Admission Priorities

Applicant families shall be enrolled in child care and development
programs in accordance with the following priorities:

Yoo ~ I. General Child Care

A. First Priority

. Families whose children are receiving child protective -
v . o services or families whose children are.being or are at
' ' risk of being neglected, abused, or exploited, as evi-
' " denced by a referral pursuant to Section 401, C shall be’
_— . . _ admitted first. When an agency is unable to enroll a

child in this category, the ‘family shall be referred to
" community resource and referral services for assistance ,
in finding suitable care. v -

- N

— B. Second Priority

All children and families who are not within the first
priority for admission shall be admitted in accordance
‘with income. Families with the lowest per capita income
shall be admitted first. For purposes of determining
the order of admission, the grants cf public assistance
recipients shall be counted as income. ‘

I1I. State-Funded Migrant Child Care and Development Programs

The above admission -priorities are not applicable to Migrant
Child Care and Development Programs. Children of migrant
agricultural worker families shall b{ienrolled in Child Care
L and Development programs on the basis of the following
'priorities in the order listed below. Children in the first
<f// and second priority groups are required to be registered on :
. the migrant student record transfer system (MSRTS).

' “ . A. The family which moves from place to place and is - .
o ‘ : eligible for subsidized migrant housing. o
child Development Guidelines =
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500 ADMISSION AND ENROLLMENT - Subsection 502 (continued)

' K3

B. The family which has migrated within the past five years
and has settled near agricultural areas and whose income
o is still dependent upon seasonal agricultural‘work.
N b .
C. The family which ‘resides in a rural agricultural area
and is- dependent upon seasonal agricultural work.

..

1I1. Federal Baée Migratory Program (FBMP)

! ~ Enrollment priorities for the FBMP shall be as follows:
-1 First priority Currently migratory child with school-
. - - . iage sibling
P - v : ) 1Y ) )
‘ ' . Second priority: Formerly migratory child with school-
.age sibling

Third priority: Currently migratory child without
school-age sibling

Q‘ ' . Fourth priority: Formerly migratory child without
. school-age sibling

_ NOTE: "School-age sibling . means a child of kindergarten ' ‘
. -~ age or older who would have to stay out of schoel to care
for him or her if the child care were not available.

LY

s

IV.  Campus Child Care and Deyelopment Programs

h

¢ : Children of students attending the school at\;hich a campus
‘child development program:is located shall be admitted

' first, in the order Specified for General Child Care in

? Section 502 ‘L.

V. 'School-Age Parent and Infant Development Program

Each local agency shall establish priorities'for'admitting
school-age parents into the School-Age Parent and Infant

: Development Program and for admitting pregnant students
and nonparent students into the parent education component.

4

VL. Applicants for Part-Time Child Care

Applicants who need less than full-time child care. shall
not be denied services or assigned a lower priority than

families applying for full-time care. .

-

. .Child Development Guidelines o 34
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500 ADMISSION AND ENROLLMENT - Subsections 503-505

»

503| Waiting List .

Each contractor shall maintain a waiting list in accordance with
the enrollment priorities described herein.. As vacancies occur,
applicants shall be contacted in order of priority from the waiting
list.

<

504| Priorities for Displacement of Families

When services must be curtailed because of limitations on the =
availability of funds for child care and development services,
families shall be displaced in the reverse order of the priorities

_ Apgcified by program type under Section 502.

505[ Basic Data File

The contractor shall maintain a basic data file for each,family'
receiving child care. and deyelopment services. Jhe file shall

v contain individual cumulative records for each child.

I. Required Documents'and Information
A. An application signed by the applicant for child care-:
and agency staff, fully completed to document eligibil—
ity and need for all periods during which child care- -and
development services are provided .
1
B. Family Fee Documentation

" . .
.

'I;Q‘The hourly fee assessment with respect to county
~ welfare departments

2. The daily fee assessment with respect to all other
agencies:

3. The effective date for:each increase or decrease in
the parent fee assessment

c. Training Verifitation (Form CD—9605), if appropriate

D. Medical Statement (when appropriate) (Incapacitated '
Parent) -(CD~9606)

E. Notice of Action for State Funded Child Development
Agencies (Applicdtion for Service) (CD-7617) Los

t

. Child Development Guidélines .

EP(}C
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© 500 ADMISSION AND ENROLLMENT - Subsections 505 (continued) and 506-508

F. Enrollmert Change Report (CD-9604)

E G. Notice of Action for State Funded Child Development
Agencies, Recipient of Service (CD-7617A)

H. Emergency and Identification Information (CD-9607)

Ny ‘1. Child's Preadmission Health Evaluation--Physician s

- - Report (LIC 701) *~ _ _ . . o
» Tl J. Child's Preadmission Health History-—Parent's Report

, ‘ (LIC 702). '

K. Referral document for family protective services,
: when ‘appropriate ' "

L. Other forms,and documents as may’he required .

506 | Confidentiality of Information

The use or disclosure of financial or other information maintained .

in the basic data file concerning enrollees and their families will "

be limited to purposes directly conmected with the administration’ ‘
of the child development program. No other use of this information
shall be made without the parents' prior written consent. Parents
shall have full access to all information tontained in their '
children's individual‘basic data files.

56?] ,ﬁae Limitations

I. Child Care and Develgpment Programs

- Children who have reached their fOurteenth (14th) birthday
" are ineligible for subsidized services.

"II. dsRecial Programs for Severely Handicapped Children

Services to severely handicapped children may be pteuid/d
for persons from birth to age twenty-one (21).

508| Admission of Siblings

A family which has a child or children enrolled in a child care and
development facility shall be allowed to enroll additional children .
upon request, space and appropriate program ‘permitting. The erroll-
ment priorities cited in Section 502 are not applicable in this ‘
situation. . '

r

"aﬁlld_nevelopment Guidelines » s ’
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500 ADMISSION AND ENROLLMENT - Subsection 509

- the plan

Child Development Guidelines o 37
| '~ 26.1

EKC
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509| Children Placed in Foster Care by County Welfere Dep&rtments

In addition to establishing eligibility and need in accordance with
Section 400, the admission of ® child placed in foster care by a
county welfare department must be accompanied by a written state- -
. ‘ment fromthe county welfare department indicating concurrence in
Q;r child development services. -
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600 FEE SCHEDULE - Subsect10pa§00 and-601

.;
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600

Fee Schedule

Q

4

"In providing subsidized child care there is an expectation that fam—

ilies should participate in the cost of care to.the axtent that they

Accordingly, a fee schedule based on the state median

income is compiled each year to assure such participation and to

The legal basis for the fea schedule is the California

Three factors determine the fee amount assessed for each .'

il

A.' Gross monthly famil} income, ‘as’ defined in Section 401,

B, except that in respect to geasonally employed fami-'mﬁ

lies, income shall be computed.as the average of monthly

C. Length of care provided during the day for the. family s .
' child who receives care for the longest period RS

are -able.
expand services.. ,
I, Legal Basis for'Fee Schedule
- KY
+ Education Code, Section 8263.
h‘Il, Fee Assessment
family:
‘ income for the prior 12-m0nth¢ period .
B. Family size (See Section’ 408, II )
601| Applicat n of the Fee Schedule

3

LD

J

QI. Statewide Application to All Families ,

Pr

IIA

°

.r

Fhi fee schedile printed on Form CD—2600 for the current-
gram year shall apply statewide to all familieawwho are
v eligible for subsidized: child care and development services.

.'J

.B. Families whose income is less than the first entry in

the fee schedule, as appropriate for income in re1atior!

to family size

El

. ’ ' ks st '
_ Cchild Development Guidelines R

@ .

’ .‘v.'

Exceptions. Families for Whom a Fee Sha11 th‘BiEAssessed-

7*:Families‘wh08e children are enrolled because of a need
for, «child proteetiVe services, and have been referred
_pursuant to Section 401 S

¢

L
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600 FEE SCHEDULE - Subsection 6Ql (continued)

L

~ - v

-v—,,,

II. Assessment and‘Recordiggﬁof ‘Family Fees

C. Families who are receiving resource and referral
services only o e e

- . T ~

ot

. De ~Famili/es whose children are enrolled in the State
' Preschool Program~
f . ..,— '. ,-QJ “'_ ;
‘Fsmilies whose children are enrqlled in Fhe School-
'Age Parent and Infant Developmeht Program

bEi_

‘Fo anilies in federally-based migrant programs
~ i
.G. Families whose children are enrolled in the ngerely
‘Handicapped Children.frogram .

. ;,vi

A. Regardless of the number of children in care a family
may-have,. a fee 1s assessed only in respect to the child.’
-who receives care for the longest period each day. 7

. B. A fee shall be assessed and collected on the basis of
enrollment. No fee reduction shall be made in considenm
‘ation of absen 8, either excused or unexcusgd.-¢

The parent fée as determined by the fee schedule is the
j'}gonly fee or contribution which may be assessed; it 1is
" gpayment for all of the components of child care. The
ﬁﬂparent shall not be»suhject to additional charges for

- ‘any component of care as,nfor example, meals, diapers,
v,recreation, late pick=-up, or field trips.

..

E A) -
prhe agency will document and ‘retain for future. audit all

/

“records of fiscal transactiéns related to the assessmégt -

R and collection of fees. T

N 5 - N .-
SN :

S
E. If the parent pays fees to other child care providers at’
s - any time -during the week, thése. othef fees” are to be
' deducted from the family fee paid to: “the subsidized i
# center during the week following. There is o carry-
over for fees beyond the one week. The “other child

Ll

Ll
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. ‘ . '~ 600 FEE SCHEDULE - Subsections .601 (continued), 602, and 603
. - L 4 'care agrvices 'must-bewprovided for needs identified in -
o Section 401, I1,: and payment for such services must be »
PR supported by receipts.or cancelled checks.,
602 | .>tollection of Feeszf o e e

'y S } ".".“

I."Advance Payment fm "?; gi;}f3f.ﬁ«fyh .f

P .

All parent fees shall be collected weekIy, in advance.

.«"-‘

1I1. Alternative Payment Programs fyqfw"L?ufFi :
"f:A.'-When child care.is delivered through an alternative pay-""
o ment . arrangement, parent - fees may be paid, at the option
sLT of . the- contract agency: e ,
fﬁﬁ* S . 1. Directly to the vendor = ' .. 3
C b When this option is selected;ﬂthe agency shall’ _
record the assessed fee and shall report to OCD on
oo the CD-9500 as a collected fee, the amount of -
‘ S " reimbursement to-the pnovider is thereby reduced. .
ﬁ“““‘ . 2. Directly to the alternative payment agency . R *
Ria TS : ’
_"’ ST ' - When this 0ptioh 1s selected the agency shall
o ' . record the assessed fee and report ‘to OCD on the
CD—9500 the amount of the fee collected.. ‘
‘ III. Receipt- - BT = C
1. t . -'TL @ oL
- Each individual who pays a fee shall:receive a written re-
1 % ceipt indicating the amount paid, date, hourly or daily.." 7.
, A N s : rate, and the period of ¢hild care service: purchased with '~
. AL payment of the fee. A c¢dpy of the receipt shall ‘be retdined
/" - '

by the ‘child care providern
. Y N . . .

N " + y . ) o A"',‘,--

s ,

- ' 603| Delinquent Fees,.t;:f-;['”' ' ‘ _ -

et 2=

(

‘S'wf R <o ; ,
. Since immediate discontiguance of child care and development sex-
;vJ vices'is neither in the ‘best interests of service to families, nor
o ‘ 'h 1% even 'possible in view of .the requirement for at least ten days

4 " notice in advance of - termination, parent fees may becone delinquent -
in spite of the requirement for advance fee payment. However,
failure on the part of thé parent to kéep fee.payments current can’
lead to the termination of child care and developmen- services.

. L | I. Determination of Delinquent Fees

|Fees shall be considered delinquent when they are 14 '%:}----s
calendar days in arrears. - '

’
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1L Collection of Delinquent Fees ‘ ’

A. Upon determining that fees are delinquent, the agency
director shall give’ the first written notice to the .
parent. This notice’ shall state ‘the total .amount of
unpaid fees, the hourly oL daily rate, and the ‘period of
delinquency. 'The file copy retained by the agency -

/’,f"\\. should be signed and dated by the parent.' 4

{ B. If the fees are still npaid ten calendar days after

. . L receipt of the first notice, a Notice aof ‘Action for

‘o C : é . State Funded Child velopment Agencies ‘(Recipient of

- ~ Service, Form CD-7617A) to terminate service shall be .
. , 8iven to the parent. This notice .shall make current the
' ;ﬁﬁ, ; ‘ information included in the first notice and state that
W A services shall be terminated on’ the date falling two (2)
weeks from the date of the Notice. of Intended Action,.
unless all delinquent fees are paid before such date._'

- If the- fees are still unpaid two ) weeks following _

N ) theLdate of the Notice of Action (CD-7617A), the agency
Vo y director/may terminate the servige. A six-month perio

R . © ‘of inelfgibility may follow €ermination of child care _ .
: o ‘ . : and - development servicfs when the cause of termination -

ot : ;ﬁ Tﬂﬁ'contractor may t from the parent a reasdnable ‘.
e | '.;_=\ :‘plan for payment of (de inquent ‘fees. Services may “
F $ou continue, provided current fees are paid and provisions o8

of the delinquent fee payment plan are met,

T RS . .
4 /.4"2 E RN IR & § S Admission Policy B ;; lgaa A
T P As part of the qgency 8 admigsion policies the parent shall,
: A R raceive at the "time of the’application written information
I A o . that delinquent fees may result‘in termination of servicesx .

o

STewl o Ue A 604! Full—Cost Fanilies R °.
IR R I . K .q

Families that enroll in child care and development programs with

. gross income that exceeds eighty—four (84) percent of the state' 8"

ke median income, adjusted for family size, are required to pay the =~

RIS ‘full program cost for each-child enrolléd. Families whose income '

N |. is'at or below 84 percent at initfal application remain ¢ligible e
o S until -income exceeds 100 percent of the stato median. ‘

) State funds may not be used to pay .any- portion of the cost of care ‘I
for families who are not eligible in accordance with state eligi-
bility criteria.

Child" Development Guidelines I o 41
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- 700 .PROGRAM COMPONENTS - Subsection 701
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. 701)"

¢

R

S 8

’

.Education

Educational Program

JThe education program°shall be designed,to'create an atmo-
"sphere which will ensure each child's continued success and

interest in learning. In program planning, contractors.
shall conduct a needs assessment, -establish goals, deve op
measurable objectives, and plan activities which.are appro“ﬂ;
priate for each child. The program shall take: into account

the ages of the children- in the program, the levels of: their

~ development, and the ways in which young children learn. A
" schedule of daily activities should be posted.. e educa-

tional program shall include, but not be_ limited to,*the
elements ;listed below, as appropriate to the child's age or
development.

A. Planned experiences balanced with spontaneousﬁself-
+  directed play in all‘:ageas of the' curriculum.‘ language,
numbers concepts, science, music,’and art g

ties for verbal communication and the effective use of
language in_all experiencesqnnd activities

B. Emphasis on language development, including opportuni- ‘

c. Perceptual'%rainihg to develop discrimination abilities _“5
in visual ‘huditory, and other sensqry modes

D. Cognitiﬂe development opportunities leading to concept
formatlon atilities and problem—solving skills - .

E. Opportunities for creative exploration 'self-expression,
and aesthetic appreciation (art, music, dance, and
drama) o W e - h

F. 'Gross and fine motor activities

-~
G. Opportunities for body coordination, balancing, and body -
movement to enhance physical development RRSEIR

H. Health, nutrition, and safety_education

A ® ' _
I. Indivi activities balanced with interaction with
other cflildren arnd adults in various groups to provide
opportunities for emotional'growth and social development

- N

e
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700 PROGRAM COMPONENTS - Subsections 701 ‘(continued) and 702

II.

III.

702|

I.

Child Development Guidelines

[KC
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Multiculturalxﬁducation'

o N

All contractors shall. provide multicultural activities’
appropriate to the needg of the: children enrolled, in2luding-
staff development activities., Special emphasis and mate- ’
rials shall be provided for children from famflies in which -
English is not the principal language ugsed in the home.

Assessment of the Individual Child

One of- the purposes of the education program is to help in-
the owerall“development of each child, The value of the

‘program can be measured by an evaluation of what has hapﬂ
‘ pened to each ¢hild as a consequence of the program.‘

To~guarantee that each child will have -dn individualized-
program to permit development to his or her potential,
performance objectives ;ghould allow for flexibility in
relation to expectancies. Objectives should reflect the
reality that childreh differ considerably in their relative
abilities, potential, and expectations.

Health
Health Plan

All programs shall have a health plan which is designed to
help children and families enrolled in the program achieve-
and maintain optimal health. Program personnel caring for
children under age two shall develop the health plan in con-
sultation with a licensed physician. Health programs for
older children may be developed by a school nurse¢ or a pub-
lic health nurse. Health education for staff, parents, and
children should be an integral part of the'plan.

:-Health Evaluation

A, Prior to enrolling the child the agency: must determine
that the child is:

1. In good general health
2. Without defects or illness which would endanger

other children or make his or her participation in
- vigorous activitfes inadvisable

33



700 * PROGRAM COMPONENTS = Subsection 702 (continued)

N ‘

-

III.

3. Physically and emotionally ready for the particular

program offered by the contractor

The contractor must secure information about any special
health problems or handicaps which will require atten— -

tion or limit the child's activities.

b

B. The above information shell be obtained from:
1. A health histofy obtained from the parent

2. A physician's report on the child's: .

ae.

b. ¥#hysical and emotional maturity
Special problems and needs

Ce
d.
€.

C. The parent shall be required to have the child examined
prior to admission if the child has not Mad regular

General health

Jmmunizations

Test for tubercﬁlosis

health supervision and there is no physician who can .

complete the report on the basis of his or her prior
knowledge of the child‘s health.

Parents who'file a written statement with the agency to

the effect that obtaining a physician's report is con- :
trary to their religious beliefs shall be exempted from- N\
this requirement.

Medical Examination

Each child shall have a complete medical examination within
one month prior to enrollment or within two weeks following
the program. The physical examination should
include a statement from a physician that the child is physi- .

admission to

cally and emotionally ready for the program and free from

tuberculosis.

caps which will require special attention or limit the
child's activities should be identified.’
grams, health and dental screeningy follow-up treatment,

Also, any special health problems.or handi-

For migrant pro-

and maintenance of health records which follow the child are

required.

Chila Development Guidelines
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700 PROGRAM COMPONENTS - Subsection 702 .(continued)

. . -
.

. . Only children who have been immunized against diphtheria

, whooping cough, poliomyelitis, tetanus, measles, mumps, and
rubella may be admitted, with the exception of those children
whose parents or guardians file a letter with the governing
board of the district or agency that a medical examination or
-immunizations are contrary to their religious beliefs.’

Children under age two may be admitted who have
‘Teceived age—appropriate immunizations as shown:

Excepition:

o

in the following chart:

~

*ng at entry

evaluation

Vaccine doses required

Younger than
two months

v

None

& P
a Two to three Polio (TOPV) ™ 1 dose e
~months of age DTP;Td - 1 dose
Four to five Polio (TORV) - 2.doses
.' months of age DTP/Td - 2 doses:
1 Six to fourteen Polio (TOPV) - 2 doses*
.months of age DTP/Td - -3 eyses
Polio (TOPV) - 2 doses*
DTP/Td - 3 doses
‘Measles ) - 1 dose given
Fifteen® ‘to-.seventeen Mumps ) on or after the
months of age first birthday**

- Rubella ) -

. - Polio (TOPV) - 3 doses*
: v . DTP/Td © = 4 doses
) >t Measles. ) - 1 dose given -
Eighteen months Mumps ) ron or after the
\ ‘through four years Rubella ) first birthday**

Child Development Guidelines

O

’

s

*If inactivated polio vaccine (IPV) or a combination of

live polio vaccine (TOPV or ‘OPV) and’

or more doses are required.
**%A physician's written statement that
. measles (rubeola) disease or has had
confirmed mumps or rubella qualifies
permanent medical exemption from the

IPV is used, one

e
a child‘ﬁgs had
laboratory-
the child for a

corresponying

vaccine requirement.

45
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700 PROGRAM COMPONENTS - Subsection 702 (continued)

- IV Staff Support ' - - ' . .

", A specific’ staff member should be responsible for supervis-
ing the program's health plan. This staff member ‘should
- keep health records up to date, remind parents to keep
. _ appointments for. medital and dental examinations and/or - N
- follow-up treatments, and assist with tranSportation a
arrangements for mother and child when necessary. Bilingual
heglth personnel shall be available to all Migrant Child
Development Program sites. The\person responfible for
administration of the health plan may be a pediatric nurse
associate -or a health aide if under the direction bf a
;jflicensed physician, a nurse practitioner a licensed public ‘
‘V.7‘hea1th nurse, or’ school nurse. . 545¢114 T

One or morefmembers of the staff should be designated Aas’
having primary responsibility for ensuring that. children
receide needed first aid or emergency medical services: A
first aid kit shall be maintained and readily available in
a specific location inaccessibleqto the children.

v
T A

‘}@l:, RS Arrangements sho be made to cgoqddnate efforts with those
- B of local health, urce agencies ‘clinies’ for immunizations
and for vi‘sion an hearing screeni,ng vhenever poasihie. 3 ‘

LR
e

. o
LIRS
Ebind

V. Comprehensive Record
A comprehensive record shall be maintained at the‘facility
for each child and shall contain the following:

A. Significant physical findings at admission
q} . B B.. Written report of physical examination

‘C. Plan for medical care in case of emergency

’ . t

. . , ‘
D. Name of family physician or source of health- care

E. Written permission from the\family to obtain emergency
medical care and permissible alternative sources of
care -

’ F. Telephone number and address of plate where parents can
be reached in an emergency, if possible.

"
-

- G. Competent adult authority to act for parent in case of
‘emergency when parent is not ava11ab1e-

" 46
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700 PROGRAM COMPONENTS - Subsection 702 (continued)

Chiid Development Cuidelines -

O

) ) . B
. o
. . 1

VI.

. VII.

VIII.

.
H. Notes of staff and/or nurse as to child's health and
development

RN

I. Pertinent subsequent phx?ical finding

J. Record of immunization : ¢

. K. Resqlts of test fdr'tuBerculosis '

L. Detailed information about illnesses:or injuries to
the child in the facility and any emergency medical
cate given

LN

Tuberculosis'Clearance Requirement

Both paid and -volunteer personnel, including participating
parents working in the child care facility, shall have,
at' least every four years, either a-chest X-ray or a .

tuberculin test of intermediate strength which is verified e
- as negative and recorded conveniently for checking by state

personnel or. their authorized agents. A positive tuber-
culin test should be followed immediately by a chest
X~-raye —

Persons with positive tuberculin and X-ray results shall
be excluded from the classroom until they have been
certified by a physician as being noninfectious. '

Daily Screening Requirement

~

Each program administrator nust provide for the daily exami-
nation of each child for indication of illness. Teachers,
wheh trained by a ‘physician, a public health nufse, or a
school health nurse, may complete the daily screening and
refer children with symptoms of illness to the parent and
take other special caire that is required. 'Staff and volun-
teers should be trained .to be alert to signs-of a child's
physical or emotional distress which may indicate illness or
need for special attention. Provisions must be made for the
emergency isolation of ill children, for motifying parents
when a child is to be excluded because of illness, and for
transporting children to a hospital in cases of emergency.

Restrictions on the Use of Funds

- .

Money should be budgeted for physical-examinations and .
immunizations only for children whose parents are.unable
financially to secure those services and who do not

.
L]

V . 'g..
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700 PROGRAM COMPONENTS = Subsectfons 702 (continued) and 703 o ¢

qua11fy for public medical services (Medi-Cal). State funds g
< should be: expended only after. the contractor. determines “that .
families are not elig1b1e for Medi-Cal or other subsidized .
. : g . health services and that the examinations and immunizations
cannot be obtained from the county health department or
other sources.

-

| 703] Nutritionm T o L

- 1. ~Food and Nutrition Services ' ' ‘”
,;-?Food and nutriﬁion services are important components of
Coan L S child developmént programs. Each facility having children
'.;M:,;.hfﬁ;f;*:'f “. " incare; during normal meal and snack times must grovide and |
S ER VT serve,: ‘as’’a constituent part of the program, meals and
A o ~ snacks, which meet the children's dietary needs. *Local reg-
o ulations: tegarding food handling and preparation must be met
P‘ : by dberating agencies. ‘Mealtimes are valuable® ‘learning ex-
periences in addition to providing nutrition. Instructiomal
staff members should be expected to sit with the children
/*rsznd talk with them at meals or snacks. ‘This is an opportu—
k ity to (1) develop and expand language skills; (2) lead .
. T’ giscusslonp on ‘the sources of various foods; (3) encourage
\ﬁhe children to broaden their food tastes; (4) make children

» _f' #'more perceptually aware of shapes, .colors, flavors, and
T ' n 'Lodors of foods served; (5) promote mathematical concepts
. N . wben serving children; (6) set standards for acceptéBle
' B (SRR v havior at the table; and {7) promote sociability. S
o 1A LR B
I O od is to be provided by the’ contractor. Parenf may,not

? charged a special fee, ‘or. be required to provide a. qu

ﬁﬁl.eligible contractors shall apply for special federaL_ _

_ _ild care food program funds, surplus commodities’, afid® °
hqnﬁood_assistance from the State Department of- Education.
woutline of food support programs for child development : ..~
\‘prégtams iis available upon request from the Office of Child
Nptf{tion ‘within the State Department of Education.

.

;3"When projects are operated by school districts which offer
-9 lunqh program to students, meals served to children
ennoiléd i#i 'child development programs may be provided
“throug contracts with the district~food service department-
o 'I,f éppr'bpriate adjustments are made for young children. ‘




700 PROGRAM COMPONENTS - Subsections 703 (continued), 704, and 705
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O

704

Menu items shall be appropriate in texture and food selec-
tion for the age of the children. Program personnel may -
budget only for those nutrition costs which are in excess of
other special food re1mbursements.

'

Social Services ) /

Social Servicesl

L.

II.

j

. ] .
Social- services have the goal to assist families and indi- - -

viduals in the family to make appropriate adjustments, to
serve as a source of referrals to/community agencies,
and to provide counseling. :

Social services: include, but are not limited to, identifica-
tion of child’ and family needs and referral to appropriate .
agencies, a ’

705 |

(2) in

parents

Migrant Program Social Services

Social services for migrant children and familieq.shall ¢

- include these ‘additional components:

A. . Bilinguai liaison between migrant parents and the
‘center Qr family child care-hfme, or both

B. Eiaison between the contractor agency and relevant_
community agencies and organizations, including health
and social services _”m;. C aii

C. Identification and documentation of famely needs and
follow-up referrals as appropriate

Parent Education Ca

Regular parent education meetings should be planned at least once a
month with the active cooperation of the parents. The meetings
should E devigned to (1) cover topics of interest to the parents;

ude items related to the child development program goals,

role in the child's education and development.

with particular attention to health and nutrition; and (3) strength-fk
“en and. support existing parent skills and provide information on; thei
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700 PROGRAM COMPONENTS - Subsections 706 and 707

706 | . Parent Involvement

' To the extent qusible,_working and student parents should be
encouraged but not required to be involved in the child development
program. - A working parent may prepare curriculum materials at home
or assist with field trip arrangements; such participation must be
voluntary. .

I. Social Expériences

The planning and scheduling of family excursions and ‘social
events are encouraged. Many persons otherwise reluctant to
‘become closely assoclated with an education- ‘agency will

respond to the opportunity to enjoy a social experience

arranged with other parents. An occasional get-together
which involves no formal "education™ program, but which

offers socializing and enrichment experiences, helps to

establish rapport with parents. .

©

II. Adult Education 3

the areas of child-rearing and education. When possible,
program staff members should encourage and even assist in

‘ planning classes according to the expressed needs of
‘parents, such as sewing, cooking, or consumer education.
Classes may also be organized under the existing adult
education agency in the community. . .

Parents may identify mutual special interests . aside from 1

‘5

707 | §;aff Development

1. In—Servfae Training 0

Teaching and supervisory personnel, paid assistants and
W , . community .and parent volunteers shall ‘be required to take
’ : part in a program of in-service training. The purpose is
, : " two~fold. Foremost is the improvement -of services for
children and families.:.* Second is the opportunity offered
/ for career development: and preparation for advancement to
more responsible positions. In-service training may ‘be
accomplished in a variety of ways. The contractor may
» o require attendance at, and provide for, a program of
’ ' in-service training 1ed by competent personnel on the
staff of the agency, by contract with a recognized educa-
tional agency, or ‘by participation in a child development
or early childhood education in-service training program

| 20 | |

40
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700 PROGRAM COMPONENTS —-Subsection.707 (continued)

, .
e e, >
. B ” ’

I

» K . — . : — o .
| ‘offered by a college or university. Community college®' " -
and adult schools may offer such training without expense’ to

. 'the agency. . . ]

II. Needs Assessment S

LA

Tn designing a staff deve10pment program, the contractor

o _ shall consider the needs, duties, prior training, and educa-

! . ; . tign of all staff members, including volunteers, Individuals
. : should be helped to understand the importance of their roles

" in the program. Their ideas should be respected, welcomed
explored, and tested. Separate preservice training - programs'
may be developed for inexperienced staff or volunteers,
separate from those planned for experienced professionals o
already involved in the program. In-service training = '
programs should, however, emphasize the mutual and comple-
mentary rolés of professionals and. paraprofessionals in the

. C : development of the child; and, when possible, specially

designed joint training sessions for the professional staff

and education aides should be provided.

III. : Cogperative In—Servfcp Training

. x .
. : Every effort shouldje made to provide coordination with-
- ' ~ other community agercies, professional organizations, or
' - other child development programs which may offer opportuni-
T : ~ties for c00perat1ve in-service train}ng efforts within a
geographic area. The local or nearby resource and referral
T ' ' program may be of particular assistance.
IV. Career Development
-
Opportunities for career progression shall be offered
Staff shall be encouraged and helped to acquire the
competencies necessary for career advancement.

@

o

AR ' V. Migrant Programs
. R . ‘ k'S ¢ :*

-\; ' ' S Training for caregivers and adhinistrative staff of programs'
s : for infants shall be a priority for migrant programs.

- . >
N Lt

-

’
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_ BOO AGENCY ADMINISTRATION - Subsections, 801 and 802 e .

@

801} Organizational‘Structure'

L Each agency. contractidg with SDE to prowide child care and: develop—
*ff‘f”i ~ment services shall delineate the" organizational and administrative
©.| 'structure undér which the prqgram will operate. One. person within
',}ﬁﬂi an agency shall -be responsible for the program with\delegation oft
e responsibility to other persOnnel as neceéssary. To comply with.
both Title 22 and Title 5:of the California Administrative Code,
agency must designate a- “head teacher” or director as defined by"
Title 22 for each site operated by that agency. Realistic time
allotments should. be.made so that it is possible for personnel to
carry out their duties. Salaries and.time assignments should be in
accordance W1th Qistrict or. agency- pnactice and competitive’ Vith
those- qfﬁered by other local public or private agencies for emr
ployees with s1milar tra1ning, experience and responsibility.

802| . Assurances § Yo CowTes "
: P -0 »

* Child dévelopment agenciés must proxide the following assurances: . *%

I, Adherence to Applicable Laws

That programs will meet all applicable state, federal and ‘
* ‘local laws. - : _ -

II. Support of Religipus Functions Prohibited =«
_That programs will not’ include religious instruction or
‘worship, nor will any funds be used for the general: Support

of any private or church-related school system.

III. Fair Employment Practices

¢ | . .
That the agency will abide by the- requirements of the Fair
Employment Prattices, Affirmative Action Employmeﬁb and the.
Department of Labor Regulations governing the minimum wage .
law.-

Iv. Confidentiality

‘That the use. or disclosure of financial or other information
maintadined in the indfvidual basic data: filé concerning en—
rollees and their- families will be limited to purposes
M directly connected with the administration of the child
©  development program. No other “use of \this information may
‘be made without the .parents'’ prior written’ consent.

52
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II.

Iv,

" VII.

L g—
A3

Personnel Polic1es‘and Procedmmes i’i{];ﬂb

Personnel -Standards

The program shall prov1de for .adequate. personnel and related

-staff support services whlch permit the attainment of the
: program's objectives.-,.’f RN

Soer

) Personnel Polic&

;\,,

a
as

g There shall be written personnel polic1es giving job" de-

scriptions, qualiflcation requirements, and statements"

.., of employee benefits and responsibibities,-including a ;v"ﬁ'pl'
"}grievance procedure and compensation plan. '

..l

. T
e s O P
,‘_ - s . EEEIE

o .Sraff! CapabLlity : T e L

All staff members must be of good character and equipped by
education, training, and/or experience for the work they are
required to do,. :

3 '-»"'.

Physical and MentaliFitness

A1l staff members must have the phy31ca1 and mental fitness

appropriate to their tasks.:

el

“origin, or physical handicap.

Nondiscrimination :?7j'iﬁ"%

The agency responsible for the administration andfbr the'
operation of a child. ﬂevelopment program shall not- d1scrim~

" .inate against any empioyee or applicant for employment be—

cause of race, color, religion, ancestry, sex, age, national
T "W”

Affirmative_ActionA' o '.:.L{

Affirmative action shall be taken to adopt and implement
plans for increasing the numbers of women®and persoms o
minority racial and ethnic backgrounds at all’ 1evels of
responsibility, R

Career Advancement

Parents who show aptitude should be hired as assistants to
the extent that their employment is feasible.' Such

-
-
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800 AGENCY ADMINISTRATION - Subsections 803 (continued) and 804 806

persons should be encouraged to extend their educational e
preparation. . e N U L e

o e " S

. '..A B I : . ) P . . . ' . NS

804} - Coordination of Supportive Services

Regardless of the source of the program funds, operating agencies - -
- 'will bé serving-primarily low-income families. Gréat -consideration -

s . in coordinating.the efforts of all agencies that offer help to such

. . A families is requ1red Representatives of the ‘education. agency, the‘
- o welfare. agency,: the health agency, and any ‘other agency‘which

‘ ' S regularly offers services to a family should plan together. o

e . C - - S ‘ B : O

. o 805| Governing Board B ;?”;i fxﬁ . ;f‘fpﬁﬁ? ,fﬂf._gj f; _*5_
S S _;@._ Child development agencies shall have a viable and acfive ngerning
Sat ;‘{»ﬁ;*pboard. Agency policy shall be determined by, ‘the . governing ‘board -or.
¢f{ St its des1gnees.-ARecords of minutes of duly atthorized board meet-—
. i"?}jv; T ['ings shall be retained at the agency and made available to State
R .{Department of ‘Education staff for.rewiew. The following -informa-
S - | "tign shall be-kept current and - filed with the State Departmenﬁ of
- »Education/OffiCe of Child Jﬁvelopment‘ : e J"
3--@ Names and addresses Qf board members . o L

-

_— \_; A copy of the governing board's Articles of Incorporation"
® : (1f incorporated) and bylaws ) . . LT
A ' o » e

A - . : -

.806| Persdnnel Compensation " -;;fgff:IEV‘A.%l‘l ';_. j,y" -

'"Individuals employed in child development,programs ‘which contract
with-the state shall be provided with a copy -of’ the board-adopted
salary and benefits schedule. e

& €

- -

Any benefit thaG the governing board,makes available to one class
- of full-time employees must also be made available to - all ‘dther
full-time employees.  This includes, but is not" limited to, pension
plans, insurance and fringe benefIts. Co e e ., o
AT e ‘
- Any benefit’that the governing board makes available to one class,
Lo of part-time employees must also be made available to.all other S
~part-t1me employees, This includes, but is not limited to, pension -
- T plans,-insurance, and fringe benefits. o ST o
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v 900 DUE PROCESS - Sdbsection 901 /

3 o SR .
v

mt;; 901| Agency Hearing and G%levance Proceduies
. A fulI anj.impartial review of an agency S action with respect
‘ | to aa appl cation for or receipt ofAChild development services,
;‘, shall: ‘be 'available to- families who reqpest ite -

T e ., N

! .
v--

The due. process procedure for familieé ﬁpplylng for o; rece1v1ng,
ch11d care and development senV1ces inyolve§  the- following steps’:
%

a

. . - T . . -
L. I. Not1ce of Aption P ’;,ﬁ : zﬂ,;}_

.8

A. A written notice of action (CD—7617 or CD*7617A) con-,
taining information apout the right to request a review
of the 1ntepded action ‘shall be provided‘to the appli-

' . cant or recipient whenvan‘

T ; l. Application is approved. (CD-7617) -

2. @pplication,is denied. (CD-7617)
v jf;:;’ 3. Existingﬂauthorization is-adversely altered,
~+7 & discontinued, or reduced or a service fee is "
instituted, incjeased, or, dedreased (CD—7617A)'

’rd -

o y ;
B. Timelim@ss: Notices shall be mailed or otherwise ‘
provided in a- t1mely manifr. o g “a

1.'-1n approval or denial notice shall ‘be provided
:;wi in 30 calendar  days of the date the appl;cation

igned (CD—7617) o e
@§~ ‘ L 2. A notice ofqaction reducing or d1scont1nu1ng a ser-
I : = vice @r increasing a parefit fee shali-bermailed or’
oo T e - releaged at least.10 daysin advance of the effec-
s tive date oﬁth?ntended action (CD-76174&). The
A ) 10-day count dod¥ not include the day of mailing or
. . A ‘the jeffective dax.of the action,

. ScOpe and adequacy of notice

. "

1. An approvalanotlce shall 1nfqrm the applicant of K|
the’ effectlve date.'

»2. A notice which denies reduces,udiscontinues, or
® . '+ suspends a service or which 1ncreases a fee shall
include the information concerning the recipient's
) ' . circumstances wh}ch has been used to make the

‘& L : _ ‘ .-:. ‘. “ . | ‘ ‘ \/
d Developﬁent Gu&ﬂelines : } o 45 397‘ ‘:;f; oL | :;, . | .
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900 DUE PROCESS - Subsection 201 (cont nued) - _ _ . ‘
. . ) ‘ - 5 . (- - v ]
; '
,determination %nd shall cite the regulagions whfbh
support the adtion =~ - ) L «
oo o o S 3. If a hearing is*requested, notices which aIter aff - #
e A ' - existing service authorizatijon, shalf ind%fcate ehé
: o , o circumstances unier which the sewice will continue’
: 4 ' _ during the hearing process. ‘ . . -
e . : ¢ L
F A 4., All notices of action, shall contain idformation ,
g F B -..concerning the tight to request a hearing and hd
&t . shall meet the requirements for standarddqed notice
oy ' -formats, including the procedure fors exercising that
.right..
. D. ‘Exceptions _» . e
The agency may dispense with timq}y notice but shall
4 . send an adequate notice noe later:than the-effective,
. : . date of the action when: @ .
, l. The agency has factual information confirming the
’ . 'death of the recipient.
2. The agency receives a signed statemqnt from &he ‘
recipient that the recipient no longer wishes. the
service.

A L 3. A limited-term services authorization ends, pro- )
P .. vided the recipient was informed in writing at
S R ' the time of -approval that the alliowance would.

terminate on a.specified date. W .

’ —/—‘—_\‘f\\_ ‘ e 4, The agency receives a signed statement from the .(»

T recipient, in' response to a prior notice from the

_ . agency that a service fee has. been increased,
. ' that the] recipient will not pay the new fee or no
' longer wishes the service at the new fee,

\¥

“ . . . -

-“‘:Af.-

5.. ‘The agency receives a signed statement from the .
recipient that the ‘recipient will not supply. es= -
= ' Sential eliglbility information previously re- -
: quested . in writing by -the agency. = The original
request for- infprmation shall clearly state that. .
: service will be *terminated.®€ the essential infor—
_ _ ', 'mation is not received by the specYfied date. A
- : _ . timely notice shall. be ‘sent if the requested infor- =
. . ‘mation %f not received on the specified datg,. ;

Child Development Guidelines b o o b6
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.Q‘ . 990 .DUE PROCESS - Subsectiog 901 (continued) -
4F " . — . ‘ ’.
‘e . . ' - of® K ) l ‘
* o . II. Review Process '
- v - . v . .
o .8 ? ‘A, Requests for administrative reviews must be filed within
, . o . o, . ctem days of the date on which the Noti_ce of Action was
® L I o . mailed (or otherwise delivered).
;-‘.‘ t by . @ ° Be When' the complainant files a request for an administra-
. o o _»tive review within 10 days of the date the notfce was .
: . 0 - ¥ - mailed (or otherwise delivered), the proposed action
. LA . s shall not be taken until thé,entire review process is
' ) ’ exhausted or the complaingnt abandons the claim. -
.. J N + Co Within ten calendar days following the receipt of the .
< . | - ., request, the agency shall notify the complainant of‘ the
i o - time and place--convenient for the complainant--for '
. . ‘holding the review. :
o} E D; General rules and procedures governing the review
v L N I include the following. -
1. At an administratdve level at:- least one step above
) . . the level of the person having made the contested
. T . decision, the agency shall examine the issues }
. : v raised in the complainant 8 request. A A
L e "‘["J"'_'_\'::H" C2, Attendance at the review shall be limited. to those
47 ) : - directly concerned. Appearance by the complainant
, . ! " (in person dr by authorized representative) is
A n .  required at the review. T %} .
3. 'At,the review, the complainant shall be given an
' ~ ‘opportunity to explain his or her reasons for
L. believing that.the agency's action was incorrect. -
. ap The agency shall arrange. fo! an interpreter at the
. . eview, as appropriate., . The agency representative
» : o shall, as .necessary, assisg the complainant to
} E ‘present his or her ,case by drawing out material
: . facts omit®ed by the coanlainant.
.. ) L R "4. The agency’ representative shall give the complain-
. . . ' : ‘ ‘ant a 1 éxplanation, based on relevant OCD
. ' . regula ons, policies, and guidelines, of the basis
' . . o . for tho proposed action.
L ‘ . T ‘ QB ,
;' N 5., If the review brings to light a previously obscured
s I o ~  fact which significandy affects the intended -
T "\" : . " actioh or if the review indicates that OCD regu-—
AEETUR AR lations, policies, or guidelines have been mis-
. : y o T - applied, resolution in ]Aght of these disclosures
T , . shall be attempted. 1
Child Development Guidelines ¢ ) .
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. *900 DUE PROCESS - Subsection 901 (continued)

)

e P : , . Y,
R ' 6. Following the review, the agency may rescind the
L I intended action, but may not otherwise modify
‘ ' service.delivery relative to the issue until due
3 L process procedures have been exhausted or the
/ complainant has abandoned the claim.

i . { - - 7 The agency shall, within ten calendar days of the
R ' : review, mail or otherwise deliver a written deci-

. ' ' sion to the complainant. If the complainant o
remains dissatisfied, he otr she may, within ten
days of the mailing or delivery date, request a
review by the agency governing board. In the case
of public agencies, this second level of review -
shall be within agency administration, at least one
level above the staff conduéting the review at the
first level. v

» ’ L "
8. If within the specified period the complainant
fails to request a review by the agency goverm=
i ’ S "ing board, the agency may implement the action
’ described in the written decision.'

- * 9. Within ten days of receiving the written decision, .
. the complainant may request a review by the agency
governing board by following the instructions on
® ) ) " the notice of action. The complainant should ex-
R | ‘plain fully his or her reasons for believing the
. . agency 8 action to be in error. A copy of the
e i T S agency's notice of action and written decision
: I should be enclosed with the request.

-

10. At the second level of review, the agency shall
examine the issues raised in the complainant's
request.

11. Attendance at the second level of review shall be
limited to those directly concerned. Appearance by
the complainant (in persom or by authorized repre-

. _ sentative) is required at ‘the review. The agancyg..

. : " ghall arrange for an interpreterlfas apprqpriate.

12. At the second level of review, the complainant

shall be given an opportunity to explain his or her
‘reasons for believing that the agency's action was
incorrect., The agency representative shall, as
necessary, assist the. complainant to present his or
S o her case by drawing out material facts omitted by

tuoL : ' . the complainant. . _ - ‘

58
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900 DUE PROCESS - Subsections 901 (continued) and 902

. ¢

»

902

I.

13.

14.

15.

16.

17,

The agency representative shall give the complain-

"ant a full explanation, based on relevant OCD reg-

ulations, policies, and guidelines, of the basis

- for the proposed action..

If this review brings to light a previously ob-

.scured fact which significantly affects the in-
‘tended action, or if the review indicates that OCD

regulations, policies, or guidelines have been mis-
applied, resoldtion in light of these disclosures
shall be attempted. . ; .

“Following the review, the agency may rescind the

intended action, but may not otherwise modify ‘
service delivery until due process procedures have
been exhausted or the complainant has abandoned the
claim. , :

The agency shall, within ten days of the review,
mail or otherwise deliver a written decision to the
complainant. If the complainant remains dissatis-—
fied, he or she may, within ten days of the mailing
or delivery date, request a review by OCD.

‘1f within the Specified period the complainant

fails to request a review by 0CD, the agency may
implement the action described in the written

decision.- o .

State Review

Request for State Review

* Within ten days of receiving the written decision ‘of the

overning board, the compIainant may request a review by 0CD
by following the instructiens on the notice of action. The
complainant should explain’fully his or her .reasons for

believing

the agency's action to be in error. A copy of the

agency's notice of action aqd written decision should be
enclosed with the request.' .

('.',* . ) ‘ ‘ﬁy

Reqdest for Rélevant Data - . B S

LN
vy
. L

Upon receiving such request JOCD may req&est the basic
data file and all other reld nt materials from the agency.

Child Development Guidelines
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900 DUE PROCESS - Subséctionsi962 (continued) and 903 '

III. Réviev of Materials

OCD shall review materials submitted by both parties and
shall, within 30 .days of receiving the request far review, .
mail a decision to the complainant and to the agency.
: Q«' . : z
'903| Compliénc'e ) ~'.‘ o \ \ '
TH? agency shall comply-immediately with the decision and shall
~ within 30 days report .to OCD on compliance.

4
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1000. RESOURCE AND REFERRAL GUIDELINES - Subsection 1001

1N

1001| Resource and Referral Agencies

Primary services provided by resource and referral agerncies

.include identifying the full range of existing child care

services, establishing and maintaining an information and

referral process for parents, maintaining ongoing child.care

‘needs documentation, and providing technical assistance and

resources to parents and existing and potential prOV1ders of
¢.© care.

. .v‘,:. : ;

<age

Lo ~\3I;”¥General Requirements
Sl : 7

A. Child care resource and referral services shall be

- «-% . provided to all persons requesting them, regardless' of
1% /“income level or other eligibiltty criteria, and to all
o ,types of child care providers.

A e AT o -'.'.f"

8 LI
AT

A
I

BJ%fEéch resgurcé and referral agency . shall define a specif-
ic geographic: or’target area of service. Program :
personnel shall work together and in conjunction with
“the SDE/OCD to prevent overlapping of boundaries. and
duplication of service. Information regarding the
specific service area shall be a part of each agency's

- ' annual contract. Changes in boundaries or targeét areas

. . ' of service shall require prior written approval from t:he

’ Department of Education.- o \ :

C. Program servieeé shall be provided in a manner which g4
is responsive to' the diverse cultUral,'geographie,
linguistic, and.‘economic needsﬁquthe service area.

V\ . D. Each resonrce and referral’agency shall publicize its
' services through al1 available media sources, agencies, -
and other appropriate methods. S :

.
3

E.; Each resource and referral\agincy shall arrange for
o ] 2 - provision-of an ongoing in-sérxvice training program for
} its staff, whieh at a minimum shall include procedutes

for handling information and referral functions.
F.- Resource and referral agencies shall develop and imple- .
" ment data collection procedures, pursuant to the terms
"of the contract.' '
G. . Resource and referral agencies shall have a viable and
active governing board. . Agency policy shall be deter-
mined by the_ governing board or its designees. Records

_ ’;w o of minutes of duly authorized board meetings shall be
o AR B - .
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1000 RESOURCE ND REFERRAL' GUIDELINES - Subsection 1001 (continued)

'jffd retained at the agency and made available to State
) pepartment of Education staff for re#iew. The fg§jlowing

- information shall be on file with the State Departmeént
‘.Of Eduoation/Office of Child Develqpment°

:Board members' names and addresses

f;A copy of the governing board's Articles of Incor-
K poration and bylaws .

]‘*ll;_?ServiCe and Program Reqpirements

The full range of existing child care and development
services shall include, but not be limited. to, family
'“n»day care homes, blic and private day care programs,

> full-time and part-time programs; and infant, preschool,
f:fd'and extended care programs.. Each agency shall-

Contact all. liCenstd facilities at least annually
to, iﬁfprm the providers’of availablé- servi ces and
- to give them-the:i ortunity to accept or declipe
_referrals . ' Pl

mai ntaine ’ . ; . ‘

Obtain the f llowiug 1
censed provider d

The referral process shall ‘affo;d
‘access to all referral infom&tié'
- shall include, but is not . linitkd

- referral available for no —Q,ess ‘thari
'week.v e

L RS AT R , 2. ,Referrals shall be made wh~never %ossifblv te
. : variety of chilgd care‘@ro‘i ers apprqpriaﬂe
T : : “child's age: and the f 11;% 3 Fani 11e

'.“ thl 1d: Bevel oisﬁefnt Gui delines
e




' . 1000 -RESOURCE AND REFERRAL GUIDELINES — Subsection 1001 (continued)

3. Written referral policies shall be developed,
approved by the agency's governing board, and
kept on file at the agency.. These policies shall
, include: T
— Ny,
. a. Conditions under which ref€rrals to certain
1_: l providers may be diScontinuéd~ﬁ1f ‘a provider s
;zjiu,»ﬂh- : " name on a listing is discontinued documenta-
T ' ' tion shall be on file. The agency shall notify
’ the provider in writing that referrals have
. A ;%; ~ been discontinued, the reason, for this deci-
Ky LS sion, and theﬁprocess for appealing the
i ' o decision‘to the“governing board.
b. Procedures for handling complaints or referring
reports of licensing violations to the appro—l\'“i
priate licensing agency. A
. B . '
L : *?,:.C.g'Procedures must be established for maintenance of
SRl _1'”xjfﬂy}5;f»ongoing child care. needs: documentation and gathering of
! N Y.?th{,lnformation concerning the avallabllity of child care in,
, _ ». 7" the gervice area. Documentation of requests for service
' S ~ to“be mdintained by all child care resource and referral
' agencies shall include: . AN
1. Number of calls and contacts with the child care
© information and referral agency.or component
2. Ages of children to be served .
3 3. Time category\for which child care is requested for
each child o .
4. 'Need for child. cage during any special timegcate-_"
gory (e.g., nights, weekends, swing shift)
i 5. Reasons that child care is needed ' g‘J
: sz Plans must be made to prov1de technical assistance to
{ existing and potential providers of all types of child
d " care services. This assistance shall include, but not
be limited to: ' b
1. Information on all aspects of initiating new
‘child”care services, including, but not limited to,
"licknsing, zoning, program and budget development,
and .assistance in obtaining needed information from
. > : other sources ’

Chilthevelopment Cuidelines 53 | JE;E;.:.
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1000 RESOURCE AND' REFERRAL GUIDELINES - Subsection 1001 (continued) . e

. v ’ N - - b

AL' ,
;mformation and .resources which shall help existing
“¢hild care services providers to maximize their o

o ability to serve~the children and parents of their.
. o - ) community ot S . a

g N . L e (}3»'

\ Pgon 3. Dissemination of 1nformation on current public -
. ‘ C issues affecting the local and state delivery of
et ‘ ' ~child care services

4, Facilitation of communication between existing
- child care providers and ¢hild-related services
;providers-in the community served &

<

‘i

kG
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1100 'ALTERNATIVE PAYMENT GUIDELINES - Subsection 1101

I. Program Design and Policies

B

. u"uLIOI]” Alternative Payment Programs

D 4

Programs must be designed to meet local needs within the parameters
of applicable statutes, guidelines, and .regulations and within the
constraints of available funds. The elements of an acceptable
‘ . |program include compliance ‘'with the prov151ons of the SDE family
V. fee schedule.and fair and prompt assumption of financial
responsibilities under the contract.

.'4

- A.‘
i *
A B,
)
b .
\_—" -
. C.
‘
D.
TR I

Child Deueiopment Guidelines
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--for a variety of chiId.care options in accordance with

ancestry.

'Alternative payment programsxshall identify a, speeific
;geographic service area “which~ must“be approved by the-~. »
..State Department of. Education/Office of Child Developh”
'ﬂ?ment. Changes 'in ‘the 'service area shall require ‘prior
'lwritten approval from the Department of Education.

v“’r -

Alternative payment programs shall provide reimbursementf -

M

the needs of the parents. (An agency which limited

payments to specific types of care as of July 1, 1980,

may be excluded from this requirement. ) There shall be
choices, whenever possible, among hours of service

:including before and after school, evenings, weekends

and split shifts. ' Agencies shall establish and cert1fy
family eligibility and maintain all auditable records
for review. - . C -
Alternative payment programs shail develop a written:
informatjonal statement which must be made avallable to
parents and providers. This information shall include

a description of the program s purpose, design, and -
organizational. framework; admissions. policies, priori-
ties for enrollment, and family eligibility require-
mentS' conditions for participation and reimbursement of
child care providers; limitations on provider participa—

tion; range of services available; fee collection policyﬁk

and procedures; and a statement -that the program is’
operated on a nondiscriminatory. basis, giving equal

‘treatment and access to services without regard to

race, color, creed religion, or national origin or

Each alternative payment program shall proVide documen-—

. tation that subsidized children, as ‘necessary’ and

appropriate, receive supportive services through county
welfare departments resource and referral programs, and

other existing: community resources,: or all of them.

65
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1100 ALTERNATIVE PAYMENT GUIDELINES - Subsection 1101 (tontinued)* ';;N; L

LN o .
e . “
".‘n : , . -
P
.

“f'v ‘ 1I. Limitations on Provider Participa,
& “A. _Payments shall be made ﬁo :i' . es provided only in
- licensed centers -liths_ _;gij’ cﬁild care hories,
family day care homes exe P..v licensure by the .
R . Health and Safety Code, car proviaed in the. child'\z L
.-« . home, and for other types o ? ‘which cotforam to , .
\ ' ;uapplicable ‘law. - Verification o current license (Or’"f
* documentatfon of .exemption from licensure pufSuant .o ‘
‘ ) .- the Health and Safety Code) shall 'be ofr Ile at ‘the?"
ST DT contracting agency. Verified provisioﬁﬁ licgnses are )
4 - . . 4 acceptable until the exkpiration date. Pioviders” regis~ -
: o 0 tered ;under AB 1368/79 after July 1,1980; are-also
L o - eligible for participation. v ' '

R4

° . F ‘Bs 'The following 1nformation about the caregiver providing
- H in—home care shall be on file at the contracting agency
SN LY . prior to approval for payment: -
. b "

v 1. An application form which includes a description

. of the caregiver's qualifications and experience,
o - to be completed in a personal iaterview with prime
o B , , contractor s staff

: 2. A statement that the caregiver is in good health ' '
. . s . , L4
, " . . 3. 'For nonrelatives, tHe names, addreSses, and tele-

phone numbers‘of~two,character references to be
contacted by prime contractor's staff-
. » @ T - . : .
4. . California d}iver 5’ Iacense number. or other valid
and recognized form.of identification to prove
that the caregiver is at least 18 years of age

C. Payment shall not be made" for child care services
~which include religiOus instruct o or worship.,

D. Alternative ‘payment programs may provide payment to
- child. care facilities with ‘a'majority of subsidized
“ children if (1), there is a lack of" licensed child care
- facilities in the atea; (2) the facility ig ane to meet
the special needs of a.particular child; (3) other rea-
. - " sons upon approval of the Office of Child Development.
"~ Such payment may be authorized _upon request to the -
©. Office of. Child Development. .. '

~ . v
[ . : - .
14

(I3 !
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1100 ‘ALTERNATIVE PAYMENT GUIDELINES - Subsection 1101 (continued)

. . . R ‘ ' L v

VRN ‘ B _

N&n"l s f\\§l§-". II]. Rate of Payment and Cost of Service
RN o L ' o , T . : Lo
e - . B A. The payment for subsidized families shall be equal to

the fee charged by the provider to nonsubsidized fami-
lies. "Alternative payment: programs must have on file. a
. statement of fees charged by each clild care provider
s for the current fiscal year. '

- B. When only subsidized children are enrolled, payment-'.
oA made by the alternative payment agency to anothcr.State,f
- - supported contractor shall be in an amount. equal to the

provides direct service to the child. N
. "~ C. The payment, including the SDE family fee, shall cover -
o ‘fhe entire cost of .child care services-offered by the
: : . .provider. ' The parent'syportion of the payment is
- : o 'R _ determined by the SDE family fee schedule. Both sub- -

: i ’ - . sidized and nonsubsidized children attending  the same

program must have access to serviceg on a nondiscrimin-

", atory basis. :Eligible parents shall not- be charged nor_|

. ¢ required to pay additional fees to child care providers,

' . S ' S " e.g., registration fee, field trips, special activities.
' . B - Each provider shall certify that additional charges are

4//)' - ' not being made or collected, ‘

. 1v. ‘Payment Procedures'and Fee Collection o,

A. Parent fees may be paid by the parent dir ctly to the

| . contractor or to the’ child care provider whg provides -

’ the service. In the- ‘event that the parent pays the fee.
to the provider, the provider shall properly document

" and report the amount, and the contractor will offset
the fee amount in calculating the payment for the
provider., The contractor shall therefore report as
income the amount - .of the fee collected and retained by’
the provider.. ln addition, the contractor shall report

, _ the expense of its payment to the provider and the

5 o . - amount .of fees which served in lieu of payment from the..

‘ - _contractor to the.provider. :

. o _ N Claims for payment by the paremt and the provider of

S o -+ services rendered .shall include sign-in and sign-out
. o sheets, showing daily times in and out. Documentation

e . "~ of excused absences is required, o

P, ' C.. The contractor shall have on file a signed written -
. l R ' ' Aagreement with each provider, a copy of which is signed

.‘ S - ‘ ' by the provider and contracting agency representative.
“gbild\DevelOpnegf_Guidelines ; L _ 57 ' S
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1100 ALTERNATIVE PAYMENT GUIDELINES' - Subsectfoh 1101 (continued)
) - o . o s . .

-

This agreement shall include the following- _;..1f

, R ' ,1. Services to be provided : Lo . A
° B S . o .
o . .2.: Conditions and schedule for payment ¢
K :s"“”*qb . T 3.g~Provider s fee, based on- the provider ) statement ,;
S 5 . ‘of usual and customary charges for:the same ger--
KR N o _ ~ vices provided to children of nonsubsidized fam-
. B - "ilies; clarification that usual and: customary

D ‘ ’ " A services (such as food and supplies) are to be .
s - B , included in the cost[fees

3 ‘. N ' t N N ) PR . .b

. o ' S 4L-1Provider s signed agreement to remain in compliancegh.
T e ,with.applicable licensing laws and regulations and
PRI - r Jc”to renew licenses prior to expiration T e

vl; (.5f f - . ' 5. Nondiscrimination statement'
k'j' : _¥ 6. A statement certifying that services do not include‘
a Y L religious instruction or worsh1p : Dy

1

Ve Agencj Administration and Support Servi(:es-.' : L " - ‘

K

O T A. Alternative payment agencies shall have a viable and
e ‘ o ~ active governing board. Agency policy shall be det
" mined by the goverring board or its designees. . Records *
~of minutes .of duly authorized board meetings shall be’ ]
o L . 4 g'retained at the agency ‘and -made -available to State De~" -
R R 4'_~j'}‘partmenq of Educatipn staff for review. -, The following~
EREE T ' -,infotmaoion shall be on file with the State Department St
of Educaf@gn/Office of - Child Development' - T

- Board‘%gmbers names and addresses g ij‘ o "_?@
. - the governimg&,poard's Articles oﬁq o
fgtion and bylaws o S e ‘-

[P

. s han - LI

. Bs To offer maxim support for parents and providers,,

B alternative pa;%ent programs ‘shall use‘loca} resadgce’
_ and referral se, ces. *In communities where thgte;ﬁre '
.~ = . no resource and referral’ agencies, altetnatiye payfiént,’
' programs shall provide the’ following support serzicab
L - o .m 'f ‘.

1. Info“n
informed choices

“w

K ' tion for providers

o , o R ARt S ‘@f;
. e . O ) S B RSN N S e
- . . . . e 2 . R . LS
- . . . , ) K S R : L . o . : A S
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‘ . 1100 ALTERNATIVE PAYMENT GUIDELINES - Subsection:1101 (continued) A .

R

3. Parenting.informatioh

VI. Contractor's Administrative Cost

.'@" . o
v

‘ Admimstr&tive cost claims from alternative payment con-
tractors 3in ‘fiscal year 1982-83 shall.be twenty-five '
percent (25%) of the contract maximum, when-: sufficient
service has been provided to earn that amount, or actual
administrative costs,’ whichgver is§ less.’ '

.
N . : . N~
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1200 CONTRACT MANAGEMENT GUIDELRNES . . , 3
.v. ) * ; ) | o a
! o ' . . Ay . s *
‘ ’ I'. Maximum 'Earning Levels ' SR ‘o
‘ S % s o S L o
. . : ) _Child Care and Development Progrq‘ms provide child - ;
v ' S deve"lopment services to gertffied families pursuant to a

&l

. local agreement (contract) with the Departmeat of [Educa-
tion, "Office of C d Developmgnt. These local agree—
ments provide for a maxdimum. funding amount, yreferred to

® ' @ as maximum reimbursable amount (MRA), that the local

agency may earn through the’ provision of child develop-
ment services tdWcertified fanilies. 1In no case may

. - reimburgement exceed the maximum reimfursable amount. -

. : 4 [ R

Reimbursement for School-Age Parenting and Infant

! ' Development Programs is Pased on a maximum unit. rate

1 ' : as est&lished in the Funding Terms and Conditions or ..
actual and allowable net costs, whichever. is, less, but

T ‘ " in no casey may reimbursehent -exceed the maXimum

' ' reimbwrsable amount indicated in the local agreement. X

Bl
1,

.
ieimbursement for special proﬁrams for the severely ¢
handjcapped is bgsed on a maximum rate per child hour “f
{ attendance as established in the Ibcal agreement or
b actual and allowabl'! met’ costs, whichever is less. In'mno
case mgy reimbursement exceed ghe maximum reimbursable

- , 4. . “amount noted in the lpcal agreement. ‘ "

.
Reimbursement for abunty welfare departments is based on
» a maximum rate per child hour of attendance as .estab-

v lished in the local agreement or .actual and allowable net -
costg, whichever is less, minus any parent fees received’
from the certified families. In no case may reimburse-
ment exceed the maximum reimbursable amount.

Reimbursement for resource and referral programs is based
on actual and allowable net costs or maximum reimburse~
able‘amount, whichever is less.

.R%imbursement for all other child development programs is”
based on enrollment and reimbursable costs. Redmbuxse-:
men@ is limited to the least wf the following:

o .
_ 4 A. Maximum reimbursable amount minus parent fees
‘.,+' : @ ‘received from certified families
¢ Be Actual and allowable net costs per child day of
. enrollment for certffied children minus parent fees
e ) - received from certified families

° - . o
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» . . ' #A\
Maximum rate per child day of enrollment as specified
in the local agreement, multiplied by total certified
_ child days of enrollment, minus parent fees eived
. from certified £amilies S
‘Parent:fees may be earﬂed
vice beyand that required to earnsthe cont-ract maximum,

-

« II.* Actual and Allowable Net eosts'

a
*

. Actual and allowable net costs are the balance -of total
program costs remaining after restrictedrprogram income ’
. and nonreimbursab].e expenditures have been. deducted.
. . " ‘ L d
JIII. 'Res-tricted Prq&am Income :

When a donor or grantor restri(:ts the use of donated *
funds to goods or services normally reimbursable by SDE,
such funds are defined as restricted program income.
Such funds ar'e dedpcted from total program costs before
determining actual and allgwable net tosts. Therefore,
®ese funds should not be reported until there is an
of f-s@tting cost or obligation reported. Réstricted
program income includes, but is not limi%ed to, child

. gare food subsidy, rent subsidy, and revenue sharing
funds. . :

. % €

® > ' )
IV, Other Restricted. Income e
‘ Other restricted income is i'ncome received by the agency
' n whigh the donor or grantor restricts the use of the
funds to costs that are not reimbursable with local
€3 agreement §unds. An example if funds donated for thef;
"~ purehase of nonreimbursable capital outlay items._ Other
® restricted. incom% is not deducted from total program
costs; therefore, thefontractor n# report such income.
mt eithei)the time of receipt. or .at the time ¢that
expenses are incurre. . ¥ .
v o, ‘ e * . )
Nonrestricted Income 3 . 2
. Y . “ [N
Uhen the donor on grantor places.no restrictions on tﬂe
use of donated nds, su¢h funds are de Pned as’ nonre-
stricted incf)me. Nonrestric’ed iftome ¥s no§. deducted .
from the total program costs, and* therefore nay bé ’
.reported either at the time of receip‘ or expenditure.

. p .

v

] ¢ .
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. . 1200 CONTRACT MANAGEMENT GUIDELINES (Continued)

VI. Nonreimbursableﬁcosts

1 Nonn@imbursable costs are costs that are not reimbursable
by the State. The Department. of Education will deduct
nonreimbursable costs from total program costs prior to
determining actual and allowable” net costs. The Depart—
-ment of Education has adopted the cost principles con-

~tained in 34 Code of Federal Regulations (CFR), Part 74
and in Office of Management and Budget Circular A-122,
with some modifications. In any case in which the local

s ' ° agreement or the Funding Terms and Condition$ are

- in conflict with 34 CFR Part 74 or OMB Circular A-122,

- -the provisions of the local agreement shall governs

VII. Child Develophent.Fond and Order of Expenditures

s The chﬂ&d development fund and the order of expenditures
- are controlled by Section 17906 of the California
. Ad)?nlstrative Code, ‘Title 5. . ) ‘ .
. VIII. flicts of Interest ° " .

v

The local aggeement requires that governing boards
conduct business “at ‘armM¥f length.” This means that the .
individual board members, key eémployees of the board, or
L the family of either a board member or a key employee of
. the board shall not profit or benefit Because of any
board action. The policy on conflicts of interest is
described in Funding. Terms and Conditions. :

IX. Depreciation and ‘Use Allowance

Compensation for‘the use of property or equipment owned
‘ by the contractor is through application of depreciation
. or -4 use allowance. (Note: Rent is not an allowable
claim for owned property ) A depreciation or use allow-
ance may be cldimed for owned property, except in the

d following instances: '

Assets ate acquired .with public funds.
Assets are donated.

Assets are purchased with donated funds.

>

Taxes, necessary insurggee, and maintenance may be
claimed in addition td depreciation or a use allowance.

. M P [} . » - . ) . (
. . J

il
0
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1200 CONTRACT MANAGEMENT GUIDELINES (Continued)

”

5bhild,development contractors must maintain adequate

Child Development Guidelines
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records with respect to acquisition cost and may not
claim depreciation or use allowance without such records.

A.

Depreciation ; : 3 ) . .

The amount of the annual claim for depreciation is
determined by dividing the acquisition cost (less any

.residual value) by the estimated useful life of the -

asset. Example: A piece of equipment costs $1,100

and is expepted to last for ten years. The estimated. -

value of -the equipment at the end of ten years is
$100. To find the yearly depreciation value, the ¢
residual value ($100) is subtracted from the acquisi-
tion cost ($1,100). The resulting. figure (§1,000) is
then divided by the life expectancy (10 years)

The life expectancy, or period of useful service, is
the peiod that starts with the date of acquisition
and ends on the date the asset is fully depreciated.

- . The length of this period should be estimated accu-

..The usewﬂl owance for buildings and improvements willif°
be computed at an annual - rate not exceeding 2 percent °

rately and realistically. The estimate should
reflect consideration of the type of construction,
the nature of equipment used, and the renewal or
replacement policies followed for individual items or
classes of assets involved.

Depreciation cannot be claimed on any asset considered
to be fully depreciated. {

Use Allowance

A reasonable use allowance may be negotiated with the
Department of Educatidn for assets which have been
fully depreciated. "The cost of the facility or item.
involved, the estimated usefyl life remaining at the
timé of negotiation, th qgual :replacement policy
followed, the effect of! ny increased maintenanc&‘ ’
charges or .decreased eff}cfency-du@ to age, and any
other facgors pertipent £Lo the, utilization of the
facili uld be considered ih negotiations. Co

of the ori;inal acquisitlon cost. The'use allowance
for equiﬂhent will be computed at an annual rate not
exceeding.6 -2/3 percent of the original acquisitlon
cost of usable equipment, f; .

L4
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Capital Outlay

Capital outlay expenditures'for sites, buildings and
building improvements, building fixtures, " and service
systems are reimbursable only as depreciation or use
allowance.

Capital outlay’expenditures for which the purchase cost

may be claimed from local agreement . funds are: o
» s e -
A.  Instructional items that are used by ‘the staff and/or

"the children enrolled<in the child development
~ program’ A :

o . : A -
Items of cl&ssroom furniture and other equipment
essential to ‘the operation of the program

B.®

Agencies wishing: to’ purchase equipment with local agree-
ment funds are to submit a “Request for ‘Approval of
Equipment” (Form CD-2703) prior to purchasing items of
equipment over $500.. The Office ‘of Child Development
will act on the request and return the request form
either approved or disapproved within fifteen (15)
working days of its receipt in the office of Child
Development. :

The Office of Surplus Property maintains a. large inven—
tory of 1tems "that are useful for child development
programs. Office, classroom, and playground equipment
are ‘all available at reasonablé cost. Contractors
seeking approval from the Office of Child Development to

’ use : local agreement funds to purchase program—related

classroom or office furniture and equipment are required
to‘certify that they have contacted the Office of Surplus,
‘PvOperty & determine whether the needed item of equip-
ment is available. This rejuirement is not applicable to
resourceland referral agencies or other contractors who

" are legally ineligible to purchase surplus property.

i

“The contractor is to maintain an inventory of all
‘equipment purchased if contract funds were used.
inveanry should 1nc1ude aka minimum.

The

-The purchase‘date .

i , ‘
'Total.acqulsition cast| (purchase price, less dis—
.counts, plus tranSportation, sal'les taxes, set—-up
.costs, etc.) including percentage of contract funds
used to acquire the equipment

B.
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— ke " : A 4 . . -- _ . I
O R o ﬂodel or serial number of the equipment W:rAf_ e
. \. . .. . . f’ . . . .‘ B - L ?‘
. - ..De Physical locatlon of the prqperty
. . ' e . .
- 1If, upon terminatlon of the 1o al agreeme t - .con-¢ o
) ... tractor wishes to’ contlnue using‘the!eqdiment " the '
';g_;-, contractor must reﬁuest written authorlzanion from the
e Office of _Child Developﬁent. If writtgp authorization is

: granted_ the contractor will be requ&fed to compensate
;u\ the -state for the state s share of the cost.:'f
g i XI. Indlrect Costs L ;1“; W,f j. R ”;';3ﬂvmal“gg

- -\,,4 B . . .‘_.' L 1 . ¥ -";._.;'.' . ) ‘ B L
<+ - 1If a contractof operates multiple programs through ‘

v ”,5J various. grants and contracts, there ‘may be adminiqtrative‘
sand general expenses not eas11y assignable to one spe— . :
cific program. .A contracter may, tperefore,'establish an-
indirect cost rate and ‘apply the ra -against all pro=)-’
/ ‘grams operated 'by- the: . contractor. ost allocation:: -
‘plan,  in conformity . with Circular A-1 32 p&%llshed by‘the.,

Federal” Office of. Manag3@=” “Budget, must be. onafile.u
(6T r igzigy the 5

ud¥tor. fore the endff
3fS must - submit forms

'B{’ation for approval of -
g yedSuch rate may” npt excee
LR
‘G

v 8

. . .'with the contractor and "
' _ ! Department of Education
. y ., 'of.the contract period ‘
, provﬁded by the. Depar1 I
> " the indirect cost rate%
o - 8 percént. School dist&iu;
# . i. . of schgols may claim 3 J
SR 'restri ed indirect . coRRTIEE:
¢ - .‘,-4-estahlish indirect cost%.--'f‘
-4 . -', - Assistange Bugpau or. thd
. .| . s -Contrictors myst verify |
= h [ are reimb%rsable through

county supﬁrlntendents*

Y .

' StartLUp-Costs

2

R

Start-up costs are !hose one—t;me—only’tosts
-with the stafting or,expanding of a child dej

program due toﬂinitiatipn of. or an increasei
- of- the local agreement and may rnclude*




... D. Purchase of a read

" supplies - N
. N
o - o N
A : E. Purchase of’an'in gal premium for insurancev v
g e : ' :Contractors may spendi‘f":l, to 15 percent of ‘their local

agreement amount (on&_ 'percent of expansion funds,.
whichever is less) For tart-up-costs.”: 1f all or part of
the 15 percent allngb e, Start—up ion: is needed and
spent ‘in- the five_»ergﬁ‘:;

H} . .*, CL -not have 'to be thfbugh rﬁe-p o%ision of ser—
S N vices. . If, howew y'geither .needs nor chooses
cTE e " T to claim any of A rt—up ‘portion of its

S + " local agreement of g, the full seryice

';; R *,;_,v o ‘,requirement must - bf _h,‘ ADE- level" indicated’ on
:Lf}:. SRR : y;~‘thgﬂlocal agreemepf;, Picosts must be incurred
L SRR prior to the,ittainmuqv enrollment, i.e., re-
e o SR . duired ADE, ‘and may ng 130 days: for migrant
Foo : ‘f'g-gﬁ#‘ e programs and 60 days fo other programs. ’
ol XIII. Adjustment Factorh 9" ildren withvSpecial Needs
E W o+ .In order to -re ditional eXpense of serving
R - children with&p lfneeds the provider agency s
g reported ¢h .é*. ¥ of enrollment for -these children
. y o - " shall be mdl&f¥¥ied by the adjustpent,factors listed
P R . below R . .o
L e \ 3 Y * Y et
G e L
3w T $ These adjuStment factors shall apply only to those
" ‘vf'fg‘::V:‘" % ‘ meograms whose assigned reimbursement rates are at or
TR I _F' ¢ - Pelow thﬁv h'ndard reimbursement rate.
" ‘ e 4" "‘,, ‘--- o ' ;' % coTy . ,4 - .
" e ¢ . o
B - . A. For s -to 2 years of age the adjustment factor
0 AL S shall "be. 1.3, : - S
ok . o 2 -

ped- children to 14 years of age the
actor sHall be } 1o .

¢ Co., Fora, ildren enrolled in. programs for the severely
-4  ha 'capped the adjustment factor shall be 1.3.
. Do For children to age ‘14 at risk of neglect, abuse, or
','°exploitation the~adjustment factor ‘shall be l.1.

E. . For kimited—English speaking and non—English—speaking
. children age 2 thvough kindergarten the adjustment
‘factor shall be. l. 1.‘_:“

‘.‘ . ot
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o

Use of thesevadjustment*factorEJShall]not increase the
provider agenéy's'total annual'allocation;

Days of enrollment for children having more than one

'_Special’need shall not be reported under more ‘than one of

the above categories.

e A . e

Contract Amendments and Budget Revision

A local agreement may be amended to modify any local
' agreement provision, including an increase or decrease in

one or more. of the following

'

A. The funding amount

“B. " The mimimum days of operation

Ce The ‘minimum average daily ebrollment

D. fThe maximum daily rate. pernchild per day of full—time o

enrollment e . Y

A.Budget revision'involveS'g transfer of budgeted amounts

ameng the various'account line items. A budget revision
cannot be used ‘to change the total amount of . the local

. agreement, Prior approval from the Department of Educa-
‘tion is not required for a budget revision, but the

contractor shall provide for the assigned state consul-
tant. a copy of the revised budget within thirty (3Q) days
of a budget revision. S L

@
A

Noncompliance

’

Certification of compliance with applicable laws, rules, .

and regulations is required on a monthly ‘basis. Noncom-
pliance with contract provisions,. and/or failure to
submit certification of compliance at any time during _
the funding period may serve as a basis for thé Depart-
ment of Education to terminate the local agreement or for

‘a reduction in of withholding of reimbursements.

-Reimbureement,ﬁimited to Costs'for Eligible:Children

Local agreement'funds may not be used to pay any portion

of the cost of care for families“who do not meet state
eligibility-criteria. - The costs of serving noneligible
children must be paid directly by the family or from .
other lpcal r#sources. .

»

67 . &/
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< - XVII. ,Enrollment and Attendance Accounting

All contractors are to maintain sign-in sign—-out sheets
as a primary source document for audit and reimbursement
purposes.| ; K )

All children whether the chrld care is nonsubsidized or .
stdte" subsidized, should be signed in and out. Parents,
parents' designees, and others who bring childi\g to tﬁef‘
child development program are to sign them in out
daily on their arrivals and departures. The parent's
initials are sufficient. Exact times of arrival and-
departure should be recorded. Staff members should sign
the children in and out daily if the children arrive at ,
”\\ *  and depart- from the program by other means and are not - .
T accompanied by parent or- parent's designees. In addition,
// \\ form CD-9400, "Enrollment - and Attendance Register for
’ Child Development Programs,” or a’ comparable state- .
approved form or system is required to‘Provide an audit-
able record of days of operation, child days/hours of
enrollment, and child days/hours ‘of attendance. Current
enrollment and certification records are to be maintained:
5,3.; - - by all child development contractors. o .

Verification of excused absences in the form of state-
ments signed by either a staff member, a; drent, or a
doctor are to be maintained by the - agency as. the primary '
source document for .audit purposes.: -

" ) ' . Parents or guardians may be telephoned ‘to ascertain the_'
L ' reasons for absences.. Such calls should be made by -the
child's teacher, teacher assistant, or. other authorized
staff member. The reasons for. absences are to be noted,
signed by the staff person who made the. call and kept on
file for future audit purposes._ : . :

hed

_XVIII...Fiscal Reports :'

. All general chiLd development contractors, Alternative
Payment and Resource and Referral programs will report
" five (5) times during the year. on-Form CD-9500; School-
Age Parenting and Infant Developméht Programs will report -
five (5) times during the year on Form CD~6507; Special
Programs . "for the Séverely Handicapped ‘will report five’
(5) times‘during the ydlir on Form CD-1400; Campus ®hild -
Care “and Development Programg will report five (5) times.
* during the year ¢n Form CD-9500b; Migrant Child Care and -
4 p . _ Development Programs will. report monthly on Form CcD-9500 °
. S 1 . _Mig., State Preschool Programs will report ‘five (5) times ‘

Child Development Guidelines - = | v6.3
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B

AR ﬁ during the year on Form CD—8200. All programs will
' provide a monthly cert1f1cation stabement of contract"
- “compliance. y . x.: >

. .
'8

The fitfst report is to:be submitted fo the months of -
July, August, and September and is duet?ﬁﬁtgg foice

of. Child Development on, October’ 15. 'The second report is

.'to be submitted. for the months of Oectober, November, and -
. December and_is die in the Office of Child Deyvelopment on -
_ January.15.- third report is to be submitted for the

‘ months of Jan§§§§ and February and is due in the Qffice
. . N , Child Development on March 15. The fourth report, for
S I o ,the month of March, is due’ in: the Office of Chikngevel-‘

_ - . ) . . opment on April 15. Theé fifth report, for the monthsd of <

. "}, . Apyil, May and June, is due “in the Office of Child

N S Development on July 15.. The regular monthly appdrtion— =

: ' men% may be ‘reduced up to-fifty percent (50%) if 'the .

f.;t fiscal report is not_ recéived in the Office of Child -t
: j\wDevelopment within five (5) calendar days of the due

, . - date. " Prior notice of a reduction will initially be  ""..
‘. L A4 ;',_ given by the Office of .Child Development by telephone -

o - e and will be followed by ‘a wr1tten notice. :

bl

. L o °~ XIX. Shbcontracts e
‘ AlL,subcontracts (with the exception of ‘those exempted
.~ in Section .XIX C. ) in excess of ‘five thousand dollars
- ($5,000) are to be submitted for prior written approval
to the .Office of Child Development if the conttactor is
requesting reimbursement from the State. Re1mbursement
4 e will be ‘within the maximum contract ‘amount. "

A. A subcontract will not - be approved if it does not
"make’ adequate provision for items one through
thirteen below.

2

i

A

1. The subcontract must have a beginning and: ending
-date.. The beginn1ng date must not be prior to:
the beginning date of the local agreement with °
~the State. The ending date should not éxtend
‘beyond* the ‘ending date of the local agreement
with the State. . o .

b >

» . . . . . C -

AR ; 2. All subcontractsfare Subject to audit.\

-

3. A specific’ d911ar amount must. be stated in the

- - o ' .. . subcontract (or an amount not’ to exceed a n
Cooe o . maximum dollar amount). Costﬂplus-a-percentage—

' N | | ' ", of-cost subcontracts will not be approved., -
s, ,._". | A SEER S _ )

Child Development-Guidelines 3 69 - R
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.', » o | B L 44. The. specific'service(s) being-purchased or being
: - T : * provided by the’ subcontractor must be clearly o
) identified. : : _ o o
. R - Q ' : . ' v -
iy . 5.? The responsibilities of the contractor and the }
A 1Y : subcontractor must be clearly identified

. - . " 6. The subcontractor must agree to indemnify and
o " save harmless th& State of California and iEf/
‘officers, agents and employees from any and all
claims-and losses o&curring or resulting t3 .any .
> ' and all contractors,. subcontractors, material-
men, laborers; and any dther. person, fifm .or
L coéorporation furnishing or -supplying work
S B I - services, materials, or. supplies in connection
' o with the performance of .the’ subcontract, and
‘from any and all claims and losses. occurring or
resulting to any person,. firm, dr corporation
that may be injured or. damaged by the subcon-
tractor in the performance of the subcontract..

!

7 The subcontractor and the- agents and employees o
h of the subcontractor in the performance of. the e
"subcontract, are acting in an independent. = - 7‘
capacity and not as-<officers or. employees or
agents of - the State of California.
8. No alteration or. variation of ghe terms of the '
- _ S » ; - gubcontract shall be valid- unlgss made in s
e S i “writing and signed by ghe contractor. ‘and the -
R ' O . subcontractor, and no- oral understanding or
‘agreement, not. incorporated in the subcontract
. : , - shall be binding ‘on either party to the_
. : 1.0 subcontract.l,: .
o ) _ o 9, The subcontractor must maintain (or provide to RS
B ' ~ your agency) records for program review, evalu--i‘
- ation, awdit and/or other purposés and make them
‘available to ghe ‘agents of the Stdte. - Such.
‘records shall be. maintained for a minimum of
five (5) years.- ' T S

10. ‘The Fair Employment Practices Addendum must be
attached to, referenced in and considered part
of the subcongract.. :

co

Y, o : . .11, Subcont\aets in excess of $10 000 shall describe
o . the remedies for violation or breach of contract
T o and shall contain_termination clauses. : ".'»"‘
. s : s ' ' .
Child:Developmwnt_cdidelines o N f70 P ég()f' | '\’;f o
R N
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» . ' — Fiu . R @&
Tf-:v 1. : 12. Title ti _ahy equipment or supplies purchased
4o ' with state funds rests with the subcontractor
‘only so long as the: subcontract is in effect.
Upon termination -of the subcontract title.to
) _ . all equipment and remaining. supplies shall
v 1 - Lo revert: to the” conf&actor. The purchase of any .
' ' v : unit of . equipment costing more than $500 and/or .
Lot . having a useful life. expectancy of two years or.
. " . more and.purchased with state funds shall have _
: " ‘prior written authorization from the contnactor' w';

S o ._and the, state. SR R S
.. C - " 4 . . L ' ) . .\_-. . . -
' N 13. Any ndments or alterations ‘are subject
. e o ‘~ - to review and approval by ‘the Department of
' Education.

|4

B. The. following itends are suggestions for inclusion,
in subcontracts to protect the, 1nterests of the
contractor. - o ;-

1. Funding (final approval) of the subcontract _
S . : - *  should be made subject to the" appropriation and -
S T s . . availability of funds frem the Department of
. L R o P ' -_Education. el oo

¢ C

L2 All subcontracts ghould contafn a; prbvision that

. the Subcontra&tbr is Piable for. any audit. \
exception eause% by,. Qr. as a’ reSult of tife RTERN

" subcontractor's lacks of performance as f%quired

. P .+ by th(ﬂ)contracts e I .

i » ‘ ;5“2?- “fqgi ) . 3o The Subcontract should provide that the subcon3~'
oo 30 o tractor and: his or het agents and employeess in
PN -k--. S .+ .. the performance of the subc tract’ are acting., '
- T ' © - ., in an dndependent capacity ‘and not as agents orﬂ G
A : o § - employees of ‘the prime contractor.

o

_ Lo 4,‘;Subcontracts 1in excess ofi $5, 000@% ouMl. not” L
R T ‘ become effective and binding on either the pri k2

‘ : ‘ contractor orithe subcontractor uﬁtil approged ? »

s in writing by “the Departmentﬂof Edgs ation: and ”Zg\

any work’ performed by the subcontr tor prior tg/ifﬂ{_

the date of such approval by«the Department of* A

. . Lo ) .Education shall not- be used as a claim agaiBst ‘

CEEE o - o ..Jthe state, ) N o . L “ S
o a ' 5. The consideration paid to the subcontracto _— '
" ".provided in.the subcontract, ghOuld*be st-ﬁ

.. R . e ~.-' be full compensation for all of the subcon ' ctor‘s
Child D,evelopment Guidelines RN S o C 8 | f% .
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v €

| L - expenses incurred in the performance of the ‘
: subcontract. c ‘ o RS

- ' . ‘While theiexact,wording of .any of the above subecon- . . -
’  tract provisions are subject to local variation, it

R is-important that provisions one through thirteen of

‘ . Section XIX A be included in all subcontracts.~ B

.-

2

L3

Exempt Subcontracts - Coe L

el
o ® -

o _ _ . , - The following types of subcontracts will not require f»f
Je L " prior written adthorization from the State Department""
‘ - R R o .of Education.f' D '

1. Subcontracts for ‘audit-or bookkeeping services
: ) ”qu Suhpontracts for janitorial or. grounds
o : Ceor '.maintenance service o o ‘"

T

"‘3,3 Employment contracts, i e., teacher contracts

4. Subcontracts for child development service when‘:.
-the prime contractor is a publi& agency 9; o '

Subcontracts_ of - alternative payment agencies ;b’_ »
with service providers o

‘5.@_4%

)

qﬁ Subcontracts for. food services {f the contractor"-’“'
2 ‘does not have’ a food service .a eement. with the :
SDE s 0ffice of Child Nutrition Serv1ces ' '

N
R s

" No- subcontract shall in any way relieve the con£rac- f:i
- tor of any responsibility for performance under this '
Tt contract. . . N

. ot B . \J =
~ - : . VEL
K . L o

O XX. Reasonable and NeceSsary'Costg L, e
v 'l . - . ,'Chlld care and development COntractors are reimbursed for
‘ " -“dctual and allowable costs.. Actual costs are limited to-
.expenses which are considered reasonable and necessary -

“for providing gervices to families who aré eligible for
Fistate subsidized child development services.‘ o L
fA cost is considered reasonable and necessary if it does _

] . not exceed ‘what would be incurred by .an ordinarily < -
L S . prudent person in the conduct of ‘a competitiVe:business. .

‘ ) - - The ‘reasonableness "of any specific costs . must be scruti- _
R B nized with’ particular care fbr transactions or expenses .

) . L e
. . A . .

© e I, . o c, . : "

‘.Child Development Guidelipesé .,f" - ‘7§J 2322 : : , l_, N 1‘._ :v "{%
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)

IS
-

L . 1nvolving parties, firms, or separate busiﬂéss entities
.+ which may not be subject to the restraints of competi-

1 .~ ‘tion. What is reasonable depends upon a variety of

-considerations, including: - S

A. Whether the cost is of a type‘generally’recogniaed.a
as ordinary and necessary for the conduct of the
contractor's business

B. The restraints or requirements 1mposedlby generally
‘ accepted sound business: practices, arm's length - :
‘- t . bargaining, state laws apd regulations, and contract -
‘ S : terms and speciflcations st
i T Ye
C. The action that prudent business people would take/in
the circumstances considering -their responsibildties
~ to the owners: of the busiﬁg s, the employees the
customers, the governmenty and the public a(’large

IS XXI._?Fiscal Accounting

. An accounting system is a method of keeping track of
. : ) income and expenditures for ‘fiscal management purposes.
' S - . *" i The system used (cash, -accrual, modified accrual) should
- ' be easily understobd by and be accessible to the people

‘in the organization who have responsibility for cpntract
performance. The accounting system (including any - -
necessary ledgers) should be set up in such a way that

. : the director and board members.know at any time, and
N ’ without the assistance of an accountant, how much haS'”
S been spent for any line item and the amounts payable.
The director and board members should also be able to
- project through- the end of the fiscal year what addi-
- - tienal funds, if any, will be nheeded for any line item.

- Regardless of the system used, all costs are to be

» _ accrued on June 30, !

3

XXII. Operational Budget _ w'l

The operational budget should not be confused with the
contract budget which is a part of the child:care and

\ development contract. The operational budget developed
by the ‘contractor should include anticipated income from
all sources,-both OCD and local, and all projected

. expenditures. It should be set up in such-a way that the
program director can readily compare the pattern of
actual expenditures wipth the operational budget pnd make
adjustments ‘throughout the contract period as ngeded

Child Developmeat Guidelines . . . 73 . é?éi'
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This is particularly important in the third and fourth "
quarters so fhat actﬁ!l exﬂ%nditures will na@ exceed
‘total .inceme. . o . .
. 3-: : Lo "u‘ ) 4 ﬁr v.';-,
Anticipated income may include but is. not limited to:
. L 4
A. Apportionments from_the Office of Child Development .
. B, Reimbursement from the Child Care Food and Nutrition
" Program’ (Restricted Program Income)
\ L . o
) C. County'Maintenance of Effort Finds @ -»
- / ) !
{ » D. Revenue Sharing Funds (Restricted gfogﬁam I*come)
. i 4 . N »
. & -
* YE. Parent Fees : . T
] F. Rent Subsidy Funds (Restricted.Prqgram Income) (5
‘e , . ) ]
’ G. United Way Funds '
. ) _ L 3 .
° ﬁi Donations and Grants . . * _
s XXIII. Administrative Appeal : o ‘
. In most instances, appeals from local contractors may be
expeditiously resolved through an administrative appeal
* : _ to the 0ffice of Child DgyelOpment. ~
The process for such an aninistrative appeal, which
precedes the formal appealgprocess described. in Education
”Code Section 8402 et seg., ‘involves three steps T (
L o A. Submit a letter to the Office of Child Development
' ~ consultant assigned to your prbgram which describes
. the problem and contains all. relevant documentation
1 ~of the issue that\is being appealed, and clearly
_ - indicate that the jatter is being referred for
- < . administrative revifew.
. R o
| .- B. The Office of Child'Development consultant will
’ review relevant fact® of the appeal, make 'a recom
. v mendation,,and refer the matter to the Office of
. ;. - .Child Development management group. The administra-
A 4 .tive group will review the matter and all relevant
.» .. documentation and make a decision. If additional
1. : -information is required, the individual who asked
R ¢ . : for the appeal will ‘be called bﬁ’the regional .
‘ ‘% | administrator, = . ‘

Child Deve10pment-§;cuidelines _ T4 4
| S | RN | .
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from the program consultant.

Issues referred for édministrative appeal-wili be

) ‘ receipt of the %appeal letter in tf\e office of Child
Development.

If a contractor wishes to undertake a.more formal

. appeal, Secti®n B402 et seq.-of the Education Code

| : provides for a hearing conducted by the State Offlce
" of Administrative Hearings. "

P
L ]

N . . .
- . . ' S e
A

;s " 85

“Child DeveloPEcnt Guidelines

O

C. Notification of the decision’ w111 be made 1n a letter

. resolved within a fifteen (15) day period from the . .

4™

(RN
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' Other -Publications Available from the Department of Education o
"Nl Child Dev: clupmwu Pruqram Guidelines is one 0fappr0x1matcly 500 publications thal are available

. 718 [rom7he al([ornm State Department of qucatlon Some of the more recent publications or those
4+ most widelwawsed ate the following:

\mum.mﬂ“\/)dl.m Education Handbook (1982) ) . : $1.50
Bllqu,nLI,rm,r,nm Policy, and Assessment Issues (1980) . R ’ ' 332§
Catfo gw Private School Directory . . . 9.00
/. C(aty -Public School Directory 12.50
gt W LZEvelopment Program Administrative Manual (In binder) (1981) . 22.50
s C Iﬂl; UL-{Llomem Program Directory (1980) 4.00
o C l)v.:\ulupmunl Program Guidelines (1983) RN
(hrlcf«nuulupmunt Progrant’ Quality Review (T982) , 125
. Curikédtam Design: for Pafenthood  Bducation (1982) -4.00
(‘ ' ,l)m.h,s\wn Guide Tor the Calilornia School Improvement Program (|978) o 1.50%+
District Master Plan for School Improvement (1979) 1.50*
Education of Gilted and Talented Pupils (1979) Tl s 2.50
Fstablishing School Site Couneils: 1he California Schoal Impm\umnl l’rog_mm (1977) oo 1.50*+
Forcign Language Framework tor California Rublic Sehools (1980) X . - 2,50 -
. Guude to School and Community Action (1981) . 1.5
Handbook lor l’l.nnnmb an Effeetive Mathematies Program (19)(7) ) 2.00*

Handbook for Planning an Effective Reading Program ([983)
Handbook for Planning an Elfcctive Writing Program (1983)
Handicapped Infant and Preschool Children: Program Guidelines (1981)

50*
50+

1919019 —
2

History  Social Science Framework for California Public Schools (1981) t
Improving the’ Human Environmdnt of Schools (4979) ’ 2.50
Improving Writing ‘in California Public Schools: Problems and Solutions (1983) . ) 2.00
Matheratics Framework Tor California Public Schools. with 1980 Addendum (1982) 2.00
Monograph on Statl Development (1980) ) ’ i 1.5¢0-
New Fraom Speciad Fducation: Calitornia™s Master l’l.m ln Aulmn (1980) C2.00 S
Pedestrian Rules of 1the Road in Calitornia - Primary Tdition- (1980) : 1.50 :
Physical Performance Fest tor Calilornia, Revised I:dition (1982) ) 1.50 ‘
' Planning for Multicultural Education as a Part of School lmpmu.m;nl (1979) . s 1.25*
Planning -Handbook (197%) - ' 1.50*
Preschool Program Guidelines (1983) : ’ 270
" Putting 1t Together with Parents (1979) ' : . : 85t
Raising Expectations: Model Graduation Ruqummunls (1983) . ) . 275
Reading Framewark for California Public Schools (1950) ) 1.75
Relationship Between Nutrition and Student Achievement, Behavior. and Health (I‘)XO) <400 "
Scienee Education for the 1980s (1982) - . . 2.00%
. Science Framework for California Public Schools (1978) 1.65
School Improvement:: Making California Education Better (brochurel (£982) NC*
. Statements-on Competencies i Foglish and Mathematies Expected ol Ebhterjng Freshmen (1952) 2.50
. Student Achiesement in Calilornia Schools . R 2.00
N : Students” Rights and Responsibilities Handbook (I‘)K()) ’ ' . ' 1.50+
R " Teaching About ‘Sexually T ransmitted” Discases (1980) ‘ o . 1.6s
A Toward More Human Schools (1981) : ' _ 1.75
Visual and Performing Arts Framework tor California Public Schools (1982) 335
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