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100 INTRODUCTION

The State.Departmqnt of Education's (SDE) Office of Child Develop-
ment (OCD) has the responsibility for administering a variety of
programs for children. 1 programs, while possessing different
titles which often refer their original legislative designation,
fall into one of two categ ries: (1)'child care and development
service' programs; or (2) preschool programs. These guidelines
cover those child care and development programs which provide child
care and develdpment services. Each child care,sand development
program described herein 'reflects legislative acknowledgement of a
need'to be met and of specific child populat'i'ons to be served in
California.

A.child care and development program is defined as a group of child
'care and development services provided for a period of-less than
24 hours a day by publieor 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.

California has a long history of providing child care services,
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 cenper services, and the programs were
initially operated exclusively:by school districts and offices of
county superintendents of schools:i

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 child development as
including an educational component. Child care and development
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 ITe'included
as an integral part of the services that are offered.

An addition4l purpose df child care and development prog 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-

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

Child Developmen6Cuidelinet
1
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joa INTRODUCTION (continued)

family stress situations. Similarly, child care,Ad Aevelopment
services are made. available to incapacitateS7parents whO cannot
give adequate care to their childrenwithout,assistance.

In summary, with the advent bf the Child, Development Act and legis-
lation in !ubsequent years, the State Departmentof Education
(1) assumed for the administration of the+domm4nity7
basedprograms; (2) rovided funds to county welfare departments
for ongoing child care needs; (3) continued to administer the chil-
dren's center programs;. an .(4) expandedchilddevelopment prograts
to include innovative demonstration programs to meet specific child
care needs.

Child.bevelopment Guidelines
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200 STATE ADMINISTRATION - Stbsections201 and 202

2011 Administrative gesPonsibility

4.-

The State Legislature has designated the Department of Education as

1

the state agency responsible for the development, promotion, and
administration of child care and development aervices (Education
Code Section 8206).

Among specific responsibilities assigned to the Department of
Education are:

I. Adoption of Rules and Regulations

Adoption of rules and regulations pursuant to the adMinis7
,tration of'child Care and development services (Education'
Code Sections 8260, 8261).

Development and Coordination.

Development and coordination of resources,- provision of
technical assistance, and program monitoring (Education Codes
'Section 8260).

..Delivery of Child Care and Development Services

Delivery of child .care and_ development services through

io ,agreetents with'iocal agencies (Education Code Sec -

'tion'8262).

IV.Licensuie

7 Idderisure (utider agreement with the State Department of
SocialServiCes4Community Carej,icensin0Af all group
facilities. under contract.: with thepepaient of Education

, . . ,for.provision of child care and,deVelopment unless

they are, by the licensing agency r exempted
:fromlicensure,(Educarion Code Section 82:62). .c

Apportionment of State Support

.Apportionment of, state support for child:caiean develop-

-01ent programs (EduCation.,:Code Sections 8265,82 , 8269).

2021 Child Care 'and "DeVelopment Programs
. .

Child care and development services in facilities licensed pur-
suant to the California Health and Safety Code. are offered to
Children 0.16e ages'. range from birth to fourteen years. An excep-
tion to the maximum age limitation does occur in seven programs

1

:Child peVelOpritent Guide4nes



200 STATE ADMINAIRATION - Subsection 202 (coaCinued)

2

which serve severely handicapped young people through age twenty-
one. Most of the children served are below school age, however.
The categories of the programs administered by the Office of Child
Development are general child care and development programs,
special programs, And the State Preschool Program.

I. General Child Care and Development 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
add Development Programs; Campus Child Care and Development
Programs; School-Age Parent and Infant Development Programs;
Alternative Payment Programs; and Resource and Referral
Programs:

A. General Child Care and Development 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 Operated by a variety of private proprietary,
private nonprofit, and public agencies, including
county superintendents of schools, schooldistricts,'
county welfare departments., 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 the
year depending upon harvest activities in the area.

C. Campus Child Care. and Development Programs. Campus

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=

tion, they frequently serve as training sites for stu-
dents enrolled in child development programs at the
college or university. . These programs are similar to
the general child development programs described
previously..

'Child Development Guidelines



20Q STATE ADMINISTRATION - Subsection 202 (continal4r-

DC, School-Age Parent and Infant Development Programs. To
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 dat the participating high school for all inter-
ested students and is a requirement for school-age par-
ents with children enrolled in the child development.
program. A career development plan for each school-age
parent is also required. The child development program
frequentlytserves as a training medium for students
interested in a child care career.

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 licensed 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 4d 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 previodsly 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.

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.

B. Special Programs for Severely Handicapped. These pro-,,,*

grams serve children who are prbfoundly disabled and
who, because of the disability, cannot be servedln

Child Development Guidelines
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200 STATE ADMINISTRATION - Subsections 202 (continued) and 203

I

regular child care and development program. Among those

served by tliese programs are developmentally disabled
children, trainable mentally retarded children, autistic
children and seriously emotionally disturbed children
-who require intensive instruction and training.

C. State Preschool Career Incentive Program

1. The State Preschool Career Incentive Program is
unique in that it serves college students who are
employed as aides or teachers (or both) in the
State Preschool Program. It provides funds for
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-
lished annually, based on the availability of

funds.

2031 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.

Child Development Guidelines
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S
200 STATE ADMINISTRATION Subsection 204

204 Notice of Noncompliance

If, 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 to the 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.
If compliance is not accomplished in a timely fashion, how-
ever, the contract may be terminated or an apportionment
withheld.

rnfloNDevelopment Guidelines
7 17



300 CONTRACTS

3011 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.

3021 Application Procedures for Prospective Contractors.

I. Letters of Intent
Ater

A. The Office of Child Developkent 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 to:

Officeof'd4/4.DevelopMent
State Departme'ht 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:

A. Announce the availability of expansion fundsand,send
applications to all agencies and persons who have sub-
mitted letters of intent to operate a newprogram.
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.

A
P

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

Child DeVelopment Guidelines
8
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300 CONTRACTS --Subsection 302 (continued)
C I.

A

C. Inform the local applicant agency if the application
has been approved or dlsapproved.

D. Negotiate contracts with successful applicants, autho
rizing the - ,.agencies to develop and iMiAement.a'program

and to claim reimbursement for approved'expenditures.

Child Development Guidelines
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400 ELIGIBILITY

4011 Child Care and Development. Programs

Eligibility and need criteria described in this section apply
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 prescri6ed
by this chapter, such as United States citizenship, mhy be imposed
on applicant or recipient families. However, the governing board'or
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 served. (Education Code Section

8322)

I. Eligibility

Eligibility may be established by one of the following:

A. The parent(s) or child(ren) or both are current
rer¢ents of one of the following:

Aid to Families, with Dependent Children (AFDC)A . ,

2. Supplemental' Security' or:Htate Supple-

mental Program (SSP)

B. income eligible. For an'applicant family to be eligible,
gross monthly income must be at or below 84 percent
the state median income, adjusted for family size. In-

come eligibility is based on family size and the 4mount

of current gross monthly income earned by those family
members. For seasonally employed families, gross.monthly
income is the average monthly income for the prior 12
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

family members and the amount of family income have been
determined, eligibility may be established by reference

.to the family fee schedule; or

G. Eligible without regard to income.

Child Development Guidelines

1. Child development serviCts may be provided, regard-
less of the amount of fAmily income, to any family
referred because of a need for protective services,
pursuant to Section 401.II.A.

2. .Respurce and Referral services are available to all
families without regard to income.

10
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400 ELIGIBILITY -,Subsection 401 (continued)

II. Need

In addition ,CC: meeting one of the eligibility requirements
above, the family must also need' child development ser-
vices because of one.of the following conditions:

A. The child is abused or negletted or at risk of lbuse
or neglect and:

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'tp provide child protective services);
Or

2. Has a written referral from a. legal, medicalv or
'social-serviee agency which states that the child
is abused, neglected, or explbited, or at risk of
abuse, neglect, or exploitation; or

B. The parent OR caretaker* and any other adult counted in,
the family size is employed; or

C. The parent or caretaker and.any other adult counted in
the family size is seeking employment. The family's
.period of eligibility for this purpose is limited to 60
'ays during'the fiscal year; 'or

'D. The parent or caretaker and any other adult counted in
the family size is participating in vocational training
leading directly to a recognized trade,. paraprofession
or profession.

When child care in support of vocational training
is authorized, such plan shall be carefully reviewed by
the agency providing service at the beginning of each
semesterdOr quarter (whichever is applicable) to deter-
mine that progress is being made toward the vocational

4 goal as specified in the certification and eligibility
documents; or

Child Development Guidelines

*Whenever the word "caretaker" appears in section 400,
it means the person(s) who makes a home for the child
not living with his or her parent(s), and who assumes
responsibility fOr the care and welfare of the child.

11
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400 ELIGIBILITY - Subsections 401 (continued)h, 402, and 403

fi

X

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
px.ivide normal care for the child is significantly

ited, as verified by a professional who is 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 '

professional who is otherwise qualified pursuant to law

to make such a determination.

4021 Severely Handicapped Children

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

or emotional handicap of such severity that he or she cannot

be adequately or appropriately served in a regular child care

and development program. and must. therefore. be cared for by

persons who have Special training and experience.

Documentation of the child's disability from a licensed phy-

sician or a medical or psychidtric institution must be main-

tained in the agency's files. Such documentation establishes
both eligibility and need for child development services.

4031 State-Funded Migrant Child Development Services

Eligibility

In addition to meeting 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'employmene in fishing, agriculture, or

agriculture-related work.

Eligibility shall be determined and certified by comple-

tion of the Application for Migrant Child bevelopment

Services (CD-9601).
L:

Child DT4elopment Guidelines
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400 ELIGIBILITY - Subsections 404 and 4Q5

4041 Federal Base Migratory Program (FBMP)

Eligibility'to participate in the FBMP shall be determtned for each
child in the faiily applying for service. The only eligibility con-
sideration is-whether or not the child is "Currently migratory".or
"formerly migratory" as defined below. All other eligibility

. .criteria are irrelevant.

Currently Migratory Child

A currently. migratory child is one:

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 anotherto enable the child, the child's
guardian, or'a member of the.child's immediate family to
obtain temporary or seasonal employment in an agricul-
tural or fishing activity. (Note: A newborn infant
whose family's residence has Cot changed since his or her
'birth is not considered to be a currently migrant child.)

II. Formerly Migratory Child

A formerly migratory child is one
counted and served as a currently
the past five years, but goes not
migratory" definition.

who was eligible to be
migratory child within
now meet the "currently

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 elig,ible in the FORMERLY category might also.
have one or several yoUnger children who are not eligible
because they meet neither definition.

405 School-Age Parent and Infant Development Services

I. Eli

A. P rents.
wa king: tp

.tion'result
care for 'th
(his or her

B. Pregnant st
school and w
education re

st be enrolled in a secondary school and
rd completion of a secondary school edUca-
ng in a diploma; AND the paren st need .

infant or toddler in o to continue with
ucation.

ents. Must be enrolled in.a secondary
rking toward completion of a secondary
ulting in a diploma.

Child Development Guidelines
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400 ELIGIBILITY - Subsection 405 (continued) and 406

4

C.. Infants. There is no minimum or maximum age'the infant
must attain to be eligible. The infant or toddler re-

mains eligible as long as his or her parents are partic-
ipants in this program.

II. Agency Responsibility

A. Agencies shall provide opportunities for nonparent
. secondary students to enroll in the parent education

components on an elective basis.

B. agencies shall inform the pregnant student of the
infant cage component provided by the School-Age.
Parent and Infant Development Program so that the
student may make the necessary transition into this
program after the delpfery of her baby: This transi-
tion should provide fibr adjustments in her classes
so that the loss of school credits is minimized.

V

4061 Certification of Eligibility for Child Development Programs

I. Prior to Enrollment

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

t

A. Application for Child Development Services and Certifi-
cati of Eligibility shall be entered on forms provided
for that purpose by the Office of Child Development,
unl ss 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 receitifi-
Cation form. 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 agency to certify eligibility within 30 days'
for the date of application for the initial application,
or in- the case of recertification. before the. - .current

certification period expires. Failure to do so shall
resultiin denial on termination of service.

B. Notice of Action far State-Funded Child IIlopment
Agencies (Application for Service (CD- 76171). This form

must be given or mailed to the applicant within 30 days

411

Child Development Guidelines
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400 ELIGIBILITY - Subsect n 406 (continued) and 407

.111L
t.

aft application Cs filed. The form must state -
s.k service has been approvedor denied (see Section

. A copy of Form CD-76117 shall be retained in the
ly file.

II. Change After Enrollment
\I.

A. . A Notice of Action for State Funded Child Development;
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 ip terminated. Such
notice must be given or mailed at least-ten days in
advance of the intended action.

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 sent.

C. At the time of application and recertification, families
shall be informed of their responsibility to notify the
agency of any changes infamfely income, family size, or
need for child care and development services.

407r Assessment of Income and Family Size for Income 'Eligible
Families

Income and lamily 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

Ithe provisions of Section 408.1 below.)

I. Income Sources

A. Gross Income

Child Development Guidelines

Monthly, gross income me4ns the monthlk sum of income
received by aruindivid 1 from the sources identified by
the U.S. Census Bureau'in computing. income. MOtLthly

gross income for migrant farm workers and other "season-
ally employed persons may be computed by averaging total .

gross income received during the previous lnlionths.
The amount of monthly gross income shall not.be 14doced
because of Voluntary' or involuntary deductions, except
for verified payilents for child support made by the :

family receiving service.

15



400 ELIGIBILITY Subsection 407 (continued)

1,3

U,S. Census Bureau sources of income are as follows:

1. Money wagee, or salary.Net. income from nonfarm self - employment

3. Net income-fr* farm_self-employment
4. Social Security
5. Dividends, interest:on savings or bonds', income from

eatatesbr.trusts, net rental'incomeor royalties f.

6. Public. assistance -or welfare payments.
7. Pensions and annuities,
8. Unemploym nt compensation and disability insurance.

Ilenefir

9. Workers .compensation'

10. Alimony
11. Child support
12. 'Veteran's.pInsions

Child Development Guidelines

Exclusions from'computafton of monthly gross income:

'1. Per capita payments to or funds held in trust for
an individual in satipfaction.of a judgment of the
Indian Claim Commission or the. Court of Claims.

2. 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...

3. Money received from sale of property, including
stocks, bonds, a house, or a car (If the person was.

t engaged in'the business-of selling such property,
the-net proceeds shall be counted as income. from
self-employment.) ,"4?

4. Withdrawals of bank deposits

5.. Loans

.6. -Tax refunds

7. Gifts

S. Lump sum inheritances or insurance payments.

9. Capital gains

10.. Value of the, food stamp coupon. allotment in excess
of the amount.paid for*the coupons

11. Valuemf USDA donated foods

12. Value of supplemental food assistance under the
Child Nutriti n ACt of 1966'andthe:special food
program for c ildren under the National School
'Lunch Act

16 26
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'400. ELIGIBILITY = Subsection 407 (continued)

13. PaYment:reteiveduildet .the Uniform Relocation
Assistance and Real Property.:Adquisition Polities

Act.Of 1970

14. Earnings of-A child under .fourteen years of age

Loana, grants:, and schopirshipa:Obtained.under
tonditions thafpretludg their upe'for current
living costs.

16. Grants or loans, o students for educational
purposes mad ensured bly a state or federal

'agency

17. .:Home produde utilized or bto sehold:consuMption

II. Family. Size

General

FaMily size is'determine0 by the nuMber of, adults an,
chi n related bY blood,' marriage.marriag, or adoption who.
comprise thehousehold in.whichthe,Child is living.
However, an adult living in the household wh"6 is neither

theyarent_ of the child, nor, the spouse of the parent
0611 be ekplUded from the,familx dize determination
When such exclusion is to the edvantage'or,the'
Any children of an adult so.excluded ate also gxcluded..

ti

B. Family of,One:

Child Development Guidelines

When a.child is living with other than natural or

adoptive parent, he or'she may be considered a family
of one. If.the chald,is'Xiiing*with relativeS who are
not) his or hei parents, he, or. she may be determined to

be a family of one, o'r the child and, relations living

in the household maybe,counted as a single family. The

,optiOnAi!ing the family the greatet,advantage shall be
'seiected.' considered.a'family of one,'
eligibility is determined 'on the .basis .of the
status as a public assistance recipient, or on his or
her'income if he or she is not; receiving public assis-
tance., and need is related to .the.ciild's need,.for child.

development services (1) because of riak'df-abuse'ar.1..
,Neglect; '(2) becagse of a medical or psychiatric special,
need of_the child or_ foster parent, as-verified by a. ;

licensed .rofessional who is otherwise sualified ursu=
ant to law to make such aAetermination; (3) because his
or her foster parents are unable to provide'care because

17:
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400 ELIGIBILITY - Subsection 407 (continued) and 408

of a need to deek'work, are employed, or are engaged in'
vocational training leading directly to a recognized
trade, paraprofession, or profession.

C. Exceptional Arrangements

When.a child's principal' residence alternates frequently
between the homes of separated or divorced _parents,
gltgibility and fees shall be dete ined. in respect to

Pie family compbsition and income in the household in
which the child currently reside

peed (Section 401.11) must be established for all
periods during which care is given.

4081 Recertification,

I. Agency Responsibility

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

A. Within thirty (30) daYs.Wheneverthe faMily size,
income, public assistance 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.

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 services continues. This written statement
must certify.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
must be secured in sufficient time to permit recertifi-
cation prior to the next three-month'perind.

II., Ilse of Forms for Recertification

Family eligibility and certificati thereof shall be
entered on the application form, a ropriate for program
type, as provided by theffice of Child Development.
Agency-developed forms may be used, with prior written

,k .

Office of Child Development approval.

Child'Deveiopment Guidelines
J
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400 ELIGIBILITY .Subsection 409

411

Child Dei4lopment Guid4lines'

1

4091 Verification of Eligibility

(Status Eligibility)I. AFDC, SSI/SSP

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.

.1.. The Medi-Cal card numbers utilizehpie following
format:

:Family

County Type of Serial Budget Person's

Number Aid Number Unit Number

00 00 0000000 :."70 000

(First (Second (Third ''..(Fourth. (Fifth

Position) Position) Positio4) Position) Position)'

The first two digits identify the service
county. ,

(b) The second two digits identify the aid
category, as follows

10 Aged Aid 'to the Aged

20 Blind . . AiAto the Blind

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

32 AFDC-FG (MM) . :Aid to Families with Dependent
Children - Family Group (Money
Management)

33 AFDC-U (MM. Aid to Families with Dependent
Children - Unemployed Parent
(Money Management)

35 AFDC-U . . . . Aid to Families with Dependent
Children - Unemployed Parent

38 AFDC-CN$T . Aid to Families'with Dependent
Children --44ildren not in

1
school or eigiAng and not
receiving grant

40 AFDC-BHI . 41.0, to Families with Dependent
Children - Boarding Home and

19''
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400 ELIGIBILITY - Subsection 409 (continued)

a

42 AFDC-BHI . . . Aid to 'Families with Dependent

(federal) Children - Boarding Home and
Institutions'

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

Theseare the only 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 cardswhich are issued on an irregular basis.
The cards are,,therefore, not suitable for verify-
ing cash grant status.

II. Income Eligibility

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

the date of the payroll warrant, the period of the
payment, and gross earnings sballsbe entered in the

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 statement 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
received as cash cannot be verified by reasonable -
attempts, the family's signed statement shall be

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.

Child Develc went Guidelines
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500 ADMISSION AND ENROLLMENT - Subsection.501

0

5011 Admission Procedures

I. Agency Responsibilities

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

A. Admission criteria designed to guide in the selection of
children who can benefit most from the program and

services it has to offer

7B...)

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

C. Admission policies which include a-statement that the
agency is operated on a nondiscriminatory basis, accord-
ing equal treatment and, access to services without
regard to race, color, religion, national origin, or
ancestry.

D. Admission criteria which are in writing and available
to the public

E. An admission procedure which includes the following
requirements:

1. A plan for parents to share in.the decision about
the admission of the child 'to the program and in
all later decisions affecting the child

2. An admission plan which proyides for orientation of
the child to the center

F. Policies relating to fyily fees

II. Parent Interview

The admission procedure shall include ajersonal interview
or interviews with the parent(s) to exchange information for
arriving at a joint decision about the admissioTA of the

child.

A. During the interview, the parencXs) 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),

Child Development Guidelines
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500 ADMISSION AND ENROLLMENT - Subsition 501 (continued)

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. ',*Child's name, birthdate, and current address.

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

3., Name, address,, telephone (home ands-bOsiness), and
signature of responsible person or persons who,are
authorized to take the child from the center, emit
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
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 they 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. 1

C. Health history, including immunizations and testing
which are appropriate to the child's ag e?

D. Procedures for-the care of the child when ill.

E. All health incormation required by the preadmission
health evaluation, as required by the California
Administrative Code, Title 22, 'Section 31265.

I

Child Developmend Guidelines
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500 ADMISSION AND ENROLLMENT - Subsections 501 (continued) and 502

III. 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 and collection
of parent fees,, and the possible consequences of allowing
fees to become delinquent, are to be explained to parents

5021 Admission Priorities

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

I. General Child Care

A. First Priority

Families whose children are receiving child protective
services or,families whose children are. being or are at
risk of being negledted, 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.

,, 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 of public assj.stance
recipients shall be counted as income.

II. 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 04kenrolled In Child Care
and Development programs on the basis of the following
'priorities in 'the order listed below. Children in the first
and second priority groups are requiied to be registered on
the migrant student record transfer system'(MSRTS).

A. The family which moves from place to place and is
eligible for subsidized migrant housing.

Child Development Guidelines
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500 ADMISSION AND ENROLLMENT - Subsection 502 (continued)

B. The family which has migrated within the past five years
and has settled near agricultural areas and whose income
is still dependent upon seasonal agricultural work.

C. The family which resides in a rural agricultural area
and is dependent upon seasonal agricultural work.

III. Federal Base Migratory Program (FBMP)

Enrollment priorities for the FBMP shall be as follows:

First priority: Currently migratory child with school-
,:age sibling
v,

. Second priority: Formerly migratory:, child with school-

age sibling

Third priority:

Fourth priority:

Currently migratory child without
school-age sibling

'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 school to care

for him or her if the child care were not available.

IV.. Campus Child Care and Development Programs

Children of students attending the school at\hich a campus

. -
I .

'child development prograOs located shall be admitted
first, in the order spedified for General Child Care in
Section 502, 1.

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.

VI. 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 34
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500 ADMISSION AND ENROLLMENT - Subsections 503-505

5031 Waiting List

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

5041 Priorities for Displacement of FaMiliei

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
spe'cified by program type under Section 502.

5051. BaSic Data File

The contractor shall maintain a basic data file for each, family
'receiving child care,and development services. the file shall,
contain individual cumulative records for each child.

i. Required Documents and Information

a .

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 careand
development services are provided

4

B. Family Fee Documentation

1. The hourly fee assessment with respect to county
welfare departments

2. The daily fee assessment with respect to all other
agencied.

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 (Application for Service) (CD-7617)

Child Development. GuidelineS
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500 ADMISSION AND ENROLLMENT - Subsections 505 (continued) and 506-508

F. 'Enrollmerit Change'Report (CD-9604)

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

H. Emergency and Identification InformatiOn (CD-9607)

I. Child's Preadmission Health Evaluation -- Physician's

Report (LTC 701)

J. Child's Preadmission Health History--Parent's Report
(LIC 702).

K. Referral, document for family protective services,
when appropriate

L. Otherldrms and documents as maybe required

5061 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 connected' with the administration'

ofthe child development program. No otherase,of this information
shall be made without the parents' prior written consent. Parents

Shall have full access to all information 'bontained in their
children's individual ,basic data files.

5071 A4t Limitations

I. Child Care and Development Programs

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

"II. Special Programs for Severely Handicapped Children,

Services to severely handicapped children may be pta4,d-ed

for persons from birth to age twenty-one (21).

5081 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 chtXdren
upon request, space and appropriate program permitting. The enroll-

ment priorities cited in Section 502 are not applicable in this
situation.

-154.d. Development Guidelines

26



500 ADMISSION AND ENROLLMENT - SUbsection 509

5091 Children Placed in Foster Care by County Welfare Depertments

In addition to establishing eligibility and need in accordance with
Section 400, the admission of t child placed in foster care by a
county welfare department must be accompanied by a written state
.went from he county welfare department indicating concurrence in .

the plan or child development services.

Child Development Guidelines
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600 FEE SCHEDULE - SubsectiopaiN600 and-601

6001 Fee Schedule.

"In providing subsidized child care there is an expectation that fam-
ilies should participate in the cost of care to the extent that they
are able. Accordingly,/a fee schedule based on the state median
income is compiled each year to assure such participation and to
expand services.

/

I. Legal.Basis for Tee Schedule
.

The legal basis fo:k the fea schedule. is the California
'Education Code, Section 8263.

.-II. Fee Assessment

Three factors determine the fee amount assessed for each
family:.

A. Gross monthly faMil4 income, as defined in Section 401,..
B, excq0t that in respect to seasonally employed fami-
lies, income shall be computed.t.as the average-of monthly
income for the prior I2-montIljeriod

Tr".3?

B. Family size (See Section 408, II.)

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

x
J

Y
54

6011 Appli"catIQn of the Fee Schedule.

I. Statewide Application to All Families
I 1

i
Th fee schedule printecion ForoCCD-2600 for the current..
pr gram year shall'apply atatewide to all familiea,Who are
eligible for subsidized.child care and developmentservices.

u
:.

Exeeptions:_Families for Whom a Fee Shall Wit B Aasessed:,

FaMilieSJ4hbOe children are enrolled because of a need
for thild protective services,..snehniie been referred
pursuant to Section 401, IIA

.B. Families whose income is less than?i6lirst entry in
the fee schedule; as appropriate foi'.income in relatior
to family size.

.
Child Development Guidelines



600 FEE SCHEDULE - Subsection 601 (continued)

C. Families who are receiving resource and referril
services only

D. Families whose children are enrolled in the State
Preschool Prograw'.

E.:,FaMIlied whose children are enrqlled'inithe School-
Age Parent and Infant Developmeht Program

F. Families in federally -based migrant programs

G. Families whose children are enrolled in the,Werely
,Handicapped Children ,Program

II. Assessment and *Recording_ of 'Family feis

A. Regardless':Ofhe number of children in care a family
may-have,-ifee.is assessed only in respect to the child/
who receives care for,thejongest peiiod each day.

,

B. A fee shall be assessed and collected on the basis of

enrollment. No f e reduction shall be made in consider:,,

: TatiOn of absen s, either excused or unexeute4...

C. The Parent f e as--.determined by the fee'schedule is the
.:only fee or oontribUt*On which maybe assessed; it is

4:payment for all of tlie;components of child care. The
J.:.parent shall not bet;SUVect to additional charges for
Any component of care'*for exam e, meals, diapers,
.recreation, late pick-up,A3r field trips.

--

Tbe agency will document and retain for future.audit.all
-records of fiscal transactions related to the assessi* .

and collection of fees.

E. If. the parent pays feeae0:,441er child care providers at
any timeduring the week, thise "other fees." are to be
deducted from the family fee paid tothe subsidized

p center during the week following. There is'no carry--
over for fees beyond the one week. The "other child

--- Development .Guidelines



600 FEE SCHEDULE - Subseceion:601 (COntinued), 602, and 603

care ktrvices" illOst..00. provided for needs identified in

Section401; lind:payment for such services must be
supported` by receiPts:yor. cancelled checks.

6021 Collection of Fees

.

Advance Payment-.

All parent fees s-shall be collected WeekIy. n advance.

II. Alternative Payment. Programs.

A. When Child:care is delivered.throUgh'an alternative pay
'ffiene:ariangement, parenefees.pliaY:be paid, at the opq66.:
of the contract agency: %-

1. Directly to the vendor

When this option is selected; the agency shall'
record the assessed fee and shall report to OCD on
the CD-9500 as a collected fee; the amount of
reimbursement to-the provider is thereby reduced.

2. Directly to the alternative payment agency
. .

When this opeion'is selected, the agency shall
record the aSse gaed fee and report-to OCD, on the
CD-9500 theaniount of the fee collected...

III. Receipt-
h.

Each individual who. pays a fee shall 'receive a written re-
ceipt indicating the amount paid, date, hourly or,daily:
rate, and the period of child careservice.purchesed with ,-

payment of the.fee. A cdpy of the receipt shall,be retained
by the child care prolade4

6031 Delinquent Fees,.

_

Since immediate discont4mthnce of child care and development'ses-
vices'is neither in fheAleSt interests, of service to families, nor
even'possible in view of :,the requirement for Wleast ten days
notice in advance of termination, pareht feenM4Y become delinquent
in spite of the requirement for advance fee payment. However,
failure on the part of the parent to keep fee.payments current can,
lead to the termination of child care and developmenz serviced;

I. Determination of Delinquent Fees

Fees shall be considered delinquent when they are 14
calendar days in arrears.

Child Development Guidelines
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600.!FEE'SCHEDULE - SUbs4iOns 60-(cilatinued)-and :604'

.

II. Collection of Delinquent. Fee*: i

-.

. _

A. Upon determining that4ees delinquent, the'agency
director shall give theYfitatOtitten notice to the
parent. This notice'ihail:state the total amount of
unpaid fees, the hourlyor:daily rate,. andthe'petiod of
delinquency. The file-CoPy. retained by the agency
should be signed and dated"' by the_patent.

.,..:

. If the fees are still' npAid:,teficalendat days' after
receipt of the first notice, a Notice of Action for

State,Funded Child velopmetitligencies.(Recipient Of

Service, Form CD-7617A) to terminate service shall be,

given to the parent. This notice shall make current the
information included in the first notice and state that
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..

.

C. If the ...fees are still unpaid two (2) weeks following
the4date of the Notice of Action (CD-7617A), the agency.

g

director maymay terminate the service. A six-'Mionth period

of inel ibility may ollow termination of child care II
and.. development servic when the cause of termination
is failure to pay ass s.

-,

, .,.
,4

. . .

T1 -.contractor may t ftom
.

t e parent a reasdnable

'plan for payment of inquentfees. Services may. .,,-

continue provided current fees are paid-and provisions
of the delinquent fee payment plan are met.

III.- Admission Policy
,... -

. .,

As part of the agency's admi44on policies, the parent shall,
, ,

receive at the'tiMe Of thwapplieation w'ritten information
that delinquent feeii-:may result'' in termination of services

.604: Full -Cost Families

Families that enroll in child care, and development programs wittv,

grog's income that exceeds eighty-four (84) percent, of. the state's'

.median income, adjusted for family size, are required to pay the

lull program cost for each-chil& enrolled. Families whose income

is'at or below 84 percent at Anitfal.aPplication remain ifigible

Until 4ncome exceeds 100 percent. of the state median: !

State fundsmay not be used to paieny.poition of the cost of care
forjaMilies who are not eligible in accordance with state eligi-

bility:criteria.

Child-DeVelopment Guidelines.

30

41



700 .PROGRAM COMPONENTS - Subsection 701

7011' ,Education

I. Educational Program

The education program-sh411_be designed. to create an 4tmo-
.

sphere which will ensore each child's continued success and
interest in learning. In programIganning, contractors
shall conduct a needs assessment, :establish goals, (107W(00..-

measurable objectives, and plan activities which. are ppro
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.. the educa-
tional program.shall'inciude,.but not bejimitedto,:the
elements:,listed below, as appropriate to the child's age or
development.

A. Planned experiences balanced with spontade9O4.self-
directed play in, all'.aveas of the curric4um language,

.-

numbers concepts, science, music, -And arty

47,

B. Emphasis on language, development, including opportuni-
ties for verbal communication and the effective use of
language in all experiencesond activities

C. PerceptualAraWng to develop discrimination abilities
in visual, indiOry, and othersensovy modes

:>*

D. Cognr-549e development opportunities leading to concept
formation -abilities and problem-solving skills

E. Opportunities for creative exploration self-expreisiOn,
and aesthetic appreciation :(art, music, dance, and
drama)

F. Gross and fine motor activities

G. Opportunities for body coordination, balancinnd.body
movement to enhanCe.physical development

M. Health, nutrition, and safety education
R

I. Indiville activities balanced with interaction with
other c ldren and adults in various groups to provide
opportunities for emotional'growth and social development

42
0
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700 PROGRAM COMPONENTS - SodectIond 701 '(continued) and 702

M. Multicultural Education

All contractors shall.provide.,multicultural activities
appropriate to the ndedf'of the:children enrolled,'.Inluding
st4 development activities.;,::Special emphasis and mate-
rials shall be provided for children from familied in which
English is not the principal language used in the home.

III. Assessment of the Individual Child

One of-the,purposes of the education program is to help in
the-niierall-development. of each child'. The value of .the
progiam can b'e measured by an evaluation of what has hap-,
pened to each Child as a consequence. of the program.

To guarantee that each child will have.-ah'individualized
program to permit development to his or her potential,
performance objectives Ahould allow for flexibility in
relation to expectalpied. Objectives should reflect the
reality that childreh differ considerably in their relative
abilitied, potential, and expectations.

7021 Health

I. 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.

IL, Health Evaluation

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

Child Development Guidelines

1. In good general health

2. Without defects or illness which would endanger
other children or make his or her participation in
vigorous activities inadvisable

).
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700 PROGRAM COMPONENTS Subsection 702 (continued)

n.

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. The above information shall be obtained from:

1. A health history obtained from the parent

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

a. General health
b. Physical and emotional maturity
c. Special problems and needs
d. jmmunizations
e. Test for tuberculosis

C. The parent shall be required to have the child examined
.prior to admission if the child has not /sad regular
health.superviiion ariN there is no physician who can
complete the report on the basis of his.or her prior
knowledge of the child's health.

Parents whofile 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 #.\

this requirement.

III. Medical Examination

Each child shall have a complete medical examination within
one month prior to enrollment or within two weeks following

admission to the program. The physical examination should
include a statement from a physician that the child is physi-
cally and emotionally ready for the prograe and free from
tuberculosis. Also, any special health problems or handi-
caps which will require special attention or limit the
child's activities should be identified.' For migrant pro-
grams, health and dental screenings follow-up treatment,
and maintenance of health records which follow the child are
required.

Child Development Guidelines
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700 PROGRAM COMPONENTS Subsection 702.(continued)

3'

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:

Exception: Children under age two may be admitted who have
'received age- appropriate immunizations as shown

in the following chart:

Age at entry
evaluation Vaccine doses required

Younger than
two months None

Two to three Polio (TOPV) L 1 dose

months of age DTP Td - 1 dose

Four to five
months of age

Polio (TORN) 2.doses

DTP Td - 2 doses

Six to fourteen
months of age

Polio (TOPV) 2 doses*

DTP Td - 3 "wes

Fiftgen-to-seventeen
months of age

Polio (TOPV)
DTP Td
Measles )

Mumps )

Rubella )

2 doses*
3 doses
1 dose given
on or after the
first birthday**

Polio (TOPV)
DTP/Td
Measles.)

Eighteen months Mumps )

.through four years Rubella )

3 doses*
- 4 doses
- 1 dose given
ton or after the
first birthday**

Child Development Guidelines

*If inactivated polio vaccine (IPV) or a combination of
live polio vaccine (TOPV or'OPV) and'IPV is used, one
or more doses are required.

**A physician's written statement that a child'nas had

measles (rubeola) disease or has had laboratory-
confirmed mumps or rubella qualifies the child for a

permanent medical exemption from the correspoling

vaccine requirement. k
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700 PROGRAM COMPONENTS - Subsection 702 (continued)

IV: Staff Support

A specific staff member should be responsible for supervis-
ingthe program's health plan. This..Ctaff member should
keep health records up to date, remind parents to keep
appointments for medical and dental examinations and/or

'follow-up .treatmentc, and assist with transportation
arrangements for mother and child when necessary. Bilingual
health personnel shall be available to all Migrant Child
Development Program sites. The person responSible for
administration of the health plan may be a. pediatric nurse
associate,:or a health aide if under the direction bf a
licensed Phisician, a nurse practitioner, a licensed public
'health nurse,- or' school nurse.

One-or more members of the staff should be designSted AS
having primary responsibility for ensuring that:0114ren.
receiNe needed first aid or emergency, medical cervices: A
first aid kit shall be maintained and readily available in
a specific location inaccessibleTto the children.

Arrangements sho, be made to c9oqinate efforts with those
of local health, urce agenciee clinics for ithmunizations

and for vision an hearipuscreening.:Whenever postOle.

V. CoMptehendive'Record

A comprehensive record shall be maintained at the 'facility
for each child and shall contain the following:

A. Significant physical findings at admission

B. Written report of physical examination

C. Plan for medical care in case of emergency

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

E. Written permission-froth 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 available

.Child Development Guidelines
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700 PROGRAM COMPONENTS Subsection 702 (continued)

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

I. Pertinent subsequent phvical finding
o

J. Record of immunization

. K. Results of test for tuberculosis

L. Detailed information about illnesses or injuries to
the child in the facility and any emergencymedical
caste given

VI. Tuberculosis Clearance Requirement.

Both paid andvolunteer 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
as negative and recorded conveniently for checking by state
personnel or. their

be

agents. A positive tuber-
Culin test should be followed immediately by a chest
X-ray.

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.

VII. Daily Screening Requirement

Each program administritor must provide for the daily exami-
nation of each child for indication of illness. Teachers,
when trained by a-physician, a public health nurse, or a
school health nurse, may complete the daily screening and
refer children with symptoms of illness to the parent and
take other special care 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 cotifying parents
when a child is to be excluded because of illness, and for
transporting children to a hospital in cases of emergency.

VIII. 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

Child Development Guidelines
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700 PROGRAM COMPONENTS Subsectfons 702 (continued) and-703

qualify.for public medical services (Medi-Cal) State funds
should be expended only after. the contractor determines that
families are not eligible for Medi-Cal or other subsidized
health services arid that the examinations and immunizations
cannot he obtained from the county health department or
other sources.

7031 Nutrition

I. Tood and Nutrition Services

Vood and

7

nutrit[on services are important components
child developthint programs. Each facilitykhaving children

',ipaareduring-normal meal and snack times must rovide and ,7

serv;.aa COnstituentLpart of the program, meals and
snacksZwbiChsmeet the children's dietary-needs. Local reg-
ulationsegar4Ing food handling and preparation must be met
by Oloperaifrigaienciesi, -Mealtimesare valuablelearning ex-
periences in adtlitionto providing nutrition. Instructional
staff members should be expected to sit with the children
and talk with them at meals or snacks. This is an opportu-

7rity toc(I) develop and expand language skills; (2) lead
4-illiscussionp on the sources of various foods; (3) encourage

11.0he children to broaden their food tastes; (4) make children
perceptually aware of shapes, color, flavors, and

odors of foods served; (5) promote mathematical concepts
dollen serving children; (6) set standards for acceptable
inehavior at the table; and (7) promote sociability':
t -

'pd is to be provided.bythe'contractor. Paretti-ioaybOt.
charged a special fee, or be required to provide .p.!,1$4$'.I

'A-1110
i. t ,

...-
-Office of Child Nutrition

''',..,.,;.
!--,,--;..--:,'.,.

.
.

. - ..:*:,.:.,,,,I4 4.4.,

1 eligible contractors shall apply for special federa
IldCare-food program funds, surplus. commodities.
oc*Fassistance.from the State Department ofEducation. ,i.

t it-t . .., .. .
.. .,

:.',.
'..;Arloirtiline of food support programs for child development.

,).V.i6giaMS'is available upon request from the Office of Child

-...i

'-'1filq#Okrwithin the State Department of Education.

-..iillieripreijedts are operated by school districts which offer
4":1tirich'prbgram to students, meals served to children

child development programs may be provided
contracts with the district'- food service department.

-Wah:otiipihe adjustments are made for young children.
II

48
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700 PROGRAM COMPONENTS'- Subsections 703 (continued), 704, and 705

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 reimbprsements.

7041 Social Services

I. Social Services

Social-services have the goal to atssist families an indi-
viduals in the family to make appiqopriate adjustments, to
serve as a source of referrals tolOmmunity agencies,
and to provide counseling.

Social services include, but are not limited to, identifica-
tion of child'an&family needs arid referral to appiopriate
agencies'.

II. Migrant Program Social Services

Social ser.vices for migrant children and familieshall
include these additional components:

A. Bilingual liaison between migrant parents and the
center qr family child care. hrme, or both

B. Liaison between the contractor agency and relevant,
community agencies and organizations, including health
and social services

. C. Identification and documentat,ion of family needs and
follow-up referrals', as -appropriate

7051 Parent Education

Regular parent education meetings should be planned at least once a
month with the active cooperation of the parents. The meetings
should.

deb41

e gned to (1) cover topics of interest to the parents;

4.---(2) in ude items related to the child development program goals, . -,.-

with particular attention to health and nutrition; and a) strengih
'en and support existing 'parent skills and provide information onthe'.',
parents' role in the child's education and development.

Child Development Guidelines
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700 PROGRAM COMPONENTS Subsections 706 and 707

lo.

7061 Parent Involvement

To the extent pogsible,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 Experiences

The planning and scheduling of fmily excursions antisocial
events are encouraged. Many persons otherwise reluctant to
become closely associated. 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
4

Parents may identify mutual special interests.aside from
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.

7071 Syaff Development

I. In-SerVke:training
0

Teaching anci'supervisory personnel, paid assistants, and
community.and parent volunteers shall be required to take
part in a program of inservice training. The purpose is

two-fold. Foremost is the improvement-of services for
children and families.. Second is the opportunity offered
for career developmenC.and preparation for advancement to
more responsible positions. In-service training may be

accomplished in a variety of ways. The contractor may
require attendance at, and provide for, a program of
in-service training 'led 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

DevelOpment Guidelines
50

40



700 PROGRAM COMPONENTS _.Subsection.707 (contlaued)

offered by a college:or university. Comiunity collega'
and adult schools may offer such training without expense
the agency.

II. Needs Assessment

In designing a staff development pkogram, the contractor
shall consider the needs, duties, pkior training, and educa-
tiqn 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
already involved in theprogram. In-service training
programs should, however, emphasize the mutual and comple-
mentary roles of professionals and paraprofessidnals in the
development of the child; and, whenpossible, specially
designed joint, training sessions for the professional staff

. and education aides should be provided.

III. Cooperative In- Service Training

Every effort should e made to provide coordination with
other community age cies, professional organizations, or
other .child development programs which may offer opportuni-
ties for cooperative in-service training efforts within a
geographic area. The local or nearby resource and referral

= 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.

V. Migrant Programs

Training for caregivers and adlinistrative staff of programs
for infants shall be a priority for migrant programs.

Child DevelopmentDevelopment Gnidelines.
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800 AGENCY ADMINISTRATION - Subsections, 801 and 802

9

8011 Organizational Structure

Each agency contractitt with SDE to provide child care and-develop-
ment services shall delineate the organizational and administrative
structure under:vhich the prnfram will operate. One person within
an agency shall be responsible for the program witksdelegation ot
responsibility to other personnel as necessary. To comply with,

both Title 22 and Title 5.of the California Administratiye Codejin
agency must designate .a "bead teacher" or director as defined ter
Title 22 for each sitecopetated by that agency. Realistictime
allotments should be made so that it is possible for personnel. to
carry out their duties. Salaries and,time assignments should be in
accordance. with.district or,agencypiActice and competitive .with
those ogfered by other local public or private agencies for emr
ployees'With similar training, experience, and responsibility.

8021 ,Assurances t
Child, development agencies must proype the following assurances: .

Adherence to Applicable Laws

That programs will meet all applicable state, federal, and A
local laws.

II. Support of Religious Functions Prohibited

That programs will, not include religious instruction or
worship, nor will any funds bi-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 Pra'Ctices, Affirmative ActionEmploymedv, and the.
Department of Labor Regulations governing the minimum wage
law.

IV. Confidentiality

That the use or disclosure of financialor other information
maintained in the individual basic data fill'concerning en- .

rollees and their faMilies will be limited iso purposes
directly connected with the admAnistration of the child
development program. No otheri'Use of \this information may

be made without the parents' prior writtenrconsent.

Child Development 'Guidelines
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:SOO AGENCY ADMINISTRATION -'Subsection 803 .

803k Personnel. Po lfCies, and proediiiii-es

I. Personnel Standards

The program shall,.provide for.adegnate.personnelAnd related
staff support services which permit the attainment of the
prOgram's objectives. '

II. Personnel Police

A

There shall be written' policies giving job'd&-..
scriptions; qualificaAtionrequirements, and statements
of employee benefits and res-ponatbillties, including'a

-grievance procedure and coMpensation*plan;
- .

. .

StalLCapabi.lity

All staff members must be of good character and'equipped by
education, training, and/or experience for-the. work they are

.

required to do.

IV. Physical and Mental Fitness

All staff members must have the physical and mental fitness
appropriate to their tasks...

V. Nondiscrimination

The Agency responsible for the administration and/Or the
,

operation of a child:, development program shall not
inate against any empioyee or applicant for employment ble-
cause of race, color, religion, ancestry, sex, age, national
origin, or physical handicap.

VI. Affirmative Action

Affirmative action shall be taken to adopt and implemen
plans for increasing the numbers of women-and perSons o
minority racial and ethnic backgrounds at all'levels'of
responsibility.

VII. Career Advancement

In keeping with the philosophy' of .proViding new careers f
the economically disadvantaged, operating agencies shall
give priority to eAtloying low-lncoMe.or welfare reCipiet
Parents who show aptitude should be hired is assistants,to
the extent that their employment is feasible. Such

Child' Deielopment Guidelines
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800 AGENCY. ADMInSTI4ON -, Subsections 803 (continued) and 804 -806

persons should be encouraged to extend their educational.
preparation.

800 .:CoordinatiOn of Supportive Services:

Regardless of the source of the program funds, operating agencies
will be* servinvprimarily low-income families.. Great consideration
in coordinating, the efforts,of all agencies that offer help to such
families is required. Representatives of the *education agency, the
welfare agency.,, the health agency, and any other agency. vhich. -6`
.regularly offers services to a family should plan-together:

4
8051 Governing Board

Child developmentagencies shall have a viable andadtiVe
.board Agency policy sha4 be determined'by:the.goVerning'bbard:or,
its designeeReCordS of minutes of duly authorized board meet -

.
Ings.shall be retained at the agency and made available to State
J)

,

epariment of:EdUcation staff fOtJieview. The following- informa-

ti%n shall'be-kept current and filed with the State Department of
Education /Office of Chila:AvelOpment:

,Names and addresses gf. board members

to.py. pf the governing board's Articles of Incorporation
(if incorpOtated)., andJiylaws

0
806 'Personnel ComPinOation

,
. ' 1: .

Individuals employed in child developmentiprograms Which contract
with-the state shall be provided With a copyOf-the board- adopted
salary andbenefits schedule.

Any benefit that the governing board, makeS available to one class
.

of full-time employees must also. be made available to all other
full-time employees. This includes, but is notliMited.to, pension.
plans, insurance, and fringe benefits. . ..

a-

Any benefitihat the governing board makes'aVailable to one class',
. .

Of part-time employees'mUstalso be made available to all other
,:part-time employeeSt. This includes, bUt is notJimited'to, pention
'plansi,4.nsurance;:and fringe benefits.

:Child-DeVeUip6ant Guidelines
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900 DUE PROdtSS Sdbsection 901
.

,
- '

9011 Agency Hearing a
.

nd aievance ProtedafgZ.

.

A fulC00-impartial review of an agency's action:with respect'
to an 000acation for or receipt of.Child develoPment

wholeggest Ft.
.

The dueprocess procedure for familie6JOpplying for ivi ng,
child care and development serVices itiyolvethe-following steps':

t 7 o

I.
.

Notice of Action

A. A 'written notice of action (CD-7617 or COH,7611A)
taming information apout the right to request z review
of the inthided acti6nhall be provided6to'the appli-

.

cant or rectgent when,an;

1. Application is approved. (CD-I617)

2. Applicationis denied. (CD-7617)

4 ,-';,f

; 3. Existing authorization is .adversely altered, ,,,....

4. discontinued, or reduted or a service fee is ,,.
-

instituted, incieased, ordedieased. (CD-7617A) ':!,,:
.

,;.04'. -,-
. , ,.,- -1,. s.

B. Timelitiess: Notices shall be mailed'or otheiwiSe
.provided in a 'timely mangy. .

c
lr .

1.An
. .

approval or denial notice, shall.be provided
.

,wiir.

n 30 calendarAays of the date the appl4cation
,.,-. . is igned. (CD-7617)

.

-'.

.

.
.

..'

.

. :*

2. A notice di.action reducing or diadontinuing a sec-
vice gr increasing,a 'parent fee shall.be!mailed or

. . releaped at least; 10 daysA.n advance of the effec-
tive date Ath,mintended action,(0-7617ta. The

..

10-day count dOW-not include the day of mailing or
°ttie effective daXvOf the action. .

A

C. Scope and adequacy of notice

1.: An approvalnotice shall infgrm the applicant of
the effeciiVedate.

%4-. .
.

, 2.. A,notice which denies, teduCescontinues, or`
suspenda a service, or Which increases a fee shall
include the information concerning therecipient's
circumstances which has been used to make the

7-- a
.

.
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100 DUE PROCESS Subsection 9.01 (continued)

4.

....

Hietermination and shall cite the regulat,ions whith
suppokt the aC-tioq.

. /
'

3. If a hearing issrequested, notices which alter ad. A

existing service authorization,shalf indtCate 06
circumstances under which the setvicem V .

ill Continue 4
e.

. during. the hearing process. -
.

..
.

4. All notices 'of action, shall contain idfotmation
-_concerning the right to request a .hearing And

. shall meet the requirements fair standarddd notice
.formats, including the procedure for.eltercising that

. right.

121. -Exceptions

The agency may.dispense with timqh, notice, but shall

send an adequate notice not later than the:effective,

date of the action when: 0

1. The agency has factual information confirming the
'death of the recipient.

Z. The agency receives a signed statement from the
recipient that the recipient no longer wishes the

service.

IP

Child Development Guidelines

3. A limited-term services authorization ends, pro-

vided the recipient was informed in writing at
the time of approval that the allowance would. .

terminate on a,Specified date.

4. The agehcy receives a signed statement from the
recipient, in'response to a prior notice from the

agency that a servive fee has.been increased,

that the'precipient will not pay the new fee or no
longer wishes-the service at the new fee.

5.. The agency receives a signed statement from the

recipient that the recipient will not steply. es-

gential eligibility information previously re- .

questedin writing by.the agency. wThe original
request.for information shall clearly state that.
Service will beterminatedlof the essential infok-
tation is not receivItd by the specified date. A
timely notice shall, beSent if the requested rhfor-
mation ie,not received on the specified datqr
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900 .DOE PROCESS - Subsectiol 901 Ccontinued)

4 , 4.

ti

I

a

".

II. Review Process

A. Requests for administrative reviews must be filed within
ten days of the date on which the Notice of Action was
mailed (or otherwise delivered).

is

B. When'the complainant files a request for an administra-
tive review within 10 'days of the date the not!ce was.
mailed (or otheiwise delivered), the proposed action
shall not be taken until thEA entire review process is
exhausted or the complainint abandons the claim.

C. Within ten calendar days following the receipt of the ;°'

request, the agency_shall'notify the complainant.of the
time and place--convenient for the complainant--for
'holding the review.

D. General' rukes_and procedures governing the review
include the following:

a

1. At an administrative level atleast.one step above
thq level of the person having made the contested
decision, the agency shall examine the issues .1(

raised in the complainant's request. OF

Z. Attendance at the review shall be limited to those
directly concerned. Appearance by the complainant
'(in person '6r by authorized representative) is
required at the review.

3. At,the review, the complainant-shall be given an
opportunity to'explain his or her reasons for
believing that,the agences action was-incorrect.
The agency shall arrange foFan interpreter at the
review. as appropriate. .The agency represenkative
shall, as necesdary, assist the complainant to
'present his or her.case by drawing out material
facts omitsped by the complainant.

4. The agency representative shall give the complain-
ant a 411 explanation, beset on relevant OCD
regulegons, poticie!, and guidelines, of the bagis
for the,Proposed action.

5: If the review brings,to light a previously obscured

ti fact .'which significantly affects the intended
action, or if the review indicates that OCD regu-

t lations, policies, or guidelines have been mis-
applied, resolution in 1dight of these disClosures
shall be attempted.

Child Development Guidelines t



' 900 DUE PROCESS Subsection 901 (continued)

of
-r
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6. Following the review, the agency may rescind the
intended action, but may not otherwise modify
service.delivery relative to the issue until due
process procedures have been exhausted or the
complainant has abandoned the claim.

7+. The agency shall, within ten calendar days of the
review, mail or otherwise deliver a written deci-
sion to, the complainant. If the complainant
remains dissatisfied, he or 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, thi8 second level of review
shall be Within agency administration; at least one
level above the staff condueting the review at the
first level.

8. If within the specified period the complainant
fails to request's review by the agency goyernr.
'ing board, the agency may implement the action
describedin the written decision.

9. Within ten days of receiving thb written decision, 41
the complainant may request a review by the agency
governing board by following the instructions on
the notice of action. The complainant should ex-
plain fully hisor her reasons for believing the
agency's action to be in Arror.' A copy of the
agency's notice of action and written decision
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 person or by authorized repre-
sentative) is required at the revie4; jima...agAmm.p

phall arrange for an interpreter, as appropriate.,

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

her case by drawing out material facts omitted by
the complainant.

48



900 DUE PROCESS - Subsections 901 (continued) and 902

13. 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..

14. 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, resolution in light of these disclosures
shall be attempted.

15. 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.

16. 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 hreview.by OCD.

17.. If within the specified perihd the complainant
fails to request, a review by OCD, the agency may
implement the action described in the written
decision.- .!

9021 State Review

I. Request for State Review

. R. . ,
,

Within ten days of receiving the written decision'pf the
,governing board= the complainant may request a review by OCD

# by following the instructions on the notice of action. The
complainant should explairflully his or her reasons for
believing the agency's action to be in error. A copy of the
agency's notice of action 440 written de4sion should be
enclosed with the request.

'II. Request for Relevant Data

Upon receiving such requeSt,',?00D
data file and all other rellnt

, 4

Child DevelopMent Guidelines
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'if

may reqtkest the basic
Materials froth' the agehcy.
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900 DUE PROCESS - Subsections 902 (continued) and 903

III. Review of Materials

OCD shall review materials submitted by both parties and
shall, within 30,days of receiving the request fni review,.
mail a decision to the complainant and to the agency.

1031 Compliance
t

Th' agency shall comply,imMediately with the decision and shall
within 30 days report.th,OCD on compliance.,

Child Development Guidelines
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1000 RESOURCE' AND REFERRAL GUIDELINES - Subsection 1001

10011 Resource and Referral Agencies

r*:

Primary services provided by resource and referral agencies
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 providers of
care.

-.General Requirements

Child care resource and referral services shall be
,prOvided to all persons requesting them, regardlessof
. income level or other eligibility criteria, and to all
_types of child care'providers

B ' Each.teinnraend: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 target areas
of service shall require prior written approval from the
Department of Education.

C. Program services shall be provided in a fanner which "0
is responsive tothe diverse cultu al, geographic,
linguistic, and. economic needs- of the vrvice area.

D. Each resource and referral agency shall publicize its
services through all available media sources, agencies,
and other appropriate methods. '

E.1, Each resource and referra agency shall arrange for
.1 provision -of an ongoing in-se vice training program for
t its staff, which at a minimum shall include procedures

for handling informatiqp 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
of minutes of duly authorized board meetings shall be

Child Development Guidelines
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1000 RESOURCE ' .1i$044ALOPIDELINES - Subsection 1001 (continued)

,!'.reisined,st the agency and made avai able to State
'Department of Education staff for r iew. The Wowing
jnformation shall be on file with e State Depaitment
pf,Edueation/Office of Child Develuipment:

:Board members' names and addresses

:'Service and Program Requirements.

A' copy of -the governing board's Articles of Incor-.
pOx7ation and bylaws

range of existing child care and development
:services shall inc de, but not be limited. to, family
'day .care homes, blic and priVate day care programs,'
.,full-time and part-time programs; and infant, presChool,

.

!and extended care progrims.: ''Each:.agency
.

contaqt, all liesp,d facilities at.jeaStannually
td,O'fForm the :PreyidersTrif available.-arvites and
to giVe them;the ortOmity to accept or 'decline
ref erraIS.

2. Develop urce file. ofservices which' shall
maintained,: pdatet1 at least quarterlY4,'

3. Obtain' the i011Ow4lE '110.4rmation *bout each li-
censed provider:, . hype of, proeranii+,:hours of ser-
vice; ages;Cif feeSieligibility for
services; sip.iii.c4nt..itWogeiiii; iAfortliaPi°n.

4. Establish an ongoing syStfts,.-ter/..',determining the
current licensirii status Of.11170:iders. ';Referrals
Shall be made only 'to ,licensed aoi litieis where
such licenSing s..:. \ `tr

4, I

The resource and referral program,'muk snake irtlf403Eition
available to. families and -respedt

1. The referral precess shall 'afford tarents maim
access to all referral i.nfo:iiistiori:;.- 114's acdes
shall include, but is not -411itedt0i. ts01-eP1110.!,:-)
referral available for no -AFis.tbSti;.-2D,','-hcipr*.
week,

2. Referrals shall be made Wh
variety of child care'l,proy. Frs. s?pr9priat# #r;tbe:
child's age and the fonile4 needs. It',410,4040k104
beinformed about G.lie'avakirOilitY of'..subtl
child care.

CL IId: Development duidelines



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:

a. Conditions under which refirra4 to certain
providers may be discontinuedn-If a prOVider's
name on a listing is discontinued, documenta-
tion shall be on file. The agency shall notify
the provider in writing that referrals have
been discontinued, the reason, for this deci-
sion, and the process for appealing the
decision to the'governing board.

b. Procedures fpr handlidg complaints or referring,
reports of licensing violations to the appra-4,
priate licensing agency.

.- Procedures must be established for maintenance Of
ongoing child care.needa,documentation and gathering of
jaPrmation concerning the availability of child care in
'the'iervide area. Documentation of requests for service
t61)e maintained by all child care resource and referral
agencies shall include:

1. Number of calls and contacts with thedhil4ddre::
information and referral agency.or component,:

2. Ages of children to be served
o

3. Time category, for which child'ca're is requested for
each child

4.' Need for child,cse.during.any special time date-,
gory (e.g., nighis, weekends, swing shift)

5. Reasons that child care is needed

D. Plans must be made to.provide technical assistance to
( existing and potential providers of all types of child

care services. This assistance shall include, but not

be limited to: 4?

Child DevelOpment Guidelines

1. Information on all aspects of initiating new
child qate services; including, but not limited to,
licensing, zoning, program and budget development,
and assistance in obtaining needed information from
other sources
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1000 RESOURCE AND REFERRAL GUIDELINES - Subsection 1001 (continued)

t

2. jigormatipn and resources which'shall help existing
care services providers to maximize their

ability to servethechildren and parentsOf their.
cdMmunity

3. Dissemina0on'of informationnn current public
issues 'affecting the local and state delivery of'

child care services

4. Facilitation of communication between existing
child:tare providers and±Child-related services

.

4X0videfsAii the community served

Child Development Guidelines



1100 'ALTERNATIVE PAYMENT GUIDELINES - Subsection 1101
a.

4104 Alternative Payment Programs

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 elementg of an acceptable
program include coinpliance:-with the prOvisions of the SDE'family
fee Schedule,and fair and prompt assumption of financial
responsibilities under the contract.

I. Program Design and Policies

A.- 'Alternative.payment prograMg.jhall identify.-a_speeific
geographic service area which'- must -be approved by the

*ate Department of.Ed4Catidn/00ite of Child Develop
Changes'in' he:Service area shall require prior

Written approval from the Department of Education.
I '

B. Alternative payment programs shall provide reimbursement,
for a variety of child care options =in accordance with
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 certify
family eligibility and maintain all auditable records.
for review.

C. Alternative payment programs shall develop a written
informatipnal statement which must be made available to
parents and providers. This information shall include
a description df the program's purpose, design, and
organizational framework; aamissions 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 policOW
and procedures; and a statement hat 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
ancestry.

D. 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 programsi and
other exiatinvcommunity resources or all of them.

Child DeVelopment GUidelines 55
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1100 ALTERNATIVE PAYMENT GUIDELINES - Subsection 1101 (continued),

ii

,
Payments shall be madelq provided only in,

licensed centers,7114ehli 044 °care homes.,
family day: care hOiteaexe till:censure-by the
Health and Safety Cqde, caretArdiriaad:in:,the,,.chlWa.
home, and. for other types okctiphidh,tOnforp.:to ,
applicable law.. Verifitation dreurrentiiceiee (or
documentatlon otexemption from 114.44re,HOufsuant:_to
the 1-/aTth and'Safety Code) Shall 'be o444:At:the°
tontracting,agency. VerifiedprovisiobTlicjinses are
acceptable until the ekpiration date. PfoyidersdregiS-
teredunder AB 136.8/79 after July :1;' 1980; are also

for-partiCipation.

B. The f4011owing information, about the caregiver providing
:in-hoMe care Ahill be on file at the.cOntracting agency
prior to approval for-payment::

1. An applidation form which includes a description
. of the caregiver's qualifications and experiende,
to be completed in a personal interview with prime
contractor's staff

2. A statement that the caregiver is in good health

Y. For nonrelatives, the names, addresses, and tele-
phone numbers,of two character references to be
contacted by prime contractors staff

4. California dr1ver's:4cense number or other valid
and recognized form of identification to, prove \v

that the caregiver is at least 18 years of Age

C. Payment shall not be Made foi dhild'care services
which include religious instruct on. or worship.

D. Alternative 'payment prograMs M y 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 areA;(2) the fadilityis akle tolmeet
the special'needs of a. particular child; (S)' other rea-

' ,sons upon approYa.l.of the Office of Child Development.
SuCh payment may be authorized upon request to the
Office of. Child,Development.--

Child Development Guidelines
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1100 `ALTERNATIVE PAYMENT,GUIDELINES- Subtection 1101 (continued)

Rate of Payment and Cost of Service

A. The-payment for subsidited-famAlies shall be equal to
the fee charged by the provider to nonsubsidized iami
lies. 'Alternative payment. programs must have on file a'.
statement of fees charged by each child care provider

d for the current fiscal year.
3

B. When only subsidized children are enrolled, payment
made by the alternative payment agency to another state
supported contractor shall be in an'amount equal to the
state's per capita reimbursement to the contractor that,
provides direct service to the child.

C. The payment, including the SDE family:fee, shall cover
ele entire cost of.thild care serviceS,offeredby the
.provider. The parent'aliportion'of the payment is
,determined by the SDE'family fee schedule. .Both sub-.
.sidized and nonsubsidized children attending the same
program must have access to services on a nondiscrimin-
atory basis. Eligible parents shallNnoi-be charged nor_
required to pay additional fees to child care providers,-.
e.g., registratipn fee, field trips, tpecial activities.
Each provider shall certify that additional charges are
not being wade or collected.

IV. Payment Procedures and Fee'Collection

A. Parent. fees may be paid by the parent dir ctly to the
contractor or to the'ohild Care provider- w provides,

the service. In the event that the parent. p s 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. In additiOn, the contractor shall report
the expense of its payment to the provider and the
amount:of fees which served in lieu of payment from they
contractor to thesprOvider.

S. Claims for payment by the parent and the provider of
Services rendered-Shall include sign-in and sign-out
sheets, 'showing daily times in and out. Documentation
of excused absences is required. .

C.. The contractor shall have:on file a signed written
agreement with each proVider, atopy of which is signed
by the provider and contracting agency representative.
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100 ALTERNATIVE PAYMENT GUIDELINES"- Subsect oft.1101 (continued)

4

This agreement shall include,the following:

1. Services to be provided
,

2. Conditions and schedule for payMent.

3.4:,Provider s fee, based on.the proVidees statement.
,-:of usual and customary charges forthe same ser7
,vices provided .to childrenof nonsubSidized fatr-
ilies; clarification that usual and.cUstomary-
services (such as f6od and supplies) are to be
included in the cost/fees.

Provider'S signed agreement tO'remain"in Compliance..
W1001.,'SpOliCable licensing laws and regulations and
to-renew licenses prior to expiration

-

. Nondiserimination statement.

A statement certifying that services do not include--
religious instruction or worship

V. Agency Administration anci Support Services

. Alternative payment agencies shall have a Viable and
active governing board. Agency policy shall be det957.
mined by the goverding board or its designees. Records
of:minutes:of duly authorized board meetingi shall be
retained...at the agenCrand:Madenvailable to,StateDe7
partmenknf. Education staff fpT review.' The following'
.informa**.shall Won file Witkthe State Department
of EdUesetOri/Offi4of-Child DeVelopment:

:

- OpardImbers. names,*0-addresses
A copY the governitWard's Articles
Incorpo ion and bylSw 117:

B. TO offer maxim: support'for parentS and providerS,
alternative pa nt'prograMs,shall uselocat res011tce::
and referral se, Ces. .In:cOmmUnities-wherethtte.,Are
no resource and rSi,erralagenCieS, alte;!natiye 0510trip::
programs shall,prov* the "following 4144.8rt s'erlfitet r.

I. Into, ation for parents7;i0 asSiSt,t,h0-.166A*08)
informed choiceS

Professional and.technical eyand'informa7 ,

tiOn for providers: :
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11Q0 ALTERNATIVE PAYMENT GUIDELINES Subsection1101 (continued)

3. Parenting information

VI. Contractor!Is Adtinistrative,Cost
,

Administ rative cost claims from alternative payment con-
tractors lin 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,' whichever is less.
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11200 CONTRACT MANAGEMENT GUIDE NES

Ir

.

P. Maximum arning Levels
. . ,

r V
( .

,

/
.

Child Care and Development Programs provide child
devAopment services to Eertffied families pursuant to a
local agreement (contract) with the Department of.,E4uca-
tion,'Office of Cliiid Developm9nt. These local agree-

ments provide for a maximUm.fUnding amount, referred to,
as maximum reimbursable amount (MRA), that the local
agency may earn through the'provision of child_develop-
ment services toOlcertifie4 fadilies. In no case may
reimbursement exceed the maximum reimbursable amount.

Reimbursement for School -Agee Parenting and Infant
Development Programs is based on a maximum unit rate
as estiplished in the Funding Terms and Conditions or ,

actual and allowable net costs, whichever: isiless, but
in no casftmay reimburseteent-exceed the maximum
reimbursable amount indicated in the local agreement. .

#eimbursement for special prUrama for, the severely
handJ,capped is based on a maximum rate per child hour' f
attendance as established in the 1b cal agreement or
actual and allowabig neCcosts, whichever is less. In'no

case mgy reimbursement exceed 4e maximum reimbursable
-amount noted in the Lpcal agreement.

4

Reidbursement for dotinty welfare departments is based on
a maximum rate .per child hour of attendance as estab-
lished in the local agreement or.actual and allowable net
costs, 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-

abldlamount, whichever is less.

.44mbursement for all other child development programs is-.
based on enrollment and reimbursable costae ReienbuKse-

menlbis limited to the least .of the following:.

A. Maximum reimburiable amount minus parent fees

41 'received from certified families

0 B. Actual and allowable net costs per child day of
enrollment for certified children minus parent fees
received from certified families

0
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1200 CONTRACT MANAGEMENT GUIDELINES (Continued)

IP

Yaw 't'

C. Maximum rate per child day of enrollment as s
Or in the local agreement, multiplied by total c

child days of enrollment,' minus parent fees
from :certified families

ecified
rtified

r eived

Parentfees may be "earned" through the provision of ser-'
vice beyond that required to earngthe contract maximum.

A
II. Actual and Allowable Net Costs

Actual and allowable net cos0 are the balance of total
program costs remaining after restricted,program income'.
and nonreimbursable expenditures have been.deducted.

III. 'Restricted Prqgram Income

. *

When a donor or grantor restricts the use of donated
funds to goods or services normally reimbursable by SDE,
such funds are defined as restricted program income.
Such PUnds aere,dedpcted from total program costs before
determining actual and alleable net Costs. Therefore,
iese funds should not be reported until there is an

off-sitting colt or obligation reported. Restricted
program income includes, but is not limited to, child

,kare food subsidy, rent subsidy, d revenue sharing
funds.

S

14 IV: Other Restricted. Income

. 4; 'OP

Other restricted income is income received-by the agency
ion whech the donor or grantor restricts the use of tie
funds to costs that are not reimbursable with local

cjf agregment kinds. An example ig funds donated for th4r4
purchase of, nonreimbursable capital outlay items.... Other
restricted. incoml is not deducted from total program

" costs; therefOre7 thedFontractor mAlY report such income.
NOt eithei)the time of 'receipts or .at the time that
expenses are incurrelp Er

I. Jr , (

. Nonrestricted Income
... a

...

VIt 0
When the donor on grantor places,no restrictions on tlftee

use of donated nds, such funds ace deened ai'nonre-
stricted income. Nodrestriciled ilkome 'Ts nofrdeducteet
from the total program costs, anditherefore May bd ,"

.reported either at ehe tin* of receipitor expenditure.
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. 1200 CONTRACT MANAGEMENT GUIDELINES (Continued)

6

4

VI. Nonreimbursable Costs

Nonrgimbursable costs are costs that are not reimbursable

by the State. The Department.of Edubation 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-
-taihed 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

agreement pr the Funding Terms and Condition's are
in conflict with 34 CFR Part 74 or OMB Circular A-122,

the provisions of the lodal agreement shall govern;

VII. Child DevelopMent.Fund and Order of Expenditures

The child development fund and the order of expenditures
are controlled by Section 17906 of the California

di

Adm nistrative Code, 'Title 5. .

VIII. C flicts of'Intereat
, *

The local agEpement requires that goverding boards
Conduct business "at:arm length." This means that theMk
individual board members, ey employees of the board, or

.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,a use allowance. (Note:. Rent is not an allowable

claim for owned property.) A depreciation or use allow-

ance may be claimgd for owned property, except in the

following Ostances:

Child Development Guidelinep

Assets ate acquired.with public funds.

Assets are donated.

Assets are purchased with donated funds.
4

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

72
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1200 CONTRACT MANAGEMENT GUIDELINES (Continued)

S

lirt:Child development contractors must maintain adequate
records with respect to acquisition cost and may not
claim depreciation or use allowance without such records.

4V

Child Development Guidelines

A. Depreciation

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 expected 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 pe#iod 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-
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.

B. Use Allowance

A reasonable use allowance may be negotiated with the
Department of Education for assets which have been
fully depreciated.. The cost of the facility or item
involved, the estimated useful life remaining at the
time of negotiation, policy
followed, the effect of ny,,inCreaded maintenance
charges or decreased effcie:At'9CM to age, and any
other factiors pertinent to the,utilization of the
facilityr uld be considered ip negotiations.

The useAll Owance for buildings, and improvements
be compUte0 at an annual rate not exceeding 2 percent
of.the or4inal acquisitiot cost. The'use allowance
for equipment will be computed at an annual'rate not
exoeeding,6-2/3 percent of the original acquisition
cost of usable equipment. (-.
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a.

. Capital Outlay

Capital outlay expenditures for sites, buildingS and
building improvements, building fixtures, and service
systet*s are reimbursable only as depreciation or use

allowance.

Capital outlay expenditures for which the purchase cost
may be claimed from local agreement.funds are:

0

11

A. Instructional items that are used by the staff and/Or
the children enrolled4oin the child development

program
/.,

B.' Items of clAssroom furniture and other equipment
essential to'the operation of the program

;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._ Tfte Office of Child Development
will act on the request and return the request form
either approved or disapproved within fifteen (15)
workingdays ofits.receipt in the Office of Child
Development.

The Office of Surplus Property maintains a.large inven-
tory of items that are useful for child development

programs. Office, classroom, and playground equipment

are all available at reasonable cost. Contractors .

seeking approval from the Office of Child Development to
use:local agreement funds to purchase program - related

classrobm or office furniture and equipment are'required
tb.certifythat they have contacted the Office of Surplus.

"'Plibperti'td determine whether the needed item ofequip-

mentiS available. This requirement is not applicable to
resource4and referral agencies or other contractors who

. 4. .
are legally ineligible to purchase surplus property.

.
The contractor is to maintain an inventory of all

eqUipment purChased if con't'ract funds were used. The

inventory should include aga minimum:

irf A. The purchase 'date

Child Development Guidelines.

. l'otaLacquisition costj(purchase price, less dip-
tounts, plus tranSportation, sales taxes, set-up
.costs, etc.1 inclUdingpercentage of contract funds

used to acquire the eqUipment

64
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C. tiodel or serial numbpr. of. the equipment si
,. I I

. .
D. Physical location of the property,

If, upOn..terminaticin of the'lofal agteaMeit, Ow. con--''' 0

.. tractor wishes to continue usingleb7.1041p4ntithe:
econtractor.muSt request written authorisation.froM:the:
Office.of_Child Develogieht. Ifwrittia aUthOritatioiClp.
granted, the contractor will be kOd. iocodpensat,

.the -state fothe'state S.share.oyhe Cost. i,:,:,.

XI.. Indirect Costs

If a contractor.operates multiple programs through
variods grants and contracts there ma/ be administrative
and general 'expenses not easily". assignable to ,one,spe-
cific program. kcontractor may, 'tperefore, establish ;.an
indirect cost rate-and ap'ply'the raW.,Against all pro

/ 'grams operated IT. the,cOntractor. ,41:(Alostjellocation

'plan, in conformity with C'kcular A-fgq,pUblished by- the
Yetteral Offtce 'Of Mauagsw -Budget, must be_pnifile
with the contractor and r rgaile6y the.
Department .of Education 'tor forefore the end
of -,the contract Period, c s must 'submit forms
piovided by the Depar, ation for approval of
the indirect cost rate uch rate may-not excee

1.1i:8 ,percent. School dist county suprintendents
.4.07.

of schOls may claim 4 W ;exceed the state
,,...:..

restridted indiredt,co seallocation plan
-..establish indirect cost'''' approved by ,the le

Assistane Bu au orth
a

Depc

::
ttrisie

:
ti

t

(1311

n

E
%
:: ,,.'

Contractors =Or verify
are reimbursable-through local agreemenp,

.

ate ...,.of p
4,,

XII.8tart4Jp.CoSts

Start -up costs are ?hose onetime-only:'Costs
-with the starting oraexpanding of a child d
program due toftnitiatien of, or an increas
of.the local agreement and may include:.

14 EmplOyment and orientation of necessary

'

B Setting up of the program and facility

Finakization of rental agreements a
necessary depostts

0,, 4

Guidelines'

4%.

45
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z

D. Purchase of re

supplies

0inVentory of materials and,

-

E. Purchase of' an in
'

premium for inaUrance

Contractors maTapeifd percentOf."iheir local

agreement. amount (ot; ;percent of expansion funds,

whichever is leas) ibr tP=uix''.6osts.';;Jf all or part of

the 15 percent. al19,1414e, start-up AR itinjs needed and

spent?in:the five er st.iplesre hat; portion will

not haVe to be qe ii(Ougli-the p provision of ser-

vices. jf, howe ther ,needs nor chooses

t6 claim any of Orcent! rt7uP4Ortion of its

Jocal.agreeMent , the :full service

reo4irementmuat6 ADE- level indicated on

thOpcalagreemw .
:

osta.must be incurred

prior to the Ot,,,ainm, enrollient, i.e., re-

4hiredADE,;:and ma not 30 daysjor migrant
prograis and 60 daya::fOx,. her :programs.

!:!,:"V,

I

,Adjustment Factors IldrentOpeCial Needs

.In order tor,
Children. oK
reported,Ch
shall be mgl
below.

(4

Illeavelopment Guidelines

ditiOnal expense of serving
1:needs, the 'proc!ideragendy'a
of enrollment for,these"children

d by the adjustinentfaCtors listed

These aduitmen factors shall'apOly,only
',programa whose assigned reimbursement rates

titieiow th.ft ndard reimbursement rate.

to those
are at or

A. For ±4 s to 2 years of age, the adjustment factor

shall'be 1.3.
I '

'S. For hand ped children to-14 .years

atiustmen actor .shall be 1.1.

C., Fo ildren enroIledsin,programs for the severely

ha capped, the'adjuatment factor shall be 1.3.

D. For children to age 14 at risk of neglect, abuse, or

°exploitation,' the adjuStment factor 'shall be 1.1.

E. For timited-English=speaking and non-English-speaking

children. age 2 throygh kindergarten, the adjustment
factor shall be1.1.

of age, the
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r-
r.

USe of these adjustment factors.:shall:not increase the
provider agenCy's total annual allocation.

Days ofenrollment for children having more than one
,specialneedshall not be reported under more than one of

the above categories.

XIV. 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 minimum days of operation

C. The minimum average daily dnrollment

D. The maximum daily rate,perecOild per day of full-time,
enrollment

Audget revision involves O' transfer of budgeted amounts
among 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 (30) days
of a budget revision.

XV. 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 the Depart-
ment of Education to terminate the loCal agreement or for
a reduction in of withholding of reimbursements.

XVI. RelmbureementLimited 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-triteria. The costs of serving noneligible
children must be paid directly by the family or from
other local resources.

Child Development Guidelines
67 .
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.16 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. j

All children, whether the child care is nonsubsidized or.

state SubsidiZed, 'should be signed in and out. Parents,

parents' designees, and others who bripg childen to they

child development program are.toSign them in.a&I out

daily on their arrivals and departures, The parent's

initials are suffi,cient. ExaCtimes'of arrival and
departure should be recorded. Staff members should sign

the children in and out daily if the children arrive at
and departfroth the program by other means, and are not

' accompanied by parent On parent's designees. In addition,

form CD-9400, "Enrollment-and Attendance Register for

Child, Development Prograths," 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 dayd/houra.of attendance. Current

enrollment and certification records are to be Maintained,-

by all child development Contractors.

Verification of excused absences ip the fort of state-
ments Signed by either a staff member; aqdrent; or a

doctor are tri be maintained by the-agen*as. the primary

aource,document'fOr.audit purposes.

Parents' or guardians may be telephoned to ascertain the

reasons for absenCes., Such calls should be made by.the

child's teacher, teacher assistant, orother 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. .

/

,XVIII. Fiscal Reports

Child Development Guidelines

All general child development contractors, Alternative

Payment and Resource and Referralprograms will report

five (5) times during the year. on Form CD-9500; School-

Age Parenting and Infant Developmkt Programs will report
five (5) times during"the year on Form CD -6507; Special

Programs for the Severely Handic'apped will report five'

(5) times'during the ART on Form CD-1400; Campuskhild
Care and Development' Programs will wort five (5) times
during the year pn Ford CD-9500b; Migrant Child Care and

Development Progams willlreport monthly on Form CD-9500

Mig.; State Preschool. Programs will report'five (5) times I

68
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\

during the year on Form CD-8200. All:programs will
provide a monthly certification statement of contract
compliance.

The first report is toj3be,submitted'fti the months of
it41y, August, and September and laAue in e Office
of. Child Development on,October'15. The sec nd report is
to be Submitted-for the months of October, November, and
December and,,, is dde in the'Office of Child Development on
January.15..:10tthird.repOrt:is to be siibmitted for the
months of Janua and ,February and is due in. the Office
.oi Child Development on March 15. The. fourth. report, for
the month. of March, is sue'in: the Office of Chi d:Devel-
opment on April 15. The fifth report, for the m'ntfid of-.
APO., Maiand June, is due'in.the Office of Child
Development on July 15.. The regular monthly appOrtion-
men4.may be 'reduced Up to fifty percent (507.):Wthe

. ...% fiscal report is not_received in the, Office of Child .-
?',,Development within five (5) 'calendar days of the Niue

date. Prior notice of a reduction will initiallylbe.'
given by the Office of.Child Development by telephone
and.will be followed by a written notice.

XIX. Subcontracts

All,subcontradts (with the exception Of those exempted-'
in Section.XIX C.) inexcess of five. thousand dollars

.

.($5,000) are to be submitted.fOr prior written approval
to the Office of Child' Development if the contractor is
requesting reimbursement from the Stater Reimbursement'
will be:within the maximumcontract'amount.

A. A subcontract.will not be approved if it does not
make'adequate provision for items one through
thirteen below.:

1. The subcontract must have a beginning and, ending.
date.: The beginning date must not be prior to
the beginning date of the local agreement with

.the State. The ending date'sho.uld not extend
beyond'the ending date of the7local agreement
with the .State.

2. All subcontracts.'are subject to audit.

. :A specificAollar amount must. be:stated in the-.
subcontract (or an amount not to exceed a
'maximum dollar amount).; Costplus7a-percentage-
ofcost subcontracts will not be approved.

Child DeVelopment-Guidelines
69



1200 CONTRACT MANAGEMENT GUIDELINES (Continued)

4. The specific. service(s) being:purchased or being
provided by thesubcontraCtor must be clearly
.identified.

5. The TeiPonsibilities of the contractor and the
subcontractor must be- clearly identified.

6. The subcontractor must agree to indemnify and
save hamlets thdrState of California and its
Officers, agents and employees, from any and all
claims-and losses occurring or resulting t1.6..any.

And all contractors, subcontractors, material7
men, laborers; and any Other,person, fitm, or

corpOration furnishing or.supplying work,
services.; materials, or,supplies in eonnect,,ion

with the performance of.thesubcontract, and
from any and all claims .and loases occurring or
resulting to any person,-firm, Or corporation
that maybe injured or.daiaged by the subeon-
tractor in the performance of the subcontract;

Child Develoncl,,nt GUIdelines

The subcontractor and theagents'and employees
of the subcontractor, in the performance of,ttle
subcontract, are acting. in an independent.
capacity and not asofficers or:employees or
agents of-the, State of California.

8.. No Alteration.Or variation-of tpa terms of the
subcontract shall be vali&unlifss made in
writing and signed ,by the contractor, and the
subcontractor, ancrno:oral Understanding or
agreement,mot. incorporated in.thel subdontract

'shall be' binding'on either party to the

subdontract.,

9. The subcontractor must maintain (Or provide:to
your agency) records for program revieW, evalu=,

ation, audit and /or other purposes and make them
available to'be'dgentsof the State. SuCh

rtcords shall be.maintained for a minimum of
jiVe (5) years, . ,

. .

10. .-The Fair Employment Practices Addendum must be
attached to, teferended in, and considered:part.
of the 'subcontract, .

. .

11. Subcontaeta,in excess of $10,000 shall describe'
the remedies for violation or breach of contract

.

and shall- contain.termination clauses.

7.A,
80
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Child Development Guidelines

0,

B.

12. Title t .alhy equipment or supplies purchased
with ntatfunda rests with the.subConttactOr
only so lohg as the subcontract is in effect.
Upon termination -of the sui.contract,,tftle.to
all equipment And remaining supplies shall
revert to theconeractot.' The purchase of any
unit of:equipment costing more than $500 and/or
having a useful life.eXpectancy of two years or,
more and4purchased with state 'unds shall have ,

prior, written authorization from the contractor
.and.the,state.'

, .

13. Any amvidments or alterations are subject
to review and approval by the Department of.
Education.

The.following iteMs are suggestions for inclusion,
in subcontracts to protect the interests of the
contractor:

. Funding (final'approval) of the subcontract
should be made-subject to the appropriation and
availability of funds.from the Department of
Educatidn. .

,

2. All subcoritracts s linuld Contatn a.prbvision that
the subcontrattbr is Ilable.fOr.any audit
exception caused by, et As a result Of,. tWe
subcontractoes"lack. of perfpimahce as ?quired
by the bcontracE% ,

3. The subcontract,shojid"prOvide that ihe'siibConl!,

tractor and. his or het %erica and employeesr, 4.a
the performance of the subcatract -arc acting0
in an iindependent capacity and not as agents pr
employees of the prime Contractor. 0

,

;Subcontracts in excess 40$5,064L uPd. not

become effective and binding on either the wile
contractor ok ;the.subcontractor.0fitilapprqed

P in writing by 'the Department-Of,Ediiiatihni: and.
any Workperformed by the aubcontrIrtot priortt:;
the, date of such approval.bythe:Depattment Of.. ii.
pucation.ahall notbe used as a .Claim agaiesti
the state. 4s

41:. '1'. '4'",

The consideration paidto the,subcontracto .as

provided in,the subtOntract,,iihbuld be st
be full compensation for all of the aubcon

*

0
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expenses incurred in the performance of the
subcontract.

.While the exact wording ofany of.the above subton".
tract provisions are subject to local variation, it
is important that vtoVisions One through thirteen of
Section XIX .Abe .included, in all subcontracts.

C.. Exempt Subcontracts.

The following types of subcontracts will not recitiire
,prior written adthOrization from the State- Department
Of EduCation:

I. -,SubcontraCialor auditor bookkeeping .services.

2. SuhFontracts for janitorialorgrovnds
maintenance service

.: Employment contracta; teacher.contractS
. .

4; Subcontracts for child development service, when
the OrithecontractOr is .a public ageficT

Subcontracts of alternative payment agencies
with-service providers

Subcontracts ,for food servicestr the contractor
does not have a food service a eement with the

SDE's Office of Child Nutrition Services

No subcontrac-shall in anyway relieve the contrac-
tor of any responsibility for performance under'this

a contract.

XX. Reasonable and Necessary Cost

Child care and deVelopment Contractors are reimbUrsed for
actual and allowable costs.. Actual costs are limited to
expenses which ate .considered reasonable and necessary
for providing services'to families who are eligible far
state stibsidized child development services.

. i.. .

.A.:Cost is considered reasonable and necessary:if it:does'
not exceed what: would be incurred by:an ordinarily -..

' prudent person in the conduct of-a'CompetitiVebusiness.

The reasonableness of any specific costS must be scruti.7
nized.with-particular care fbr transactinns or expenses

Child. Development Guidelines,
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involving parties, firms, or, separate busidess entities
which may not be subject to the restraints of competi-

tion. What is reasonable depends upon a variety of

considerations, including;

A. Whether the cost is of a type'generally redognized,
astOrdinary and necessary for the conduct of the

contractor's business

B. The restraints or requirements imposes by generally

accepted sound business practices, arm's length - f

bargaining, state laws apd regulations, and contract

terms and spetificatiops

-
C. The action that prudent buines

the circumstances,-considering-
to the owners-of the bus0/1Ass,
customers, the governmentjv and

S people would takyin
their responsibiyties
the employees
the 'public ae)large

XXI. Fiscal Accounting

An accounting system is a method of keeping track of

income and expenditures for fiscal management purposes.
The system used (cash, accrual, modified accrual)should
be easily understobd by:and be accessible to ttib people

in the organization. who have responsibility for contract

performance. The accounting systet (including any
necessary ledgers). should be set up in such a way. that

the director and board members.-know at any time, and

without the assistance of an accountant, how much has

been spent for any line item and the amounts payable.
tThe director and board members should also be able to

project through-the end of the fiscal year what addi-

tional funds, if any, will be needed for any line item.

Regardless of the system used, all costs are to be

accrued on June 30.'
4

XXII. Operational Budget

The operational budget should not be confused with the

contract. budget whidh is a part'of the child-ecare 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 tan readily compare the pattern of

actual.expenditures w*th the operational budget.and.make

adjustments throughout the contract period as n %eded.

O
a

Child Development Guidelines 73 83. "
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,

. .

This is particufarly important in.the third and fourth '

quarters so Lhat actal exjnditures will fild exceed

total income.
-4.): ; 1g;

Anticipated income may include but is not limited to:

A. Apportionments from the Office of Child Develoment

B. Reimbursement from the Child Care Food and Nutrition
Prograe(Restricted Program Income)

C. County Maintenance of Effort Tirnds

D. Revenue Sharing Funds Uestricted Progjam 'tome)

'E. Parent Fees ,
F. Rent Subsidy Funds (Restricted Program Income)

G. United Way Funds

4. Donations and Grants

XXIII. Administrative Appeal

In most instances, appeals from local contractors may. be
expeditiously resolved through an administrative appeal
to the Office of Child 1velopment.

The process for such an administrative appeal, which
precedes the formal appeaftprocessdescribed.in Education
.Code Section 8402 et seq.:involves three steps:

A. Submit a leteer to the Office of Child Development
consultant assigned to your prtgram which describes
the problem and contains all. relevant documentation
of the issue thatis being' appealed, and clearly

v>.
indicate that the atter is being referred for

administrative rev w.

B. The Office of ChildwDevelopment consultant will
review relevant faci of the appeal, make'a recom-
mendation,, and refer the matter to the Office of
Child Development management group. The administia-
tive group will review the matter and all relevant
documentation and 'make a decision. If additional
:information is required, the individual who asked
for the appeal will be called b-the regional
administrator.

Child lievelopment!Guidelines
a.
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I

C. Notification of the decision'wift be made in a letter

from the program consultant.

Issues referred for administrative appeal will be
resolved within a fifteen (15) day period from the
receipt of the appeal letter in the Office of Child

Development.

If a contractor wishes to undertake amore formal

appeal, SeCtitn 8402 et seq..of the Education Code
provides for a hearing conducted by the State Office'

of Administrative Hearings.

a

4
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Other Publications Available from the Department of Education
.1

Child 1)evemem Program Guidelines is one of approximately 500 publi* catiOns that are available
from-the Caltornia State Department of Education. Some of the more recent ,publications or those
most widelittsed. ate the following:

Aincrica0iiinfian Education Handbook (1982)
kr,ogram. Policy, and Assessment Issues (1980)

C:411() 1tat P,civate School Directory.(Ti.. School Directory
st,..1.0.;):*lopment Program Administrative Manual (In hinder) (1981)

C414.431:)::eloputent Program Directory (1980)
C IleVelopment Program Guidelines (1983)
Chr.10./AelOpment Progrant'Quality Review (1982)
Curii4lipt Design. for Parenthood Education ( 1982)

Dr,c14140n Guide or the California School Improvement PrOgram (197.8)
District Master Plan for School Improvement (1979)
Edueation of Gilled and lalented Pupils (1979)
Establishing School Site Councils: I he California School 'Improvement Program (1977)

$3.50
3.25
9.00

12.50
22.50
4.O()

3,75
3.25

1.50*+
1.50*

I.50*+
Foreign Language Erainework for California Public Schools (1980) 2.50
Guide to School and Community Action (1981) 1.75

Handbook for Planning an Effective Mathematics Program (1982) 2.00*
Handbook for Planning air Effective Reading Program (1983) 1.50*

Handbook for Planning an Effective Writing Program (1983) 2.50*
Handicapped Infant and Preschool Children: Program Guidelines (1981) 1.50'

Ilistory Social Science Framework for California Public Schools c198.1) 2.25

Improving the Human Environnuhit of Schools (,-,1979) 2.50

'unmoving Writing in California Public Schools: Problems and Solutions (1983) 2,00
MatheilIntics Framework for California Public Schools. with 1980 Addendum (1982) 2.00

Monograph on Staff Development (1980) LSO.

Nevv Era in Special Education: California's Master Plan in Action (1980) 2.00

Pedestrian Rule,. (il the Road in California Primary Edition-( l980) 1.50

Physical Performance Test for (alifornia. Revised Edition (1982) 1.50

Planning for Multicultural Education as a Part of School Improvenwnt (1979) 1.25*

Planning Ilandhook (1978) 1.50*

Preschool Program Guidelines (1983) 2.70

Putting It Together with Parents (1979) .85t
Raising Expectations: Model Graduation Requirements (1983) 2.75

Reading Framework for California I'uhlic Schools (1980) 1.75

Relationship Between Nutrition and Student Achievement. BAtivior. and Health (19K0) 4.00
Science Education for the 1980s (1982) .

2.00*

Science Framework for California l'ublie Schools (1978) 1.65

School Improvement:. Making CaliForni8 Education Better .(hrochure)- 982)
Statements on Competencies in English and Mathematics Fxpected of tittering Freshmen (1982) 2.50

Student Achievement in California Schools 2.00
Students Rights and Responsibilities 4-tandhook (1980) 10
-Leaching About -Sexua lly I ransmitted Diseases (1980)

1..565+

Toward Mere Hunian Schools (1981) 1.75

Visual and Performing Arts Framework for California Public Schools (1982) 3.25

Order should he directed to:
California State Department of Education
P.O. Box 271
Sacramento. 'CA 95802

'Remittance or purchase order must accornotcny order. Purchase 'orders without checkwe accepted
'only from government agencies in California. Sales tax should be added to all orders from California
purchasers.

A complete list of publications available from the Department may be obtained by writing to the
itddresS listed above.

04;
Developed for implementation in, School Int pro% ertiefft

availahlelln Spanish at the price indicated...
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