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415 S. 15t St. Suite 1104, Lufkin, TX 75901 Phone: (936) 631-8624 Fax: (936) 632-9383 or (866) 447-6201

CHILD CARE SERVICES
PARENT HANDBOOK

WorkForce Solutions Child Care Services (CCS) assists parents who are
working, participating in a job training program, or enrolled in a school
to obtain affordable child care. CCS offers child care assistance
throughout the 12-county Deep East Texas service area; including
Angelina, Houston, Jasper, Nacogdoches, Newton, Polk, Sabine, San
Augustine, San Jacinto, Shelby, Trinity, and Tyler counties.

Finding the right place for your child while you work or go to school is
an important decision. When it comes to finding childcare, there are a
number of options from which to choose. The choice is yours.

WorkForce Solutions Deep East Texas has developed this handbook to
inform you about the CCS program and explain your rights and
responsibilities. Please read this handbook carefully. Keep it handy as a
reference for questions you may have later about your child care
assistance. Feel free to contact us at the phone number and email
address listed above if you have any questions.
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ELIGIBILITY REQUIREMENTS FOR CHILD CARE ASSISTANCE

To be eligible for child care assistance:

1. You mustlive in the 12-county Deep East Texas Board area.

The household income must be below the 85% State Minimum Income guidelines for your household size.

3. You must be working, in school, or in training for an average of 25 hours per week. If you are married, or
living with your child’s other parent, you must each work or be in school or training for an average of 25 hours
per week, for a total average of 50 hours per week. If you (or your spouse) are unable to meet the
work/school requirements due to a verified medical reason, you must inform CCS about the need to work
fewer hours and submit medical documentation from an appropriate medical professional. The same applies
if you must work fewer hours to care for a disabled family member. If you are a teen parent, the 25 hour work
requirement does not apply; however, you MUST be attending school.

N

When you apply for child care assistance:

1. CCS staff determines eligibility for child care services by verifying your income and/or attendance in a
school/training program. All income received in the household will be considered when determining
eligibility. This includes income from bonuses, overtime, commissions, etc. If you are not sure what is
considered income, contact us with your questions.

2. CCS staff provides information regarding program requirements and you will sign paperwork acknowledging
you understand all your responsibilities.

3. Itisyour responsibility to choose a child care provider that meets your needs. CCS staff will provide
information on choosing a child care provider. You can also visit:
www.dfps.state.tx.us/Child Care/Search Texas Child Care/

4. You will be required to pay a portion of your child care, with few exceptions. See “parent fees” on the next
page for more information.

5. You must agree to report all changes that affect your eligibility for child care within 14 days of the change,
submit required documents timely, meet the requirements of the Parent Eligibility Reporting and Attendance
Requirements, pay your parent fee on time to the provider.

Failure to report all income and family circumstances may result in you receiving child care that you are not
eligible to receive. You should be aware that you may be prosecuted for obtaining or attempting to obtain, by
fraudulent means, services to which you are not entitled.

Please be advised that all information you provide to determine your eligibility is subject to validation through
cross-checks against state and federal databases. You may be asked to participate in face-to-face interviews and
provide original documents to verify identity and eligibility for child care services.

If you are eligible for child care assistance, you will be placed on the Wait List (unless we are actively enrolling).
Additional verification may be required depending on the waiting time as information must be current at
enrollment. If you are added to the Wait List, it is generally NOT possible to tell how long you will have to wait for
enrollment and it is very important that you keep CCS informed of any changes to your contact information. You
must submit required documentation to CCS every 90 days to maintain your place on the Wait List or your name
will be removed and you will have to reapply.
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Eligibility for child care assistance will be certified for a period of at least one year. You may continue to be
eligible for child care services if funds are available and you continue to meet the eligibility requirements. About
30 days before the end of your eligibility period you will be asked to complete the redetermination paperwork and
submit all verification documents.

CHILDREN WITH DISABILITIES

When CCS staff determines your eligibility, they will deduct any out-of-pocket medical and related expenses
pertaining to your child’s disability from your gross income. You will be asked to supply supporting
documentation of these expenses. It is your responsibility to bring this to your caseworker’s attention. CCS
may also be able to pay the child care provider an additional rate to help care for your disabled child. Be sure to
discuss this with your caseworker if applicable.

PARENT FEES

Most parents must pay part of the cost for childcare. Fees are based on your family’s gross monthly income and
the number of children in care. This fee is assessed for all children who receive services and will not exceed the
cost of child care. This fee is a monthly fee, and it is due in full - in advance - on the first day of each month. The
fee is not reduced when children are absent. It must be paid whether they attend or not. Failure to pay this fee as
required, can result in termination of your child care services. You will not be allowed to re-enroll in child care
services until these fees are paid in full. Additionally, if your fees are not current you will not be allowed to
transfer your children until the fee is paid in full.

ATTENDANCE POLICY

Each child in the family is allowed 40 absences per year. If you need an exception to this policy because your child
has a documented chronic illness/disability, or you have a court-ordered visitation agreement with the other
parent, you may discuss that PRIOR to the 40t absence day and a waiver will be considered.

Providers will report to CCS when your child(ren) have been absent for five consecutive days resulting in one (1)
provider report. When your child(ren) has received eight (8) provider reports (40 total absences) your child(ren)
will no longer be eligible and services.

CCS staff will send you a letter when your child has missed 15 days (3 provider reports) and 30 days (6 provider
reports). When your child receives 40 absences (8 provider reports) child care assistance will end for that child.
You will not be eligible to receive child care assistance again for 60 days. If there is a wait list, we will not be
able to add your name to the list for 60 days.

RIGHTS AND RESPONSIBILITIES

The Following is a list of your Parental Rights on the Child Care Services Program. You have the right to:

1. Have someone represent you when applying for CCS.

2. Benotified of eligibility to receive assistance within 20 days from the day CCS receives all necessary
documentation required to determine your eligibility for services.

3. Choose the type of child care provider that best suits your needs. You will select the child care
arrangement you desire from a licensed child care center, licensed child care home, or registered child
care home. You are encouraged to visit child care providers before making your choice.
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4. Receive assistance in choosing initial or additional child care referrals including information about CCS
policies regarding transferring children from one provider to another.

5. Beinformed that some providers charge the difference between what CCS pays for child care services and
their published rates. If you choose one of those providers, you are responsible for paying the difference
to the provider. Note: This additional charge only applies if you have been assessed a parent fee.

6. Have information used to determine eligibility for assistance treated as confidential by CCS.

7. Receive services without regard to race, gender, color, national origin, age, political beliefs, religion, or
disability.

8. Reject an offer of assistance or voluntarily withdraw your child from CCS. This does not apply to families
who have children who receive services through Child Protective Services.

9. Beinformed by CCS of the possible consequences of rejecting or ending assistance that is offered.

10. Be notified in writing by CCS at least 15 calendar days before the denial, delay, reduction, or termination of
services; except in cases where the Choices or CPS caseworker has authorized child care to end
immediately.

11. Appeal the denial, reduction, or termination of services. This does not apply to parents who have children
from CPS and did not request child care. The procedure for requesting fair hearings will be provided by
CCS.

12. Receive 15-day written notification from CCS if your child care is to be terminated in order to make room
for a priority group. Should that happen, you will be given written notification of the denial, delay,
reduction, or termination and the notification will include information about other child care options for
which you may be eligible. In emergency situations you will be given notice at the earliest possible date
that your child care will be terminated.

YOUR RESPONSIBILITIES:

1. Make sure you meet the work, school, or training requirements at enrollment and redetermination. If you
stop participating in your chosen activity, you must notify CCS within 14 calendar days to request an
activity search.

2. You must report the following changes that affect your eligibility within 14 calendar days:

a. Permanent loss of job, training, or education

b. Change in family size

c. Change of address, email, or phone number

d. Permanentincome increases over 85% of the State Median Income amount for your household
size.

3. Make sure you submit all required documents to CCS in the required timeframe. Failure to comply will
result in the termination of your child care assistance.

4. A Change Request form must be submitted 5 days prior to requesting a change.

5. Comply with all WorkForce Solutions and Child Care provider policies & requirements.
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CHOOSING A CHILDCARE PROVIDER

CCS will give you information that will help you choose a childcare provider that meet your needs and the
needs of your children. State and federal policies require that you be allowed to choose the childcare provider
who will provide care for your children.

You are encouraged to check online at: www.dfps.state.tx.us for information on choosing a childcare provider
for your children. You may also call the Texas information and referral network at 211 for additional
information.

Your children will spend many hours a day at the center of your choice, so you need to choose carefully. There
are several child care options available:

a. Licensed Childcare Center - A childcare facility which provides care for 13 or more children under the
age of 14 that has been licensed to operate by the Texas Department of Family & Protective Services
(TDFPS). Alicensed facility must comply with the minimum standards and guidelines required by
TDFPS and is subject to regular monitoring.

b. Licensed Childcare Home - A childcare facility which provides care for no more than 12 children under
the age of 14 authorize to operate by TDFPS. A licensed childcare home must comply with the
minimum standards and guidelines required by TDFPS and is subject to regular monitoring.

c. Registered Family Home - A home in which the caregiver lives and takes care of no more than 6
children under the age of 14, plus no more than 6 additional school-age children. The total number of
children - counting the caregiver’s own children - may not be more than 12 at any time. Itis
authorized to operate by TDFPS and must comply with minimum standards & guidelines required by
TDFPS and is subject to regular monitoring.

Note: The website at www.dfps.state.tx.us also shows “Listed” Childcare Providers. CCS is not able to
work with these providers.

A childcare provider may be a TEXAS RISING STAR (TRS) PROVIDER - which means that the provider
exceeds minimum state licensing standards. Parents are encouraged to ask a provider if they are a TRS
provider or if they have received other certifications.

A childcare provider may also be designated as a TEXAS SCHOOL READY! (TSR) facility. A center with this
designation is meeting additional requirements developed by the State Center for Early Childhood
Development that focus on helping children become ready to start school. Go to www.detwork.org/child-care-
services/child-care-information for a listing of the TRS and TSR centers available to you.
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Parent Information for Choosing a Child Care Provider

Parent Choice of Provider Types
You have the option to choose the provider type that best meets your child care needs. Provider types
include the following:

e Licensed child care centers

e Licensed child care homes

e Registered child care homes

To learn more about these provider types, visit the Texas Department of Family and Protective Services (DFPS)
website at https://www.dfps.state.tx.us/Child Care/Other Child Care Information/childcare types.asp
You may also choose an eligible relative. Relatives are required to undergo background checks and list with DFPS.

Texas Department of Family and Protective Services
DFPS inspects and monitors child care providers. You can view child care providers for their compliance with state
standards on the following website: http://www.dfps.state.tx.us/child care/dont be in the dark/default.asp

Choosing a Quality Child Care provider

Choosing a high quality program can have a significant impact on your child’s readiness for success in kindergarten
and later grades. Children who attend high quality programs can make significant gains in their knowledge, skills,
and abilities. In Texas, child care programs can pursue higher quality through several avenues. Texas Rising Star
(TRS) is one of these options for child care providers, and for parents looking for high quality child care for their
children. Additionally, child care providers participating in the Texas School Ready! Grant program provide quality
child care services focusing on preschool children.

You can find more information about Quality Child Care at http://texaschildcaresolutions.org/quality-child-care/

Texas Rising Star

TRS is a voluntary, quality-based child care rating system of child care providers participating in the Texas
Workforce Commission’s subsidized child care program. TRS Certification is available to Licensed Center and
Licensed and Registered Child Care Home providers who meet the certification criteria. The TRS Provider
certification system offers three levels of certification (Two-Star, Three-Star, and Four-Star) to encourage providers
to attain progressively higher certification requirements leading to a Four-Star level.

You can find more information at https://texasrisingstar.org/parents/

Your Local Workforce Development Board may have a policy that allows for a reduction in your Parent Share of
Cost if you choose a TRS-certified provider. Inquire with your care manager about this possibility.

By selecting a child care provider and entering into child care services, I acknowledge that I have
read and understand the above information regarding Choosing a Child Care Provider.
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PARENT INFORMATION FOR DEVELOPMENTAL SCREENINGS AND OTHER FAMILY RESOURCES

Texas Child Care Solutions (TexasChildCareSolutions.org)

The Texas Child Care Solutions web site was developed by the Texas Workforce Commission. The purpose of
the Texas Child Care Solutions is to provide parents access to accurate and consistent information to assist them
in making informed choices to meet their child care needs. Texas Child Care Solutions connects Texas parents
with up-to-date parenting information, ideas and on-the-ground resources. Informed parents who have positive
connections within their communities are better able to handle the challenges associated with caring for and
nurturing young children.

Family Resources in Texas
Find support organizations and programs near you by visiting TexasChildCareSolutions.org
(https://texaschildcaresolutions.org/about-us/family-resources-in-texas/)

Developmental Screenings

Texas Health Steps Medical Checkups — My Children’s Medicaid — wellness program for children, teens and young
adults age 20 and younger. Texas Health Steps helps remind you to make sure your children get their medical
and dental checkups. As long as your children have Medicaid, they have Texas Health Steps. For more
information, please visit: https://www.mychildrensmedicaid.org/

Early Childhood Intervention (ECI) Services for children ages birth-3 years — provides evaluations, at no cost to
families, to determine eligibility and the need for services. For more information, please visit:
https://hhs.texas.gov/services/disability/early-childhood-intervention-services

Texas Education Agency (TEA) Services for children ages 3-5 years — eligible children with disabilities ages 3-5
may receive special education and related services provided by the school district.
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APPEALS

When a written determination has been sent to you that your child care services will be terminated, you
have the right to appeal that decision. Should you choose to do so you must:
a. Send a written request for a review of the decision no later than the 14t calendar day after
the mailing date of the determination sent by CCS.
b. Send the written or faxed request to:

DEBORAH HOMMAN

WorkForce Solutions Deep East Texas
415 South 1st St., Suite 110 B; Lufkin, Texas 75901
FAX: (936) 633-7491

c. Under certain circumstances your childcare may continue during the appeal process if you request it.
However, you will be required to repay the cost of childcare during the appeal if you lose. You will not
be eligible to reenroll in childcare until that cost has been paid in full.

OBJECTIONS

CCS staff cannot change the program requirements, but they can work with you if you have a problem with your
case. Should you have an objection to the service provided by CCS, discuss it first with your caseworker. If you
are still unhappy, ask to speak to the Manager of Client Services. If the manager is unable to resolve your problem,
you may ask to speak to the Director of CCS.

This document contains vital information about requirements, rights, determinations, and./or responsibilities for accessing workforce system services.
Language services, including the interpretation/translation of this document, are available free of charge upon request.

Este documento contiene informacion importante sobre los requisitos, los derechos, las determinaciones y las responsabilidades del acceso a los servicios
del sistema de la fuerza laboral. Hay disponibles servicios de idioma, incluida la interpretacion y la traduccion de documentos, sin ninglin costo y a
solicitud.
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