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The California Department of Education (CDE), Early Learning Care Division (formerly Early Education
Support Division (EESD) and Child Development Division (CDD)), has released new laws and rules for
all subsidized child care programs. As of March 2019 this may change what 4Cs case management
staff ask you to provide in comparison to what is listed in this handbook.
Changes include:
• 27 month child care coverage: Once you qualify for service at your enrollment or
recertification, your child care may be covered based on what you provided for up to 27
months.
o Seeking employment is limited to 12 months within your certification period.
• Any changes to your case need to be made in writing on a “Change Request” form.
o The changes you must report are:
 Phone number changes.
 Address changes.
 If your family is given child care services based on income eligibility: You must
report within 30 days if your gross monthly income will exceed the maximum
income for your family size.
o Other changes are optional if they would benefit you. For example:
 Increasing or changing your child care coverage.
 Decreasing your family fees.
 Request to change a child care provider.
o Changes may take up to 10 business days to process once all documentation is
received.
• Parents using flexible or unpredictable work schedules are no longer required to update every
four months.
• Parents participating in Vocational Training will be requested to provide their grades at
recertification.
• The Centralized Eligibility List is no longer a list of all of Sonoma County funded programs.
Please contact 4Cs Resource and Referral or see our website for a list of who uses the 4Cs
Childcare Eligibility List (CEL). www.sonoma4cs.org
• Child Care Reimbursement Rates are listed on the Child Care Certificate. 4Cs is no longer
completing an Attachment “A” form.
• Family fees are set as a flat monthly fee and cannot be adjusted based on usage. Either Part
Time (if less than 130 hours are used in a month) or Full Time (if 130 or more hours will be
used in a month).
• Providers are allowed up to 10 non-operational days per fiscal year.
• On any contracted day a child does not attend care, please write: S-sick, CBI-child best interest
day, A-absent, H-holiday, or X-rotating day off.
• CDE no longer offers Limited Term Service Leave (LTSL). However some programs may allow a
temporary suspension of services. Please check with your case manager if you are eligible to
have this change.
Thank you for your patience and cooperation during this transition.

Please feel free to contact your case manager if you have any questions or concerns.

Dear Parents, Guardians and Child Care Providers,
Welcome and thank you for participating in Early Care and Education Services (ECES) 4Cs
Alternative Payment Programs (APP), also know as the Voucher Programs (VP). We’re excited
to be working with you. We ask that you read through the parent and provider program
information, as it should answer many questions you may have. Included in the booklet are
many of our policies and procedures related to your participation in this 4Cs program.
Each enrolled family has an assigned Case Manager. This assigned Case Manager will be the
4Cs representative that discusses child care schedules, rates and contracts with the provider of
the parents’ choice. Additionally, this 4Cs Case Manager will be available to answer any
additional questions you may have about our subsidized child care programs.
Our agency is committed to supporting quality child care and the health and safety of children.
Case Managers have information about what to look for in a quality child care environment for
your child(ren). Once a parent selects a child care provider, the Case Manager will work
directly with the parent and provider.
It is our goal to provide excellent customer service and we’re dedicated to serving the families
and providers we work with in the community. State regulations may change throughout the
year, at which time our agency policies may require changes as well. We will send notification
of changes as they occur and will update the handbooks at that time. Again, please feel free
to call your Case Manager with any questions or concerns that you may have regarding you
child care subsidy or the 4Cs payment process. Your Case Manager can also community
resource and referrals.
We look forward to forming positive working relationships with you!

Sincerely,

ECES Case Management and Fiscal Staff
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4Cs Early Care and Education Services
ALTERNATIVE PAYMENT PROGRAMS
Program Information for Parents and Providers
Welcome to 4Cs! The Community Child Care Council of Sonoma County, Inc. (4Cs) is a
private non-profit agency that has provided services to children, families and child care
providers since 1972.

Our m ission is to provide access to quality child care and early education in
Sonom a County through advocacy, direct service and em pow erm ent.
Diversity Statement:

4Cs recognizes the richness that our differences bring to our com m unity. 4Cs
encourages em ployees to be accepting of differences. Further, 4Cs seeks to foster
and celebrate diversity in our clients, our em ployees, and our com m unity. 4Cs w ill
w ork to integrate diversity throughout every aspect of the agency’s activities and
w ill create an environm ent of w elcom e and appreciation for all clients and
em ployees.
4Cs programs do not discriminate on the basis of sex, sexual orientation, gender, ethnic group
identification, race, ancestry, national origin, religion, color, mental or physical disability or any
factor protected by nondiscrimination laws at the federal, state and local levels in determining
which children are served. Families and children with disabilities or special needs are
welcomed into the programs.
The Voucher Programs (VP) or Alternative Payment Programs (APP) operated by 4Cs are
"parent choice" subsidized child care programs for families who meet eligibility and need
criteria. The enrolled child and parent(s) or guardians must live and/or work in the State of
California.
Parents have the right and responsibility to select the most appropriate child care situation for
their children. 4Cs can provide child care referrals (not recommendations) for licensed child
care providers. 4Cs does not inspect the condition or quality of child care facilities and
assumes no responsibility for injury or damages arising from services by the child care
provider or facility, since the choice of child care is solely the parent's responsibility. The

parent agrees to hold harm less 4Cs; its officers and em ployees from costs, suit or
liability arising from the provision of child care services.

As a parent, you have the right to get information about any substantiated or inconclusive
complaints about a licensed child care provider that you select for your child. That information
is public and you can get it by calling the local licensing office. Community Care Licensing’s
phone number is (707) 588-5026.
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4Cs operates according to all state and federal laws, which apply to non-profit organizations.
As an agency, we refrain from religious practices or instruction according to state law
(although some programs are allowed to offer you the choice of sectarian or religious child
care). We have a Board of Directors that establishes policy.
CENTRALIZED ELIGIBILITY LIST
All subsidized child care programs funded through the State Department of Education, Child
Development Division (SDE, CDD) are required to use a county wide Centralized Eligibility List
to enroll families. Enrollment priorities are determined by the SDE, CDD.
In Sonoma County families can access the list on the web at https://www.sonoma-cel.org or
by contacting the 4Cs main office (707) 544-3077.
California Alternative Payment Program (CAPP) Admission Priorities
First Priority: Families whose children are receiving child protective services or families whose
children are at risk of being neglected, abused, or exploited shall be admitted first. Within this
priority, children receiving protective services through the local county welfare department
shall be admitted first.
Second Priority: All children and families who are not within the first priority for admission shall
be admitted in accordance with family income, with the lowest per capita income admitted
first. When two or more families have the same income, the family that has a child with
exceptional needs shall be admitted first. If there is no family with a child with exceptional
needs, the same priority family that has been on the CEL the longest shall be admitted first.
CalWORKs Stage 2 (C2AP) Admission Priorities
There is no “Eligibility” or “Waiting” list for families who are eligible for C2AP. All families who
are referred from CalWORKs Stage 1 child care or who demonstrate that the parent received
CalWORKs cash-aid through a Welfare to Work program within the last 24 months and they
meet all eligibility and need requirements are eligible to enroll in Stage 2. Families are only
eligible for C2AP child care services for 24 months after the parent’s last day of cash-aid as
long as they continue to meet eligibility and need requirements.
CalWORKs Stage 3 (C3AP) Admission Priorities
Families must be enrolled in a C2AP program on the last day of their 24th month of receiving
Stage 2 child care services in order to be transferred into C3AP if they continue to meet
eligibility and need requirements. There is no time limit in C3AP and families must continue to
meet eligibility and need requirements for continued funding.
Funding and Terminology
The programs are funded by state and federal funds contracted through the State Department
of Education, Child Development Division. Additionally they have a sliding scale family fee that
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supports the cost of care. The chart below sums up some basic information of the
differences. Abbreviations are listed below.
PROGRAMS, ABBREVIATIONS & DEFINITIONS

P rogram s
CAPP
C2AP
C3AP

California Alternative Payment Program
CalWORKS Stage 2 Alternative Payment
CalWORKs Stage 3 Alternative Payment

Child Care
Licensed
Exempt
Sectarian
TrustLine

Includes licensed centers and family child care homes.
Child care exempt from licensing, including in-home care, care with a relative or friend, after school programs and day camps.
Child care, which has religious instruction, including prayer, religious stories and/or other religious practices. State funded
programs (General) do not permit sectarian care due to "separation of church and state."
Registry of exempt providers who are not the grandparent, aunt or uncle of the child. Providers must complete a
Health & Safety Self-Certification, copy of Driver's License or other picture ID, and two references.

Abbreviations
TANF
CPS
Exc. Needs
(IFSP).
ID

Definitions:

Temporary Assistance to Needy Families, also known as "welfare" or cash aid.
Child Protective Services or other licensed professionals refer children at risk of neglect or abuse to these programs.
Exceptional Needs, usually determined by the child's Individualized Education Plan (IEP) or Individual Family Service Plan
Driver's license or other picture identification verifying that the provider is 18 yrs. or older.

Approved work activity: An activity contained in the parent’s welfare-to-work plan that may include: 1. Unsubsidized employment, 2.
Subsidized private sector employment, 3. Subsidized public sector employment, 4. Work experience, 5. On-the-job training, 6. Grant-based
on-the-job training, 7. Supported work or transitional employment, 8. Work-study, 9. Self-employment, 10. Community service, 11. Adult
basic education, 12. Job skills training directly related to employment, 13. vocational education and training, 14. Job search and job readiness
assistance, 15. Education directly related to employment, 16. Satisfactory progress in secondary school or in a course of study leading to a
GED, 17. Mental health, substance abuse and domestic violence services, or 18. Other activities necessary to assist an individual in obtaining
unsubsidized employment.

GENERAL REQUIREMENTS
Each state or federally funded program has a set of regulations our agency must follow. The
regulations require 4Cs to document a families’ eligibility and need for child care services, and
collect information about your family, children, child care
attendance, income, etc. Without this information, we
cannot pay for child care. In addition to meeting general
eligibility and need requirements, the children and
parent(s) must live and/or work in the State of California.
Children who have reached their thirteenth (13th) birthday
are ineligible for subsidized services except children with
exceptional needs and severely disabled children who may
be served to age twenty-one (21).
Our family files, provider files and paperwork are reviewed
by an auditor each year and a state consultant every three
years. Some of the things that are required are full legal
signatures of parents and providers, and paperwork that
is filled out com pletely in pen . You can help us keep our good standing and support our
ability to provide these services by finishing requirements on time to the best of your ability.
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In this section is a list of enrollment requirements that need to be complete before families
can be served. All enrollment requirements must be completed at the time of the enrollment
interview. 4Cs cannot hold a space for a family longer than two weeks; failure to complete any
of the requirements may cause a family to be returned to the centralized eligibility list or
referring agency. If the parent or provider needs help finishing paperwork, please ask the
assigned case manager.
PARENT TIPS FOR COMPLETING ENROLLMENT
•

Bring all required documents listed below under “Enrollment
Requirements" as well as any information listed on the enrollment letter.

•

Ask for help from your case manager if you don't understand
what is needed, or if you know there will be a delay in
turning in paperwork.

•

Let us know if you are having a hard time finding child
care. Call our Resource and Referral staff at 544-3077 for
more referrals or ask your case manager for assistance.

•

When you find a provider, call your case manager immediately.
You may not begin using child care until we complete the enrollment
process and, contact your provider to verify rates, schedules
and send them a provider packet.

Enrollment Requirements
•
Documentation to verify family is eligible and has a need for child care.
•

Emergency information for enrolling children.

•

Court orders showing visitation rights, restraining orders
or custody agreements. (If applicable)

•

Physician's Report for all enrolling children including
immunizations and child’s pre-admission health history.

•

Proof of an enrolling child's special need (if applicable), including
Individualized Education Plan (IEP) from school or Individual
Family Service Plan (IFSP).

•

Family and Child Needs Assessment, including your release
of information to your provider and agencies working with
your family.

•

Program Rules and Handbook receipts, showing you have
agreed to the terms and received copies of these items.

•

Absent Parent Documentation.
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ELIGIBILITY AND NEED
Upon enrollment in a 4Cs Alternative Payment Program (APP), parents are required to
demonstrate their eligibility and need, and must provide documentation to receive services.
Parents are required to report changes to 4Cs within 5 days of the change and recertify at
least annually to show continued eligibility and need for child care. Parents are notified by mail
and phone when it is time to recertify and when documentation is needed. If a parent’s
eligibility and need changes, they may be required to come into the office to complete a
recertification appointment.
The following is a list of acceptable documentation for each eligibility and need category. Each
adult included in the family must meet at least one of the need categories. Also, you may use
child care only during the times when all adults counted in your family are unavailable to care
for your child.
4Cs is responsible for verifying or confirming the eligibility and need documentation submitted
to determine child care subsidy. Verification is usually done by telephone.
Eligibility Documentation
Children At Risk of Abuse or Neglect
• A referral letter from Child Protective Services or a licensed legal, medical or social
service agency professional (i.e. licensed therapist, counselor, social worker, etc.).
Total Countable Income
• Proof of all gross monthly income for the past 30 days, including the most recent
pay check stubs, child support, and any other source of income received.
Family Size
• Verification of all children under 18 years old living in the household including the
names of the parents and the names, gender, and birthdates of the children
identified in the family. The number of children shall be verified by at least one of
the following: Birth certificates, Court orders regarding child custody, Adoption
documents, Records of Foster Care placements, School or medical records, County
welfare records, or other reliable documentation.
• When only one parent has signed the application, then the presence or absence of
the other parent must be documented.
Residency
• Child must live in the State of California while services are being received.
Evidence of a street address or post office address in California is sufficient to
establish residency.

5

Documentation of a Need for Child Care
Employment
• Employment Verification form completed by employer.
• Self-employed Declaration with supporting documentation.
• Employment shall be verified by 4Cs representative.
Seeking Employment
• A signed Job Search Agreement.
• Limited to a block of 60 business days, per parent, excluding Federal holidays.
Seeking Permanent Housing
• A referral letter from an emergency shelter or other social service agency or a
written declaration that the family is homeless.
• A written declaration that the family is seeking permanent housing.
• Limited to 60 days.
Parental Incapacity
• Statement of Incapacity signed by a legally qualified professional including a
description of the nature of the incapacity which prevents the parent or
guardian from caring for the child for some part of the day.
• Limited to a maximum up to 50 hours per week.
Approved Welfare to Work Activity (CalWORKs Programs only)
• Approved Welfare to Work Plan from Department of Human Services.
Training Toward Vocational Goals
• Training Verification Form with print out of class schedule including days and
hours of training.
• Progress reports (report cards) per quarter, semester, or training period, as
applicable must be turned in within 10 days of the release of reports showing a
minimum GPA of 2.0.
• Limitations: May not exceed six years from the initiation of child care services or
24 semester units after the attainment of a Bachelor’s Degree.

Employment in the Family Home
If employment is in the family’s home or on property that includes the family’s home, the
parent must provide justification for requesting subsidized child care and development services
based on the type of work being done and its requirements, the age of the child for whom
services are sought, and, if the child is more than five years old, the specific child care needs.
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Documentation of Employment in a Licensed Family Day Care Home
If employment is as an assistant in a licensed large family day care home pursuant to Health
and Safety Code section 1596.78(b), and is requesting services for the family’s child in the
same family day care home, the parent shall provide documentation that substantiates all of
the following:
(1) A copy of the family day care home license indicating it is licensed as a large family day
care home;
(2) A signed statement from the licensee stating that the parent is the assistant, pursuant to
the staffing ratio requirement of California Code of Regulations, title 22, section 102416.5(c);
(3) Proof that the parent’s fingerprints are associated with that licensed family day care home
as its assistant, which the contractor may verify with the local community care licensing office;
and
(4) Payroll deductions withheld for the assistant by the licensee, which may be a pay stub.
Travel Time
Child care can be authorized for travel time to get to and from the child care provider to the
place of employment or education. The maximum daily travel time is 4 hours, travel time
cannot be more than half of the documented need for child care. Travel time cannot exceed
the actual time that it takes to get from the child care provider to the location that the need
for child care occurs.
Sleep Time
Child care may be authorized in order for a parent to sleep if they work between the hours of
10:00 p.m. and 6:00 a.m. and require sleep during hours that children would normally be
awake. Sleep time may not be more than eight hours in a day.
Notice of Action
A Notice of Action will be issued to the enrolled parent by 4Cs stating a formal decision or
action that is made and should reflect the current eligibility and need for child care services.
Additionally, the Notice of Action will reflect the enrolled children, child care provider, hours of
authorized child care, and if there is a family fee.
Child Care Certificate
A Child Care Certificate is the approved contract for child care services and is issued for each
enrolled child. The certified hours of child care are based on the family’s documented need for
child care services and are determined by a 4Cs representative. A Child Care Certificate must
be signed by a 4Cs representative, the enrolled parent and the contracted child care provider.
A revised Child Care Certificate will be issued when there is a schedule change. If the rate
changes a new Certificate will be issued and signatures from all parties will be required.
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Reimbursement Rates
The Alternative Payment Programs are a partial child care
subsidy based on the parent’s eligibility and need for child care.
4Cs staff are required to select the applicable regional market
rate ceiling based on the certified need for child care, the type
of provider and the age of the child.
Monthly and weekly full-time ceilings will be selected for
certified need of care that occurs in every week of the month
and averages more than 30 hours each week. Monthly and
weekly part-time ceilings will be selected when the certified
need for child care occurs in every week of the month and is less than 30 hours each week.
Daily full-time ceilings may be selected when the need for child care is irregular and for dropin days of child care that are more than six hours per day. Hourly part-time ceiling is used
when the need for child care is minimal (i.e. an hour or less per day) and it is unreasonable to
authorize a part-time weekly or monthly ceiling. Hourly is the only part-time ceiling allowable
for providers exempt from licensure. The authorized reimbursement rates will be listed on the
Child Care Certificate and the Attachment “A”.
The reimbursement for the cost of the child care shall not exceed the provider’s own
documented rates that are charged to all private pay families. Any cost of child care that is
over the amount that 4Cs reimburses is the responsibility of the parent based on the provider’s
own primary contract for child care with the parent.
Here’s an example of how the reimbursement rates are determined:
 Parent Maria Smith has a documented need for child care M-F 8:00 a.m. –
4:00 p.m.
 Maria has selected Happy Days Preschool for her three year old son to go to.
 The 4Cs case manager reviews the RMR ceilings and determines that a full-time
monthly or weekly ceiling may be selected. The ceiling is $180 per week.
 Happy Days Preschool charges $195 per week.
 The 4Cs authorized reimbursement rate would be $180 per week.
 The parent co-payment would be $15 per week.
 If Happy Days Preschool charged $175 per week, the 4Cs authorized rate would
be $175 per week and there would be no parent co-payment.

This example is not based on real figures, names of people or programs.

8

FAMILY FEE INFORMATION
If the family’s income falls within a certain range on the Child Care and Development Family Fee
Schedule, families may have to pay a partial daily fee to their provider to cover some of the cost of
child care. These fees are based on family size, gross monthly income and the child care schedule
for the child in care the longest during the day.
•
•
•
•
•
•
•
•
•
•

The monthly fee is based on the authorized child care schedule for the child using the most
child care per day—usually the youngest child—considering part-time and full-time days.
The fees are charged on a daily basis and are assessed on a part time and full time basis
according to the authorized child care schedule.
Full-time days are six (6) or more hours of child care per day and part-time days are less
than six hours per day.
4Cs recommends that providers collect the family fee within the first seven days of the
month in advance or by the 7th of the month that child care services are being rendered.
Family fees are not charged for licensed provider non-operational days, i.e. holidays, or
provider closures.
When a family’s income or child care schedule changes, please contact the 4Cs case
manager within five (5) days to report the change, your family fee may be adjusted as well.
Providers must attach an original numbered receipt to the monthly attendance sheet. If the
family fee receipt is not attached, reimbursement will be delayed until a receipt is received.
The family fee receipt will be cross-checked by the 4Cs fiscal staff. If a fee is miscalculated,
both the parent and the provider will be notified of the required adjustment and are
responsible for working out the correction.
If the family is delinquent in paying the family fee to the provider, an agency representative
will contact the parent to begin a formal collection process over a 30 day period.
For questions about family fees, please contact a 4Cs ECES Fiscal Specialist.

Here’s an example of how the family fee process works:
 Based on parent Julie Jones’ income documentation, she has a family fee of $5 per
day full time and $2.50 per day part time.
 Her child, Bianca, goes to Happy Days Preschool M-F 8:00 a.m. to 5:00 p.m.
 Happy Days preschool would count how many days Bianca would be attending for
the particular month and would bill Julie $5.00 for each day. For May 2009, this
would be 20 days because Monday, May 25th is a holiday and the center is closed.
 Happy Days Preschool bills Julie Jones $100 (20 days times $5.00 per day)for the
month of May 2009.
 Happy Days Preschool attaches the $100 Family Fee Receipt to the May 2009
attendance sheet (due by June 5th) for Bianca.
 4Cs staff review and process the attendance sheet subtracting the $100 from the
total amount owed.

This example is not based on real people or figures.
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TYPES OF CHILD CARE PROVIDERS

Licensed Center or P reschool
A center-based program that is not legally exempt from licensure must have a current license
to contract with 4Cs. Licensed centers must meet a variety of requirements in accordance with
State Licensing regulations including: staff training, adult to child ratios, health and safety
standards, and facility size.

Licensed Fam ily Child Care Hom e
A family child care license is required for all providers who care for more than one family in
addition to their own. Family child care homes are licensed for either 8 or 14 children; the
providers’ homes must continually meet State Licensing Requirements, including the health
and safety standards of the licensing department.

W here to get fam ily child care hom e or center licensing inform ation:
California State Department of Social Services
1450 Neotomas Avenue, Suite 100, Santa Rosa, CA 95405
(707) 588-5026

Exem pt Care
Some child care programs are exempt from being licensed, according to State Licensing
regulations. 4Cs will contract with exempt providers who fit any of the following descriptions:
A center program is exempt if:
1.
The program is a school-operated extended child care program.
2.
The program operates on tribal or federal lands.
3.
Parents or guardians are on the immediate premises.
4.
The program operates only one day a week, for no more than 4 hours.
5.
The program is a public recreation program. Note: Public Recreation programs must
meet the following requirements in order to be eligible for state funded child care
subsidy:
• Requires attendance accounting, including sign-in and sign-out sheets
• Maintains adult supervision at all times when children are in attendance
• All employees who have contact with children have had criminal history
background exams
• Children do not have the right to come and go throughout the day.
• Does not provide care for 24 hours in a day (overnight care)
• Maintains a list of emergency contacts for use if children become ill or injured.
A family child care provider is exempt if:
1.
2.

The children being cared for are related by blood or marriage to the child care
provider (grandparent, aunt or uncle of the enrolled child).
Child care is provided for the children of one family besides the provider’s own
family members and the provider is listed on the TrustLine Registry.
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CONTRACTING WITH 4Cs ALTERNATIVE PAYMENT PROGRAMS
Providers who contract with 4Cs are independent contractors, managing their own
business and are not employees of 4Cs. These providers are paid directly by 4Cs on
behalf of the enrolled parent. Child care providers caring for enrolled children in the parent’s
home are considered employees of the parent. In this case, the parent pays the in-home child
care provider directly. (The parent is later reimbursed, up to the market rate ceiling.) All
providers caring for children subsidized by 4Cs must complete an Agreem ent P acket that
includes the following:
√
√
√

√
√
√
√
√

√

√

License : A licensed provider must submit a copy of the current license.
Health & Safety Self-Certification, Health & Safety Facility Checklist : Exempt

providers must complete these forms with the parent to verify the home is safe and the
provider is able to care for enrolled children.
TrustLine: Exempt providers must apply for the TrustLine R egistry , including
fingerprinting and a criminal record check by the Department of Justice. Or
Declaration of Exem ption from TrustLine (grandparents, aunts and uncles of the
enrolled child).
Statem ent of Exem ption (all exempt providers) and a copy of a valid driver's
license or picture identification to certify they are 18 years of age or older.
W -9 Form : Essential for tax reporting and payment to the provider. A check cannot
be issued without a properly signed W-9 form. The Social Security or Tax ID
number is used to fill out 1099s for providers each calendar year.
Docum entation of Provider’s Ow n R ates: All providers must submit documentation
of the rates that they charge.
Agreem ent : All providers must sign a contractual agreement with 4Cs.
Certificate for Child Care Services : Documents the approved parent certification
period, hours, days, rates. The certificate must be signed by a 4Cs staff member to be
valid. The parent, provider and caseworker sign the initial certificate. A copy is given to
each. (Note: For ongoing clients, Certificate Revisions are used to update the schedules
on the original Certificate. A change in rates requires a new Certificate.)
Attachm ent “A” : All providers must sign a Determination of Rates sheet ("Attachment
A") showing the rates 4Cs will reimburse the provider for child care.
a.
All providers must submit their own self-generated rate sheet or customary rates
that are charged to all families in their program. The provider's customary
rates will be paid as long as they are the same as what the provider
charges all families in their program and allowable within the state
regulations and guidelines. We operate under state guidelines that provide
Regional Market Rate (RMR) ceilings, if the provider's rate is above what the
state allows us to pay according to these ceilings, we can only authorize rates up
to the ceilings.
b.
Co-payments: Providers whose rates are higher than the RMR ceilings may make
arrangements with the parent to pay the difference; this is called a “copayment”. Co-payments are between the parent and provider.
d.
The provider must give 4Cs one month's written notice of any rate increase and
can only change rates once per fiscal year with the 4Cs program.
Attendance Subm ission Agreem ent: Describes the daily attendance
responsibilities.
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4Cs cannot guarantee any paym ent for services provided before the agreem ent
packet is com plete . M ost program s require that parent eligibility and need
docum entation also be on file before paym ent is m ade to a provider. To ensure
prom pt paym ent, m ake sure that all parent and provider paperw ork is received by
4Cs no later than the 5th of the m onth after the first m onth of care.
CHILD CARE SCHEDULES
Authorized child care schedules are based on the families documented need for child care.
Whenever there is a change in need, child care provider, or schedule, parents must
call their 4Cs case manager within five (5) days, so a new Certificate for Child Care
Services and required paperwork can be completed. If changes are not reported
timely, payment cannot be authorized retroactively.
Types of Child Care Schedules
There are three main types of child care schedules for enrolled children: Pay Enrolled
(Contract), Actual and Variable. These schedules are documented on the Certificate for Child
Care Services. The schedules differ as follows:

P ay Enrolled Schedule : This is a fixed schedule and the child care is paid based on the

hours contracted for service. For example, if a child needs care Monday through Friday from
2:30 to 5:30, the provider will be paid for 3 hours for each contracted day. School age children
may have two contract amounts - one for school days and one for vacation days. (You may
see this listed as M-F 3/8, for example.) Absences will be paid based on the contracted hours
only if a clear reason is given on the attendance sheet and followed by a full legal
signature of the parent or provider. Minimum days should be noted on the
attendance sheet, and will be paid as actual hours used, up to the maximum allowed for
vacation days. 4Cs staff will monitor each child's attendance sheets and notify the parent and
provider if the child's attendance does not generally match the contract schedule.

Actual Hours and Unpredictable Schedules : If the parent’s need for child care is

unpredictable and specific days and hours cannot be verified, the schedule will be set up to
the maximum hours needed based on the documentation provide. Authorization will only be
for a four (4) month time period and will have to be updated within every four months. Upon
the update, a revised child care certificate will be authorized. The provider is reimbursed only
for the actual hours of care used up to the maximum amount listed on the Certificate. The
amount of child care on the Certificate will be listed as a daily schedule or weekly, with
maximums for school days and vacation days. Since the Certificate lists the maximum hours
of care authorized, any amount over this maximum is the financial responsibility of the parent.
Minimum school days for actual hour’s schedules are paid up to the maximum of the vacation
day schedule. An actual hours schedule does not allow payment for any type of absence or
day that child care is not actually used. (Please note: All family license-exempt providers are
required to have actual hour’s schedules.)
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Variable Schedules: This is a combination

of a pay enrolled and actual hours schedule for
families who have variable work schedules or
Rotating Days Off (RDO). The schedule will be
contracted for a certain amount of hours each
day, but the days of the week may change
from week to week based on the parent’s
schedule. Please note absences on the
attendance sheet due to illness or other
reasons and sign with a full legal signature.
Days the child is not in attendance, because
the parent does not need care, will not be
paid.

Changes in Child Care Schedules
Parents may make changes in child care schedules based on their need and eligibility.
Parents must notify 4Cs within 5 days whenever an increase or decrease in child
care hours is needed before using a new child care schedule. When a schedule change
is needed, the parent must give their case manager notice and submit required need
documentation to support the schedule change. 4Cs case management staff cannot authorize
an increase in child care without having documentation supporting the change. Schedule
changes require a Certificate Revision before new hours can be paid. The provider must call
4Cs if a child's schedule has changed and the provider has not received a
Certificate Revision or a confirmation phone call. 4Cs cannot guarantee approval of
schedule changes without verifying and documenting the need with the family.

PROVIDER TIPS TO AVOID LOSING YOUR CHECK OR PAYMENT
•
•
•
•
•
•

Use the Direct Deposit payment option.
Cash or deposit your check as soon as it is received. Many checks are lost just by
delaying to deposit them.
Make sure 4Cs has your current address and update this information on a W-9 form,
if it changes.
Submit attendance sheets each month. Monthly attendance sheets must be
submitted within 45 days of the original due date, after which time they may not be
paid.
Don’t forget to have all attendance sheets for July through June submitted
by July 5th. After 5:00 p.m. on the 5th of July, attendance sheets for the
previous months may not be paid at all.
Request a new W-9 form if you change your name or address. 4Cs must issue
checks according to the information on the current W-9 form on file.

13

ATTENDANCE POLICIES
1. Providers must notify 4Cs within 5 business
days if a child's attendance is different from
what is listed on the Certificate, or if the parent
has stopped using care altogether. 4Cs
cannot make payment for absences or
drops when a provider doesn't notify 4Cs
within 5 business days. 4Cs cannot make
back payments due to not being notified by the
parent or provider that the child care schedule
had changed.
2. For providers that have paid days of nonoperation (i.e. closed for holidays, staff development days or vacations) and can verify
all enrolled families in the program are required to make payment as stated in providers
contractual terms used, a maximum of ten days of non-operation per fiscal year can be
paid by 4Cs. Payment for unplanned days when a provider is closed and unavailable to
provide care is not available (i.e. provider is ill and cannot provide child care).
3. Occasionally, special one-time or limited-time changes occur in a child's schedule for
school conferences, minimum days, or when a parent needs to work over-time. These
limited-time changes do not require a new Certificate but must be explained on the
attendance sheet and signed by the parent. Such care should not go over the
established vacation schedule. Providers may want to call the assigned case manager to
make sure the parent has received approval for payment of the extra time.
4. It is the responsibility of the parent to pay for any child care costs that are
over the contracted agreement or are not approved by 4Cs. Such payment
arrangements are co-payments between the parent and the provider.
5. Parents must make arrangements with 4Cs to continue their eligibility during vacations
or leaves of absence.
6. Specific programs may allow for child care payment when a parent is not at school or
work because of vacation or semester break, and only if the provider charges all
parents for these breaks.
7. Alternate providers can be reimbursed for child care services in the following
cases.
• Time that services are provided when the primary provider has a paid day of nonoperation, and the parent had to obtain an alternate provider to meet the certified
need for child care. These shall be limited to ten days per child per fiscal year.
• Time that child care services are provided when the child is ill and the parent has to
obtain care from an eligible alternate provider. These shall be limited to ten days
per child per fiscal year. The ten day limit may be extended if the parent provides
physician’s verification of the child’s illness to VP.
8. 4Cs can only pay up to 10 consecutive days of excused absences in a row, including
any notice the provider may require at the end of care.
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ABSENCES FROM CHILD CARE
In order for providers to receive payment for an enrolled child's absence from child care, there
must be a contract schedule and the provider must charge all families in their program for
absences (indicated on the Certificate for Child Care Services). The reason for absence
must be written on the attendance sheet and have a full legal signature of the
parent or authorized representative of the parent.
Excused absences include:
•
•
•
•
•

Illness or quarantine of your child.
Illness or quarantine of the parent.
Court-ordered visitations. (The family data file must contain a copy
of the Court Order.)
Family crisis or emergency. (I.e. death in the family, hospitalization,
auto accident, transportation emergency, etc.)
A reason, which is in the best interest of the child. (I.e. a special day with
parent, family or friends, vacation days, or special field trips or events, etc.)
These are limited to ten days per fiscal year.

All other absences are unexcused. A contracted day of attendance that is unsigned or
unexplained is an unexcused absence. Unexcused absences are limited to ten per fiscal year
based on the enrolled parent’s contracted child care schedule and the provider’s own policies.
4Cs will only pay up to 10 consecutive days absent from child care at a time. If a
child has a planned absence for longer than two weeks in a row, consider taking a Limited
Term Service Leave (LTSL) from child care services.
Per 4Cs Attendance Policies:
• Providers must report to 4Cs within 5 business days if an enrolled parent has not
called to report reasons for absences.
• Any amount that the provider charges and 4Cs does not pay for is the responsibility
of the parent and payment should be arranged between the provider and the
parent.
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LIMITED TERM SERVICE LEAVE REQUIREMENTS
If an enrolled family will temporarily not have a need for subsidized child care and
development services, the parent may request a Limited Term Service Leave (LTSL) which is a
temporary leave of absence from the program. Parents may request a LTSL for long vacations,
extended family crisis, breaks from eligibility or need (such as school breaks), maternity leave,
best interest of the child (such as hospitalization or trauma to a child or family member, or a
child's participation in a summer resident camp) or difficulty finding child care. LTSLs are
limited to twelve (12) consecutive weeks. LTSLs are limited to sixteen (16) consecutive weeks
for medical or family leave or a period when the vocational training program is not in spring
fall, or winter sessions.
LTSLs may be granted for any portion of the contract period in which a child is attending an
After School Education and Safety Program or a federal 21st Century Community Learning
Centers program.
LTSLs must be approved ahead of time so child care providers receive enough notice. Some
providers will not be able to hold a slot for children during this time without payment. Please
think about future child care arrangements when asking for a LTSL so all who work with your
family know your plans.
4Cs will document the LTSL request on a form including the beginning and probable end date
of the LTSL, your reason for requesting it and your child care plans when you return to the
program. A Notice of Action documenting the family is not eligible for care during the LTSL
will be issued. Early return early from LTSL, may be requested, but we cannot guarantee
payment. Whether or not the request to return from LTSL early will be based on our funds at
the time.
The most time a family may have for a LTSL is twelve weeks in a fiscal year (sixteen weeks for
maternity leave or other medical related leave). If you do not return to child care according to
our agreement, or lengthen your period of absence longer than allowed, we must end your
child care, and enroll another family in your place. Please contact your case manager if you
need to shorten or lengthen your LTSL, within the time allowed.
PROVIDER PAYMENT
Providers are reimbursed for child care services provided according to the authorized schedule
listed on the Certificate for Child Care Services and attendance sheets that must be completed
daily then submitted at the end of each month. Monthly attendance sheets must be
filled out daily by the parent or the parent’s authorized representative or the
provider, checked by both parties and signed before being mailed to 4Cs. An incomplete
attendance sheet may delay payment or result in days not being paid by 4Cs. Due to funding

regulations, w e m ust have exact tim es in and out on the attendance sheet, along
w ith specific reasons for absences or variations in the expected child care
schedule. Additionally, all required provider paperw ork m ust be on file in order to
process paym ent.
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All completed attendance sheets are due in the 4Cs main office by 5:00 p.m. on the 5th of the
month in order to be considered for payment. If the 5th falls on a weekend or a holiday,
attendance sheets must be in our office by 5:00 p.m. the first business day after the 5th.
Attendance sheets are not considered “received” until they are date stamped as received by a
4Cs agency representative.
Provider payments can be mailed or deposited directly into the provider’s assigned bank
account.
• Mailed payment: Checks will be mailed to providers by the 18th of the month
following care.
• Direct deposit: Payment will be directly deposited and available into the assigned
bank account by the 19th of the month following care.
Late attendance sheets are processed in the next check cycle. Since our fiscal year ends June
30th, any attendance sheets received by us after July 5th may not be paid.
Providers must supply us with a valid social security or tax ID number (Form W-9), and
complete an agreement packet before they can be paid for child care. Additionally, any
changes to business name or address require a new W-9 Form be submitted to 4Cs.
If parents choose a license exempt provider to do child care in the child’s home, the parent is
the employer of that child care provider, and the parent will be reimbursed for child care
payments. It is very important to review the In-Home Care Agreement and labor laws, so both
the parent and provider are aware of their rights and responsibilities.
TIPS FOR PROMPT PROVIDER PAYMENT
 Make sure attendance sheets are completely
filled out in ink. Use full legal signatures on all of
the “ins” and “outs.”
 List reasons for absences on the dates of the
absence and have parent sign them upon their
return.
 Regularly review the sheet for accuracy.
 Parent and provider sign the bottom of the
attendance sheet under penalty of perjury before
turning it into 4Cs by the 5th of the month
following child care.
 Remember to use one attendance sheet per
child, per month. Do not list days of care for
more than one month on one attendance sheet.
 The parent and provider must have all required
paperwork completed in order for provider
reimbursement to be issued.

17

ALTERNATIVE PAYMENT PROGRAM POLICIES
Change of Status
Parents must report eligibility and need changes to a 4Cs case manager within five days.
These changes include, but are not limited to: income, family size, place of employment, need
for child care, child care provider, address or phone number.
Schedule Changes
Changes to child care schedules must be authorized in advance. Authorization for a change in
hours may be given over the phone and paperwork will follow. If paperwork has not been
received showing the new child care hours within one week of phone contact, please call your
assigned case manager.
Changing Providers
Parents have the right to change providers if their need for child care changes or if they are
dissatisfied with the care. We ask parents to follow these guidelines:
1.
2.
3.
4.
5.

Give the current provider notice according to their contract. 4Cs will only pay licensed
child care providers required notice, up to two weeks for advance notice of leaving care.
If a child’s health or safety is at risk in the child care situation, a parent may remove
his/her child from care without notice. In this case, the provider will not be paid
for notice of leaving care.
Notify 4Cs of the decision to change right away, so that the new provider may complete
the necessary paperwork before care begins.
Provider changes are limited to a maximum of three per year.
Limits to changes when using license-exempt care: For the third change within any one
year period, 4Cs may require the parent to select a licensed facility when the previous
providers were exempt.

The Certificate with the new provider will not become effective until after the previous
provider’s notice of change has passed. 4Cs cannot pay two providers for the same
period of time. If attendance is submitted for two providers during the same time period, the
primary or previous provider will be paid first. The second provider will be paid for time that
doesn't overlap with the first provider. Any time not covered by 4Cs will be the parent’s
responsibility to pay.
Errors in Documentation or Fraudulent Use of Services
4Cs has been advised by CDD that we must collect past family fees from a parent if they fail to
report a raise in pay, or leave out important income information, either by fraud or error. 4Cs
has also been instructed to collect all child care costs spent due to fraudulent circumstances.
Please help us to keep these strict requirements by keeping in contact with your 4Cs case
manager when a change occurs in the enrolled parent’s income or need for child care. We ask
parents and providers to work together to insure attendance sheets show a child's actual
presence or absence from child care.
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Parent Responsibilities for Co-Payments to Providers
In the following cases 4Cs will not be able to authorize the provider’s customary rates:
1. If the provider charges more than the regional market rate (RMR) ceilings;
2. If the provider charges for more than ten days of non-operation
(holidays/vacations/staff development days);
3. If the provider charges for unused days and the schedule is actual hours;
4. If the provider charges additional fees which are not covered by 4Cs, or are higher
than the RMR ceilings;
5. If we are paying one provider for excused absences and you need to use another
provider for the same time period.
In the case that 4Cs cannot pay the full cost to the provider, the parent is
responsible for what is not paid. This co-payment should be made directly to the child
care provider, and is different than a family fee which is based on income and family size.
4Cs is not responsible for any fees or charges billed to providers or parents due to late
payment or non-payment of child care services provided. The parent has their own contract
with the provider and any payment not paid by 4Cs that the provider has in their own contract
is the responsibility of the parent. The payment 4Cs reimburses to providers is a partial
subsidy based on the parent’s eligibility and need for child care and State Department for
Education rules, regulations and available funding.
Parent and Provider Complaints
Parent and provider complaints regarding 4Cs staff or policies are handled in the following
manner:
1.
The provider or parent states the complaint to a case manager.
2.
The case manager agrees to review and research the matter of the complaint and
respond back according to an agreed upon timeline. This timeline may not exceed 30
days.
3.
A solution or compromise will be suggested to the parent or provider.
4.
Further discussion and solutions may be suggested, if needed.
5.
If a solution or compromise cannot be reached, the complaint will be referred first to
the ECES Client Services Director, then to the 4Cs Administrative staff, if needed, for a
final solution.
6.
Written documentation of the complaints will be maintained in the 4Cs office.
If an enrolled parent has a complaint about a licensed child care provider, the case manager
will provide support in communicating with the provider and/or reporting the situation to the
local licensing agency. A parent concerned about the health and safety of an exempt child care
environment may register the complaint with 4Cs staff. 4Cs will keep a record of complaints,
signed by parents, and follow-up health and safety concerns when appropriate. 4Cs reserves
the right to suspend payment for child care services if the child care environment poses a clear
and imminent danger or health and safety risk to enrolled children. 4Cs will work with
providers to improve the child care environment as needed.
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Confidentiality
When parents enroll with 4Cs Alternative Payment Program, they sign a release of information
giving permission to discuss their child with the chosen provider and other agencies working
with the family. In addition, it is our policy that we may share information about a family with
other 4Cs departments (i.e., Resource and Referral or Child Care Food Program) so we may
better serve your child care and resource needs. Other than those situations, information in
your family file is restricted to purposes directly connected with the administration of the
program. The family data file may be reviewed by the child’s parent(s) or parent’s authorized
representative, upon request and at a reasonable time and place. No other use of this
information will be made available without prior written consent. 4Cs maintains a strict code of
confidentiality and employees are informed of this upon hire.
Conflict of Interest
Enrolling parents or providers that personally know a 4Cs employee must disclose this
information to the 4Cs representative. The case file will be confidential within our agency and
may be referred to a supervisor to manage. 4Cs employees that come up on the CEL for
possible enrollment or are currently enrolled in a 4Cs APP will be held to the highest standards
of documentation before and during their participation in the program. Employees will have
their case file managed by a department manager who has no outside relationship to the
employee. Case managers are required to report any possible conflict of interest with program
participants to their supervisor and the case will be transferred to another agency
representative.
Fair Hearing
If you are dissatisfied with any decision made by 4Cs regarding child care services for your
child(ren), you have a right to a fair hearing. The fair hearing process for parents is shown on
the back of the Notice of Action. If you have questions about a fair hearing, please contact
the Department Director. Providers should use the Uniform Complaint Policies for our agency,
which are included in the appendices.
Termination from the Program
Enrollment in the program naturally ends when the family, parent(s) or children no longer
meet eligibility and need requirements or fail to pay the required family fee. Parents may
choose to leave the program because of a change in status or need. We ask that parents give
their providers notice based on the provider’s own contract and inform 4Cs within two weeks.
The only program that allows for re-enrollment if the family is eligible is C2AP.
When you sign papers for a State or Federal Program, you are saying under penalty of perjury
that everything on the forms you sign is true and correct, to the best of your knowledge. You
may be terminated from the program if there has been falsification of any of these papers.
Child care provider contracts can end due to a parental request or by provider choice. 4Cs may
terminate a provider contract for failure to complete requirements, submitting fraudulent or
falsified documents, and health and safety risks posed to the children.
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Mandated Reporters
As professionals working in the child care and development field, 4Cs employees are required
by law to report any known or suspected child abuse, neglect or child sexual assault. We may
ask about how a child received a bruise or other injury, or if the child seems particularly upset
or withdrawn. Please remember that intervention for the prevention of abuse is our legal
responsibility and we are asking because we care about children. Additionally, if we receive a
health and safety concern regarding a child care provider we are required to report it to the
proper authority.
Program Improvement
During the enrollment period or after child care services end, you may receive a survey to
evaluate our program and staff. Since we are always trying to improve our service, any ideas
and evaluations are welcomed. Your thoughts may be sent anonymously and kept confidential
if you wish.
Child Safety Seats and Kids in Cars
California law states that children must ride properly restrained in a child safety seat until they
are six years old or weigh 60 pounds. Because of this law and 4Cs commitment to children,
4Cs employees are involved in assuring that the law is followed by families and child care
providers transporting children to and from our agency. Whenever we notice a child being
transported without a safety seat, we will remind the driver of the law. After two reminders,
we may notify the police. A person cited for violation of this law could be cited as much as
$270.
Additionally, it is against the law and potentially very
harmful to leave children alone in cars. Please note:
we may be required to report kids left alone in cars in
our parking lot to the proper authority.
Megan’s Law
As required by the State of California, alternative
payment programs are required to provide
parents/guardians information regarding access to
Megan’s Law website. This resource may be found
at: http:\\www.meganslaw.ca.gov/
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COMMONLY ASKED QUESTIONS

W hat is a R egional M arket R ate?
Each year, a survey is conducted throughout California on the rates child care providers
charge. Family day care providers, centers and providers who are exempt from licensing are
asked questions about their rates, and the information is compiled and summarized by county.
From the survey, market rate ceilings are figured mathematically. The ceilings are placed at
1.5 standard deviations of the mean market rate (1.5 SD). These ceilings decide the
maximum amount 4Cs is allowed to pay for each particular child care situation.
Since there are many categories of market rate ceilings, case managers must first select the
applicable RMR ceiling (i.e., the ceiling for an infant who whose certified need for child care is
part-time at a licensed center). Then the provider's rate is compared to the ceiling for that
category of care, and the parent and the provider are told if the provider’s rate goes over the
applicable ceiling. If the provider’s rate is higher than the ceiling rate, the parent may still use
that provider and would be responsible to make a co-payment for the difference paid directly
to the provider. Co-payments are in addition to any family fees. Co-payment arrangements
are made directly between the parent and provider.

Can paym ents be m ade to parents or only to child care providers?
Payments are made directly to child care providers, except for in-home care (when the
provider goes to the parent's home to provide child care). When a parent chooses an in-home
care provider, they are the employer of that provider, and are required to keep more records,
make deductions from child care payments and report that provider's income to the Internal
Revenue Service (IRS). Because of these added requirements, our agency has adopted a
policy that reimburses parents for in-home care provided, rather than paying the provider
directly. The appendix includes information on the requirements when child care is in the
child’s home. If parents need more information on the responsibilities of being an employer,
they should contact an IRS representative or ask an accountant who specializes in these
issues.

Can I use m ore than one provider?
Sometimes parents have child care needs that cannot be fulfilled by one provider. Although
we encourage parents to choose the simplest and most consistent child care arrangements for
their children, we also recognize that using more than one provider is sometimes necessary.
A parent may use more than one provider in the following cases:
• For preschool age children to attend a school readiness program and another provider
to use before and after the school readiness program.
• If the primary provider cannot meet the certified need of child care hours.
• Having a backup provider for times when the primary provider is unavailable (sick or on
vacation).
Parents must remember the following when they choose more than one provider:
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•

Use a contract schedule for each provider so all involved parties know how many
hours each provider will care for the children each day.

•

Tell each provider the child's complete schedule for the day and week,
including the name and phone numbers of all providers in case there is
some confusion about scheduling.

•

Check attendance sheets for any overlaps, duplications in attendance
or mistakes in "time in" or "time out" columns.

•

Remember that two providers cannot be paid for the same block of
time. Therefore, the exact schedule shown in the contract must be
used and 4Cs case managers must be notified whenever a schedule change is
needed.

•

Give the case manager two weeks advance notice of changes in
scheduling so paperwork can be done, and the providers can approve the
changes. Otherwise, the changes may not be made within your needed timeframe and payment may be delayed to the provider.

How m uch child care w ill 4Cs pay for?
Generally, we will pay for all child care needed based on the need documentation we have on
file. If a parent chooses a provider who has higher rates than the market rate ceiling, they will
have a co-payment to the provider for the amount we cannot pay. If a parent has a high
enough income, she/he may also have to pay family fees to their provider. Finally, if a
provider charges registration, insurance, or other extra fees which, when added to the child
care cost, are not within the market rate, the parent may have to pay the provider for these
charges.
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APPENDICES
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