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CHILDREN’S HOME SOCIETY OF CALIFORNIA 

 
Family Child Care Home Education Network 
Written Information to Child Care Providers  

 
Children’s Home Society of California (CHS) administers the Family Child Care Home Education 

Network (FCCHEN), which is funded by the California Department of Education (CDE) Early 

Education and Support Division (EESD). The FCCHEN is a benefit to families that helps parents 

with the cost of child care, so that they can focus on supporting their family and working towards 

self-sufficiency. As a child care provider, you are a partner towards supporting the family. This 

document provides you with information about our program, including some of the requirements 

for enrolled families. All of this information will be helpful to you as you support the family in your 

care. Providers who would like more information about the requirements for family participation 

may request a copy of the FCCHEN Family Participation Handbook. The success of the FCCHEN 

depends upon a strong, committed partnership between CHS, the family, and the child care provider 

selected by the parent.  

 
Why the FCCHEN Program is Unique 
The goal of the FCCHEN Program is to create a three-way partnership that involves an ongoing 

commitment between the family, the child care provider, and CHS program staff.  The intent of this 

three-way partnership is to create an effective relationship that will have a positive impact on the 

development of children. CHS staff members work with parents to assist them with child care needs 

and enhance their involvement in their child’s education. CHS staff members work directly with 

child care providers to support their quality child care program and the needs of each enrolled child. 

This partnership is designed to be a learning experience. The program’s success rests with the 

willingness of each member of the partnership to participate and be involved. 

   

Providers are given support through featured topic trainings, quarterly Provider Newsletters, CHS 

sponsored FCCHEN provider workshops, Resource and Referral workshop announcements, visits 

from CHS staff, and access to CHS resources such as the CHS Family Education Brochures. Parents 

participating in the FCCHEN program are asked to communicate and provide input about the 

program and contribute to children’s developmental assessments, the goal of which is to work 

towards creating a positive, healthy, and developmentally appropriate environment that prepares 

each child for school. Parental input is not only received from the annual parent surveys, it is also an 

integral component of the Parent Advisory Committee. Parental involvement in the program and 

attendance at the parent education workshops, offered throughout the year, further enhance the 

partnership. Full participation by parents improves child outcomes and develops the effective 

school/child care, family, and program partnership that empowers parents and community members 

to support children’s growth and learning.  
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The FCCHEN Program offers a unique service and delivery model. Parents enrolled in the 

FCCHEN Program must choose a licensed provider that is contracted with CHS as a FCCHEN 

provider. The selection criteria for FCCHEN providers creates a program that has established 

standards of quality based on optimal child development and best practices in early childhood 

education. 

  

Providers participating in the FCCHEN Program must do the following: 

 Work with CHS program staff to implement Desired Results into their child care program. 

 Conduct Family Child Care Environment Rating Scale (FCCERS-R) Self-Assessments 

annually and develop attainable action steps to support ongoing improvement. 

 Receive periodic visits from CHS program staff that include FCCERS-R Evaluations, 

technical assistance related to Desired Results, and technical assistance related to 

developmentally and culturally appropriate practices. 

 Maintain a portfolio assessment for each child in their care enrolled in the FCCHEN 

program. 

 Collaborate with CHS staff and the parent on the Desired Results for Children and Families 

Summary of Child’s Developmental Progress and parent conferences. 

  

Parents participating in the FCCHEN agree to do the following: 

 Participate on the Parent Advisory Committee; 

 Complete the annual parent survey; 

 Contribute collected child observations, notes, or information; 

 Attend parent workshops held by CHS; 

 Report changes in eligibility and need or any change in child care arrangements; 

 Meet program requirements outlined in this handbook, including eligibility and need, which 

must be recertified every twelve (12) months. 

  

By working together, CHS staff, providers, and parents can support a quality beginning for the 

children in their care. 
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Quality Components 

 

As part of the FCCHEN Program, there is strong commitment on the part of CHS and the provider 

to ensure the ongoing development and deliverance of high quality and professional services to the 

children and families served. This is accomplished by CHS staff and contracted providers 

documenting the progress made by children and families in achieving desired results. The CDE 

EESD uses the Desired Results System for Children and Families to evaluate the child care and 

developmental services it provides. 

  

The goal of the program is to promote continuity of experiences and outcomes for the children 

involved.  To achieve this goal the system utilizes the following three evaluation components: 

 Family Child Care Environment Rating Scale-Revised (FCCERS-R) 

 Desired Results Developmental Profile© (DRDP©)  

 Desired Results Parent Surveys 

 

Family Child Care Environment Rating Scale-Revised 

The FCCERS-R comprehensively defines the quality of a family child care home environment. The 

goal for each child in quality child care is to foster total development. The goal for parents is to 

provide continued opportunities for involvement and communication. 

  

The FCCERS-R is used annually both by CHS program staff to conduct assessments and by 

FCCHEN providers to conduct self-assessments of the family child care environment.  The scale 

consists of 38 items. The items are organized into 7 subscales: 

 Space and Furnishings  

 Personal Care Routines 

 Listening and Talking 

 Activities 

 Interaction 

 Program Structure 

 Parents and Provider 

 
Each item is described in four levels of quality:  

 Inadequate (1) – does not even meet custodial care needs  

 Minimal (3) – meets custodial needs and, to some degree, basic developmental needs  

 Good (5) – meets developmental needs  

 Excellent (7) – high quality personalized care 
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The inadequate and minimal ratings (1, 2, 3, 4) focus on provision of basic materials and on health 

and safety precautions. The good and excellent ratings (5, 6, 7) require positive interaction, planning, 

and personalized care as well as good materials. It is the expectation that FCCHEN providers score 

good (5) to excellent (7).  A score below good (5) requires CHS staff to collaborate and work directly 

with the provider to find simple and appropriate solutions to raise the score. 

  

Desired Results Developmental Profile© (DRDP©) 

The Desired Results Developmental Profile© (DRDP©) is an observation and documentation tool 

used over time by the FCCHEN Program. There is a different age-appropriate observation tool or 

view used, depending on the child’s age. The profiles are completed every six months. 

  

The DRDP© is to be used in combination with other ongoing means of documenting children’s 

progress by the provider, such as providers’ and parents’ observations, portfolio assessment, 

anecdotal records, and the use of other formal or informal assessment tools. The FCCHEN 

provider is required to keep a portfolio for each child in their care who is enrolled in the FCCHEN 

Program. The portfolio approach allows the provider to document behaviors, skills, and 

developmental milestones focused on the following four Desired Results for children:  

 Children are personally and socially competent  

 Children are effective learners  

 Children show physical and motor competence  

 Children are safe and healthy 

 

Portfolios contain an overview of what the child can do as documented by developmental checklists, 

parent interviews, children’s self-portraits, scribbling, drawing and writing samples, and anecdotal 

records. These items can provide evidence of milestones that reveal an individual child’s growth and 

development over a period of time. This information can be used by CHS program staff when 

completing developmental profiles, and is helpful during discussion of the child’s progress during 

parent conferences.  

 

Parent Conference 

Recognizing that parents are the most important part of their child’s growth and 

development, parents are given the opportunity to provide input regarding their child’s 

educational outcomes through formal parent conferences. The parent conference is a crucial 

component of the DRDP© assessment. At the conference, the attendees discuss the child’s 

strengths and the areas of development that the child is currently working on. The 

conference also includes discussion and planning about how the parent and provider can 

work together both at the parent’s home and the provider’s child care program, to achieve 

the four desired results for children in the areas the child is currently working on. Since they 

are conducted in correlation with the completed DRDP© assessments, the parent 

conferences are held once every six months. 
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Desired Results Parent Survey 

Parents complete an annual Desired Results (DR) Parent Survey of the FCCHEN program. The 

goal of the DR Parent Survey is to provide an avenue for parents to share their feedback about the 

child care and development program. The DR Parent Survey helps our agency to gather information 

about family’s perceptions of their child’s progress towards the Desired Results for children, as well 

as the family’s progress towards the Desired Results for families. Survey results are used to develop 

program action steps related to parent and provider trainings, instructional materials, and areas of 

general technical assistance. This component further supports the program’s continual growth and 

adaptation to effectively meet the needs of enrolled children and families.   
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Child Care Provider Participation 
 
Parent Selection of a Child Care Provider 
Parents enrolled in our program have the responsibility of selecting the best child care arrangement 

for their child. CHS provides the parent with resources and information about how to choose child 

care, however CHS does not choose providers for parents. CHS does not recommend, endorse, 

certify, or make any judgments in regards to the adequacy or appropriateness of the provider 

selected by the parent. Parents can choose a licensed home provider from the FCCHEN network of 

providers. CHS has no authority regarding the manner or method of the provider’s duties in the 

provision of child care. CHS will reimburse for child care services based upon the parent’s selection 

of a child care provider, maximizing parental choice. The family’s choice for a child care provider 

must also meet the following requirements: 

 The child care provider’s hours of operation meet the family’s needs for child care. 

 The child care provider ensures that each child’s attendance is recorded for payment purposes. 

 Adult supervision is maintained at all times when children are in attendance. 

 Providers participating in the FCCHEN program may not provide religious instruction or 

worship during the provision of FCCHEN child care services. 

 

A child care provider selected by the parent is not an employee of CHS, but is self-employed and in 

business for him or herself. Child care providers are therefore ineligible for employment-related 

benefits through CHS (such as unemployment benefits, medical or health care benefits, or disability 

benefits). CHS is required to issue an IRS Form 1099-MISC to the provider (with the exception of 

corporations) if the total reimbursement to the provider for the calendar year is $600 or more. If you 

are licensed to provide child care, it is your responsibility as a business owner to maintain the 

requirements set by California Department of Social Services (CDSS) Community Care Licensing, 

which is the regulatory agency that oversees licensed child care. All program policies are based upon 

regulatory requirements that govern child care and development services. This includes federal 

regulations, California Education Code, California Code of Regulations Title 5, program Funding 

Terms and Conditions, and direction provided by the CDE and/or the CDSS. Due to these 

regulatory requirements, failure to meet any requirement must result in the family’s denial or termination of 

services from the child care subsidy program, and/or denial or end of the provider’s participation with the child care 

subsidy program. 

 

Parents are advised that they have the right to contact their local CDSS Community Care Licensing 

office to review any licensed provider’s historical file, and are informed that providers are required 

by law to post any substantiated complaints or licensing violations at their facility. If the parent 

selects a provider that is not already active with the FCCHEN program, child care will not be 

approved to begin until the provider has completed all program requirements. The provider’s name 

and address must be current and accurate on all documentation. CHS reserves the right to determine 

that a provider may not participate in the program. 
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Communication:  

Ongoing communication is the key to success in the child care subsidy program! Please be aware of 

the following communication policies and procedures for the FCCHEN: 

 CHS staff members are here to assist child care providers with any questions about the program. 

Please contact our office to speak with a Program Specialist during regular business hours.  

 Remember that CHS staff members are not available at all times during the day. Child care 

providers must schedule an appointment to meet directly with staff.  

 Child care providers will be notified of all important dates, requirements, and actions regarding 

participation in the child care program in writing through the mail. Child care providers are 

responsible for receiving and reviewing mail. CHS is not responsible for mail that is lost, stolen, 

or not delivered by the postal service.  

 CHS is not responsible for any adverse actions that occur because a provider does not receive a 

written notice sent by mail. Be sure to review your mail carefully, and call our office immediately 

if you have any questions about any notice that you receive. 

 You will notice that program information refers to the “parent.” The “parent” is the biological, 

adoptive, foster parent, or the guardian, who is living with and responsible for the care and well-

being of the child. 

 Every child care provider has the responsibility to report changes that are relevant to their 

participation in the FCCHEN. This includes, but is not limited to, changes in name, address, 

telephone number, license information, tax information, or a correction or change to the 

information or documentation previously submitted. Failure to report such changes, or any 

other changes that impact your status as a child care provider, could result in a delay in your 

reimbursement, non-reimbursement, or could result in the parent being required to select a new 

child care provider. 

 
Required Documentation  
Licensed child care providers must respond to requests for any and all documentation required. This 

includes all documentation necessary for CHS to follow the rules and requests of the IRS, 

particularly for the tax reporting purposes, or for any other federal or state reporting requirement. 

Providers who fail to submit requested documentation will be denied participation in the program. 

Documentation required of individuals or entities prior to approval for participation in the child care subsidy 

program includes, but is not limited to: 

 Current license from CDSS Community Care Licensing 

 Current usual and customary rates and policies that are required for unsubsidized families 

seeking enrollment in the same type of program. (Please note that CHS may share this 

information with parents and with the local Resource and Referral program.); 

 Signed documents required by CHS, including: 

o FCCHEN Written Information to Child Care Providers Acknowledgement of Receipt; 

o Release and Hold Harmless; 

o IRS Form W-9 (with supporting tax identification documentation). 

 Proof of liability insurance coverage, bond, or affidavit as required by the State of California; 
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 Current California Driver’s License or California Identification Card; 

 Signed Social Security Card or documentation from the IRS reflecting the provider’s Tax ID 

number and name; 

 Proof of current address and P.O. Box (if applicable). 

  

CHS may request additional documentation as needed to verify the provider’s eligibility to provide 

child care services, and/or to verify the provider’s rates or policies required for unsubsidized 

families. 

 

Name Change or Change in Ownership 

Licensed providers must notify CHS of a change of ownership or licensee name, before the change 

takes place. The provider must submit a copy of the  new license before child care will be 

approved.  

 
Address Changes  

Licensed providers must notify CHS of a change of address in advance of moving to the new 

address. A provider’s child care license becomes null and void on the day the provider moves to a 

new address. The date before the move is therefore the last day that child care will be reimbursed. 

Prior to approval of child care at the new address, the following is required: 

 A copy of the Facility Profile or the new license issued by CDSS Community Care Licensing that 

identifies the new address of the facility; 

 An updated IRS Form W-9. 

 
Licensed Provider Status 

The child care provider is responsible for remaining in compliance with applicable licensing laws and 

regulations, and for providing the FCCHEN with a current copy of their license. The provider must 

immediately inform the FCCHEN of any change in licensing status.  

 

When CHS is notified that a provider’s license has been suspended or revoked, child care 

reimbursement will end immediately and the parent and provider will be notified in writing. When 

CHS is notified that a licensed facility has been placed on probation, as per CDE regulations, CHS 

will provide written notice to the parent(s) that they have the option to select a different child care 

provider or to remain with the facility. 
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 Approved Child Care Services 
 
The approved child care schedule is determined by CHS based upon the family’s documented need 

for child care, within state and federal regulatory requirements. Child care reimbursements to the 

provider will not be approved until all required documentation for the parent and child care 

provider is received, reviewed, and certified for approval by the designated staff member. Approval 

for reimbursement of child care services, or for any changes to services, will not be back-dated. 

Notice of any approved care will be sent to the parent on a Child Care Certificate (CCC) issued to 

the parent. A copy of the parent’s CCC will also be sent to the provider.  

 
Child Care Certificate 
The parent’s CCC will include the date care is authorized to start (and a stop date if applicable), the 

approved child care schedule, and the maximum amount that CHS will pay. CHS will only reimburse 

for child care within the days and hours that are indicated on the parent’s CCC. If you make 

arrangements with the parent that you will provide child care services outside of the dates and/or 

times that CHS has approved, please note that CHS will not reimburse for that service, and it is 

the parent’s responsibility to pay for that care. The child’s schedule will be approved as one or a 

combination of the following: 

 Set Schedule: includes specific days and hours of care that do not change;  

 Variable Schedule: the exact days and/or times of care may change, but the schedule has a 

consistent cyclic nature, with a consistent total number of hours and/or days per week; 

 Unpredictable Schedule: the total number of hours and/or days (such as full time versus part 

time days, weeks, or months) is unpredictable and the schedule does not have specific days and 

hours of employment or work week cycles.  

NOTE: Reimbursement for variable and/or unpredictable schedules will be based on the actual 

days and hours of care used, within the approved certified need for care. The parent is responsible 

for additional payment that is due to the provider above CHS’s reimbursement for the actual days 

and hours used. 

Questions Regarding the Child Care Certificate 

If you have any questions regarding the days and hours that are approved, please do not hesitate 

to contact the family’s assigned Program Specialist for clarification. We encourage you to ask 

questions and seek clarification, particularly before providing services. This will ensure that you 

know whether you should expect reimbursement from CHS or from the parent. 
 

Child Care Changes 

Please be advised that if there is any change related to the family’s use of child care or their child 

care arrangements, that change must be approved by CHS in advance. This may include a change in 

provider, change in schedule, change in where child care takes place, or any other information 

related to the child care services being provided. The parent has the right to change their child’s 

selected child care provider, however please be aware that approval for such changes cannot be 

back-dated by CHS. If the family’s child care arrangements change without prior approval from 

CHS, the parent is responsible for any difference in payment due to you, the child care provider.  



10 

Child Care Attendance 
 
We recognize that as a child care provider, it is important that you understand the process for 

recording child attendance and for child care reimbursement. It is your responsibility to submit an 

attendance record or invoice for each child in order to receive payment for child care. We will 

provide a CHS Attendance Sheet for each child enrolled in the FCCHEN, or you may use an 

attendance record or invoice that meets the requirements described below.  

 

Documenting Attendance 

Be sure you have an attendance record or invoice available so that the parent can start filling it out 

the first day that child care begins each month. If you do not have an attendance document 

available, contact our office immediately. It is your responsibility to submit an attendance record or 

invoice to CHS every month that contains the following information: 

 

 The name of the child receiving services; 

 

 The specific dates the child care services were provided; 

 

 The actual times the child entered and the times the child left care for each day services were 

provided, and recorded on a daily basis; 

o The authorized adult who drops off or picks up the child must write the time that they 

drop off or pick up the child on the attendance sheet, along with their full legal signature, 

written at the time that the child enters and leaves child care.  

 
o If a school-age child is using before and after school care, and if you (the child care 

provider) drop the child off at school and/or pick the child up after school, you are 

responsible for writing those in and out times on the attendance sheet (as the 

“authorized” adult responsible for the child). In this case, you will sign or initial as the 

authorized adult, next to those times. 

 

 Signatures of you (the provider) and the parent at the end of the month (including the 

signature date), attesting under penalty of perjury that the information provided on the 

attendance record or invoice is accurate. 

 

In addition, you are required to indicate any days of non-operation that occurred during that month, 

for which you are requesting payment. The attendance record or invoice must be submitted to the 

CHS office after the last day of the month that child care is provided. It is the provider’s 

responsibility to send the completed attendance record or invoice to the CHS office. If the 

attendance record or invoice that is submitted does not meet the requirements listed above, it will be 

returned to the child care provider and reimbursement will not be issued. If CHS is unable to 

reimburse for services provided, the parent is responsible for any payment due to the 

provider.  
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An attendance record or invoice must have original time-in and time-out times and 

signatures. A photocopy will not be accepted unless approved by an Administrator. An attendance 

record or invoice is a legal document that is used to record attendance and determine reimbursement 

for child care services. Be sure that original attendance documents are kept in a safe and convenient 

location. 

 

Licensed child care providers also have requirements regarding their own sign in and out 

procedures. Please note that an attendance record or invoice is required to be completed daily as 

care takes place, in addition to any other sign in and out sheet/procedures that may be required 

by a licensed child care provider. If you are a licensed provider that requires another sign in/out 

sheet, please have both available to the parent daily, to ensure that the subsidized childcare 

attendance record or invoice is completed, as well as your own requirement. Licensed providers may 

also combine both requirements in one attendance record or invoice. The parent and provider must 

both sign at the end of the month, attesting under penalty of perjury that the information is true and 

correct. 

 

Please note the following actions that will be taken if the required information is missing from the 
attendance record or invoice: 

 If the child care schedule is variable, days that are missing sign-in and/or sign-out times will 

not be paid. The parent is responsible for payment on those days. 

 If the attendance record or invoice is missing the parent or provider signature (with date) at 

the end of the month, the attendance record or invoice cannot be paid and will be returned 

to you. The parent is responsible for payment until a complete attendance record or invoice 

is received. Once a complete attendance record or invoice is received, it will be paid 

according to the CHS Payment Schedule, based upon the final date of receipt of the 

complete document. 

 

If it is determined that the parent is not complying with the following requirements to complete an 

attendance record, additional action will be taken. This includes: 

1. Missing in and/or out times or signatures on daily attendance; 

2. Child care is being used during days and times that are not approved; 

3. The reason for absence is not indicated for more than three (3) days in a month; 

4. Other information inconsistent with program requirements, policies, and procedures established 

by the CDE.  

 

Upon receiving an attendance record and identifying any of the above four (4) items, CHS will 

reimburse the provider and will then follow up with the parent through the following actions: 

 First occurrence: CHS will contact the parent within thirty (30) days to discuss the use and 

need for child care services, or the inconsistent documentation of child care services. If upon 

speaking with the parent it is determined that the certified need for care has changed, then a 

change in the certified child care schedule will be issued on a NOA and a CCC. 
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 Second occurrence: CHS will send a warning letter to the parent.  

 Third occurrence: CHS will issue a termination NOA to the parent.  

 

If at any time it is determined that inconsistencies indicate intent to provide false or misleading 

information, child care services will be terminated immediately and referred to the appropriate 

authorities. 

 

Approved Provider 

Child care will not be reimbursed during any time when the child is under the supervision of an 

adult who is not pre-approved as a child care provider, and certified to care for the child, 

through CHS. Child care is not approved during times when the provider is designated as the full 

time guardian of the child (for example, if the parent becomes hospitalized, travels out of town, 

etc.), or if child care is provided by a different adult other than the person (or licensed facility) who 

is approved with CHS. Child care must also take place at the location that was established as 

approved and listed as the provider’s address location on the parent’s CCC. For licensed providers, 

this also means that a child cannot be “transferred” between multiple licensed locations without 

prior approval.  

 

Documenting Child Care Usage 

If the child is absent from child care, or if there is a variation in the child’s schedule, the parent or 

provider must document the reason for the absence or variation on the attendance record. If there is 

a variation in the child’s schedule and the child uses less than the approved hours on a particular day 

(for example, the child was not absent, but left child care at 1:00 p.m. instead of 4:00 p.m.), then 

write the reason for the variation (such as “child went to doctor appointment”) for that day. 
 

Absence information must be documented on the attendance record by the parent, by the provider 

(on behalf of the parent, if the parent calls in stating the child will not attend), or by the authorized 

adult that drops off or picks up the child.  

 
Abandoned Child Care  

The parent and provider are encouraged to contact CHS by telephone, within 48 hours, when a 

child is absent for three (3) consecutive days or more. Child care is considered “abandoned” if the 

child has not utilized a certified day of child care for three (3) consecutive days or more, without 

returning to care. When the three (3) day period has passed and it is therefore determined that care 

has been abandoned, CHS will not reimburse for child care services beyond the three (3) day 

absence period, and a termination NOA will be issued to the parent.  
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Attendance Record Requirements 
 
The attendance record must include the reason for every child absence. The parent or provider must 

document the reason for the absence, and CHS will determine the type or category of absence based 

upon the below guidelines. The types of absences are listed below. Note: If the provider was closed 

for a day of non-operation, this must also be noted on the attendance record. Refer to the “Provider 

Days of Non-Operation” section for more information. 
 

Excused Absences  

There are four types of excused absences, which include: 

 Illness of the child, sibling, or parent, including quarantine of the child or medical 

appointments. A doctor’s note is required for illnesses beyond ten (10) working days. 

 Best Interest Days (BID) are absences that are in the best interest of the child. The 

maximum allowed is ten (10) per fiscal year (July 1st through June 30th). The exception is 

for children who are recipients of protective services or at risk of abuse or neglect. 

Examples of BIDs include: Child/parent on vacation; non court-ordered visitation with 

parent or relative; school function or field trip; visitation to an incarcerated parent; any 

other activity in the best interest of the child. If all ten (10) days are exhausted for the 

fiscal year, additional absences under the BID category are considered unexcused (refer 

to the “Unexcused Absences” section below). 

 Family emergency, including child home with parent who had an unexpected day off 

from work or school; transportation problems (flat tire, car broke down, public 

transportation problem); out of town visiting a family member who is ill; death of a 

family member and/or attending a funeral; surgery of a family member; a natural disaster 

(flood, fire, earthquake); or accident.  

 Court ordered visitation (documentation of the court order is required). 

 

Unexcused Absences  

An unexcused absence is a variation from the schedule that does not fall within the 

definition of excused absences. Any days where the child does not attend and the reason for 

absence is left blank will be considered an unexcused absence. Unexcused absences in excess 

of ten (10) days per month may be cause for a reduction of the approved hours or day of 

child care, or termination of the family’s child care services. 
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Child Care Reimbursement 
 
Reimbursement for child care services is based upon regulatory requirements within the California 

Code of Regulations, Title 5, and policies established by the State of California and the CDE. CHS 

staff members will review child care attendance to verify the child care used was within approved 

days and hours. CHS staff members will compare the RMR ceiling to the amount invoiced by the 

provider, and will pay the lesser of the two. If the attendance record submitted by the provider does 

not include an invoice amount, CHS will review the provider’s usual and customary rates on file to 

determine the provider’s requested reimbursement, compare it to the RMR ceiling, and pay the 

lesser of the two. Reimbursement will be made directly to the child care provider. CHS will 

not reimburse for child care in advance under any circumstance.   

 

Regional Market Rate 

The RMR is established by the State of California, and provides a ceiling for provider 

reimbursements within each county. Reimbursement to the provider may not exceed the RMR 

ceiling. Services for subsidized families will be reimbursed based on the selected RMR Ceiling or 

invoice amount from the provider, whichever is less. The RMR ceiling is selected based upon each 

family’s certified need for child care, the age of the child, and the type of child care provider. 

Therefore, the RMR ceiling might be different, for different children. For each enrolled child, the 

selected RMR ceiling will be indicated on the copy of the parent’s CCC that is mailed to the 

provider.  

 

Parent Co-Payment  

Reimbursements for child care services through the subsidy program may not exceed the established 

RMR ceiling. Therefore, if the provider's invoice amount is higher than the maximum amount 

that CHS can reimburse, the parent is responsible for paying the difference to the provider. 

This is known as a co-payment. Child care providers are advised to discuss any co-payment due 

with the parent, as this is paid by the parent directly to the provider. 

 

For Example: If you invoice for an amount of $130 per week, and the RMR ceiling is $115 

per week, CHS can only reimburse you $115 per week. In this example, the parent would be 

responsible for reimbursing the $15 difference per week, directly to you, the child care 

provider. The $15 is called a co-payment and is paid by the parent, directly to the provider. 

CHS is not responsible for the $15 co-payment to the provider. 
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Provider Rate and Policy Changes 

Providers may submit changes to their usual and customary rates and/or policies, including days of 

non-operation, once per fiscal year (July 1 – June 30). Providers may specify an effective date for the 

new rates, however new rates will not be approved prior to the effective dates listed below. The 

following chart lists rate submission deadlines and the earliest possible effective dates. 

 

Date Documentation Submitted to 

CHS 

Earliest Possible Effective Date 

1st – 15th of the month 1st of the following month 

16th – 31st of the month 15th of the following month 

 

 Seasonal Rates 

Licensed Centers that operate seasonal programs may submit additional rates (such as rates for 

summer, spring, or holiday breaks). Seasonal rates must be submitted at least 15 days in 

advance of the seasonal period. 

 

Additional Reimbursement Policies 

Child care subsidy reimbursement is a benefit to the parent and is provided to meet the family’s 

need for care, allowing families to access the child care market. The California Code of Regulations, 

Title 5, specifies the following additional policies regarding some types of reimbursement for child 

care services that may be applicable with required documentation: 

 

 Child Absences  

CHS will reimburse for child absences within CHS FCCHEN program guidelines if the 

provider’s usual and customary policies for unsubsidized families require payment for child 

absences (except in instances where the approved schedule is variable; refer to the section 

regarding Approved Child Care Services: Variable Schedule, for more information). The 

provider must submit documentation of the usual and customary rates and policies or contracts 

stating such policies that are normally required for unsubsidized families.  

 

 Provider Days of Non-Operation  

Provider days of non-operation include days when the provider is closed and does not 

provide child care services. CHS will reimburse child care for up to ten (10) days of provider 

non-operation per fiscal year. This includes holidays and other days as specified in the provider’s 

policy or contract that is normally provided to unsubsidized families seeking enrollment in the 

same type of program. CHS will establish the maximum number of days of non-operation that 

may be reimbursed to each provider, based upon the number of days specified in the provider’s 

usual and customary policy, not to exceed ten (10) days. The days of non-operation are counted 

based on the child care provider’s scheduled closure dates and whether care was available, not 

based on each particular child’s schedule. The provider’s planned, specific days of non-operation 

must be submitted in writing along with their policies and published rates. If the provider’s day 
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of non-operation policy includes unspecified dates (such as dates that are “to be 

decided/TBD”), the actual date of the days of non-operation must be submitted to CHS in 

writing, at least 30 days in advance of the date of non-operation. The child care provider must 

also indicate all days of non-operation on the attendance record or invoice that is submitted to 

CHS. Days of non-operation are counted per provider, not per child; therefore if the provider 

remains open and cares for one child for any part of the day, then the day is not counted as a 

day of non-operation. If the provider requires payment for additional days of non-

operation beyond the number of allowable days, CHS will not reimburse for child care 

for that time. The parent is responsible for any difference in payment to the provider. 

 

Other Child Care Fees  

CHS will reimburse for approved fees that are required for enrollment (such as registration, 

materials, or insurance) in a single payment, or in increments each month, based on the 

documentation of a provider’s usual and customary fees normally required for unsubsidized 

families seeking enrollment in the same type of program. If the provider’s rate plus any required 

fees exceeds the RMR Ceiling, CHS will only pay up to the RMR Ceiling. The parent is 

responsible for any additional costs or fees that exceed the RMR Ceiling or for types of fees 

that are not reimbursable by CHS. 

 

Prorating  

When the child begins or ends care in the middle of a period that corresponds to an RMR Ceiling or 

provider rate, then prorating may be necessary for provider reimbursement. The weekly or monthly 

RMR ceiling or rates may be prorated when: 

 child care begins or ends in the middle of the week or month,  

 the months begins or ends with a partial week,  

 there is a day of non-operation, or  

 there are child absences when the provider does not require payment for absences, or for 

variable schedules. 
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Payment Schedule 

 

An attendance record or invoice for approved child care services is due to CHS by 5:00 p.m. (the 

close of business) on the third (3rd) working day after the end of the month. CHS will 

reimburse child care providers either via a check or by direct deposit. CHS will reimburse child care 

providers according to the following payment schedule: 

      

Attendance Record Received Reimbursement Mailed or Deposited no later than: 

1st – 3rd working day 29th  calendar day* 

4th – 10th working day  15th calendar day the following month* 

After the 10th working day The following month’s payment schedule 
  

*In the event the twenty-ninth (29th) or fifteenth (15th) calendar day falls on a weekend or federal 

holiday, reimbursements will be mailed or deposited no later than the next business day. February 

reimbursements will be mailed or deposited no later than the first business day after February 28th. 
 

In order to ensure prompt reimbursement for services provided, CHS recommends that attendance 

records or invoices are submitted timely and on a monthly basis. Attendance records or invoices 

received more than ninety (90) days after the service date may not be reimbursed, particularly if 

program funding is no longer available. Payment adjustments must also be requested within ninety 

(90) calendar days after services have been provided with no exception.  
      

Service Month Attendance Records and Adjustments 

July - March 
Must be received within 90 calendar days after 

services are provided  

April - June  Must be received no later than July 10th 

 

Fiscal Year-End Payment Schedule  

CHS operates within a fiscal year (July 1 – June 30), which is consistent with the CDE. Therefore, 

once the fiscal year has closed, reimbursements cannot be processed under any circumstance.  

Attendance records or invoices received after July 10th and requests for adjustments received after 

July 20th when the fiscal year has closed will not be reimbursed - no exceptions. The following 

timeline will be enforced at all times:  

 

    Service Month Due to CHS 

April – June Attendance Records Must be received no later than July 10th** 

 April & May Adjustments  Must be received no later than July 20th** 

June Adjustments only Must be received no later than August 7th** 
 

**If the specified due date falls on a weekend, the attendance record, invoice, or adjustment request 

must be received the next business day. 
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Other Policies 
 
Complaint Procedures for Parents – Licensed Providers  

Parents are encouraged to contact their local CDSS Community Care Licensing office with any 

questions, concerns, or complaints regarding a licensed child care provider. In addition, they are 

informed that any concern or complaint regarding suspected child abuse must be reported to Child 

Protective Services. CHS will report any complaint regarding a violation of licensing requirements at 

a licensed facility to the CDSS Community Care Licensing. A complaint received regarding 

suspected child abuse will also be reported to Child Protective Services. 

 

Complaint Procedures for Providers 

Providers who have a question about their payment, or a complaint or grievance may follow these 

steps to resolve the issue: 

1) Refer to the FCCHEN Written Information for Child Care Providers for detailed information 

about the program. 

2) Providers who have further questions may call the local CHS office and speak with a 

Provider Relations staff member. 

3) If there are further questions, call the local CHS office and speak with the Provider Relations 

supervisor. 

4) If the matter is not resolved by following the steps above, the provider may contact the local 

CHS office’s Program Administrator by telephone or by mail. The Program Administrator 

will respond to a message or letter by telephone, by the close of the following business day. 

 

Please refer to the back cover of this handbook for the local office telephone number and address. 

 

Conduct  

Child care providers participating in CHS programs are required to conduct themselves in a 

courteous manner when communicating with CHS staff. In a situation involving acts of violence, 

threatened violence, or harassment against CHS staff, the parent will be required to select a different 

provider. The Program Administrator may immediately suspend child care reimbursement without 

notice to the parent or provider. 

 

Confidentiality of Service  

All information regarding families enrolled in the subsidy program is strictly confidential. This 

means that CHS will not share information with any outside party, except for purposes directly 

connected with the administration of the program. CHS will share information with local, state, and 

federal government agencies as requested. CHS will not share information regarding families with 

any child care provider except to communicate the approval or termination of the family’s child care 

services. CHS will share information regarding contracted child care providers with parents in 

regards to their license, child care rates, and their status as a participant in the FCCHEN.    
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Discipline 

Child care providers must not use physical, emotional, or verbal punishment as a way to discipline 

children. If the health and safety of any child is considered to be at risk, the parent may be required 

to select a different child care provider. CHS has the responsibility to report to Child Protective 

Services any suspected child abuse or neglect observed in the provider’s home or facility or reported 

by the parent or other source (Penal Code 11164-11174.3). In addition, any concern regarding 

suspected child abuse or the overall health and safety of a child at a licensed facility will be referred 

to CDSS Community Care Licensing. 

 

Gifts  

CHS employees are prohibited from accepting gifts of any kind from families or child care 

providers. Families or providers who wish to express their gratitude for services, or to recognize an 

outstanding employee, are welcome to contact a Program Administrator. 

 

Ineligible Use of Child Care 

Any parent or provider participating in the FCCHEN who engages in fraud or deceit as defined in 

Sections 1709 and 1710 of the Civil Code, respectively, may be subject to liability. If, upon 

investigation, it is determined that reimbursement for child care services was made based on false 

information, child care services will be terminated. This includes, but is not limited to, ineligible use 

of services, submission of altered or false documentation, or misrepresentation of child care services 

on an attendance record or invoice. CHS may take action that may result in legal prosecution with 

penalties of fines, imprisonment, or both. CHS will cooperate fully with any local, state, or federal 

agency regarding fraud investigations.  

 

If it is determined that a provider was reimbursed for child care services for which the family was 

ineligible, the parent will be responsible for the repayment of child care costs to CHS. CHS will 

actively pursue recovering funds from the provider if, upon investigation, it is determined that the 

child care provider misrepresented or presented fraudulent information. In addition, CHS will not 

authorize care with a provider who has a history that includes substantiated evidence of fraudulent 

activity.  

 

Non-Discrimination Policy  

Children’s Home Society of California (CHS) operates all programs and services on a non-

discriminatory basis, giving equal access to services without regard to race, color, actual or perceived 

sex, age, handicap, religion, national origin, ancestry, citizenship, marital status, pregnancy, physical 

or mental disability, medical condition, genetic characteristics, sexual orientation, gender, gender 

identity, ethnic group identification, any other characteristics protected by state and/or federal law, 

or on the basis of a person’s association with a person or group with one or more of these actual or 

perceived characteristics. Any child care provider participating in the FCCHEN is also prohibited 

from engaging in any form of discrimination based upon these factors. 
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Policy Against Harassment 

CHS is committed to providing a work environment that is free of discrimination. In keeping with 

this commitment, the employer maintains a strict policy prohibiting all forms of unlawful 

harassment, including sexual harassment and harassment based on any other characteristics 

protected by the state or federal employment discrimination laws. This policy applies to all agents 

and employees of the employer, including supervisors and non-supervisory employees. It also 

prohibits harassment of employees by non-employees in the workplace as well as harassment by or 

of vendors, independent contractors,  child care providers, parents, and others doing business with 

CHS. Unlawful harassment in any form is prohibited, including verbal, physical, and visual 

harassment. Anyone who believes he or she has been harassed should promptly report the facts of 

the incident or incidents and the names of the individuals involved to the site Administrator, 

without fear of retaliation. Supervisors should immediately report any incidents of sexual harassment 

to CHS. CHS will investigate all such claims and take appropriate corrective action. 

 

Supervision 

Child care providers must ensure adult supervision is maintained at all times when children are in 

attendance. All licensed providers are required to comply with all applicable CDSS Community Care 

Licensing regulations as specified in Title 22 of the California Code of Regulations. 

 

Termination of Child Care Services 

If, for any reason, the family’s approved child care is stopped, such as in a Limited Term Services 

Leave (LTSL, which is a “break” from child care services) or termination, you will receive 

notification of the stop date or family termination date through a letter sent to you in the 

mail. If the parent begins an LTSL or is terminated from the subsidy program, you will no longer 

receive reimbursement for services as of the end date indicated in the letter from CHS. We therefore 

encourage child care providers to review their mail carefully and communicate directly with the 

parent about any information regarding the family’s termination of child care services. Child care 

services may end at any time. CHS will send written notice of termination when: 

 It is determined that inconsistencies on attendance records or invoices are purposeful in nature;  

 Contract funding is not available; 

 The CDE or California Department of Social Services (CDSS) changes its regulations or 

requirements and the family and/or child care provider no longer meets program requirements; 

 The provider does not follow the responsibilities outlined in the FCCHEN Written Information for 

Child Care Providers; 

 The service is no longer needed by the parent or the parent is no longer eligible; 

 The provider is not following applicable licensing regulations; 

 CHS determines that services were provided or reimbursement was rendered based on 

fraudulent information; 

 CHS determines that the health and/or safety of a child is at risk; 
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 The conduct of the child care provider includes discourteous treatment, acts of violence, or 

threatened violence of CHS staff; 

 Licensing, law enforcement, or another regulatory agency has informed CHS of an ongoing 

investigation or substantiated complaint involving the health, safety, or personal rights of 

children (including Type A licensing violations) or actions that would impact the care or services 

to children; 

 CHS receives notification that the TrustLine application for the provider has been denied or 

closed; 

 CHS has been notified by the local CDSS Community Care Licensing (CCL) office that the 

provider’s license has been suspended or revoked. (Note: As per CDE regulations, CHS will 

continue child care services with a licensed provider who has been issued a probationary license 

at the parent’s request.) 

 

Uniform Complaint Procedures 

It is the intent of the CHS FCCHEN to fully comply with all applicable laws and regulations. 

Individuals, agencies, organizations, students, and interested third parties have the right to file a 

complaint regarding the CHS FCCHEN’s alleged violation of a statute or regulation that the CDE is 

authorized to enforce. This includes allegations of unlawful discrimination (Education Code, 

sections 200 and 220 and Government Code, Section 11135) in any program or activity funded 

directly by the State or receiving federal or state financial assistance. Complaints must be signed and 

filed in writing with the CDE:   
 

California Department of Education 

Early Education and Support Division 

Complaint Coordinator 

1430 N Street, Suite 3410 

Sacramento, CA 95814 
 

If the complainant is not satisfied with the final written decision of the CDE, remedies may be 

available in federal or state court.  In this event, the complainant should seek the advice of an 

attorney of his/her choosing. A complainant filing a written complaint alleging violations of 

prohibited discrimination may also pursue civil law remedies, including but not limited to, 

injunctions; restraining orders; or other remedies or orders.   

 

Unlimited Access  

Child care providers may receive scheduled or unscheduled visits by CHS staff during the hours the 

children are scheduled to be in child care. In addition, CHS informs all parents of their right to enter 

and inspect, without advance notice, the licensed child care facility where their child(ren) are 

receiving care. Entry and inspection are limited to the normal operating hours of the child care 

program. The provider may not discriminate or retaliate against the child or parent for exercising 

this right. Licensed child care providers are required to notify parents of these rights. 
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This information is available in multiple languages. 

Como siempre, por favor comuníquese con nuestra oficina si necesita esta información en español. 

Lúc nào cũng vậy, làm ơn gọi  đến văn phòng chúng tôi nếu quí vị cần những tài liệu này bằng tiếng Việt. 
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ATTENTION CHILD CARE PROVIDERS:
CHS has an automated system that allows child care providers to access information regarding their
child care payments 24 hours a day. To access this information, call the Provider Automated Lookup 
System (PALS) telephone number (866) 725-7247.

building
brighter
tomorrows

for
children today

Children’s Home Society of California (CHS)
is a non-profit organization that provides services

to children, families, and the child care community. Our diverse
programming allows us to assist children and families at many

different levels of need. Our programs and services focus on ensuring
that reliable and quality child care is available for children.

Please contact your local office for more information.

LONG BEACH OFFICE
249 East Ocean Boulevard, Suite 300

Long Beach, CA 90802
(562) 256-7400

(562) 256-7470 FAX

ORANGE OFFICE
333 South Anita Drive, Suite 350

Orange, CA 92868
(714) 456-9800

(714) 456-9825 FAX

SAN DIEGO OFFICE
2650 Camino Del Rio North, Suite 104

San Diego, CA 92108
(619) 293-3411

(619) 293-3744 FAX

VENTURA OFFICE
3585 Maple Street, Suite 272

Ventura, CA 93003
(805) 437-1910

(805) 437-1790 FAX

YUBA CITY OFFICE
1650 Sierra Avenue, Suite 102

Yuba City, CA 95993
(530) 673-7503

(530) 673-9215 FAX
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