Correct use of Child Care Referral Type/Variable Schedule
Variable Days : # of days child attends vendor

	Example
	Definition
	Examples
	Needs Screen
	Fund & Referral
	Comment Screen
	Notes

	Any “#”
Days of Care Per Week

	Parent’s schedule differs and might work Saturday or Sunday
	Any 5 days

Any 3 days
	Document the total # of days authorized per week
Ex: 5- five, 3- three
	Click on variable schedule and document the number of variable days

Check off all seven boxes of the week ( Sun- Sat)
	Topic : Variable Days

Notes: Parent works

Any “____  “ days
	Refer  School- Agers with a school time code

Ex: Cd: 21,40

Reduction given for family with all School - Agers

	Exact Days


	Parent works on specific days of the week
	M-F

M,T,W,F

M,W,F

S, S
	Document the total # of days authorized per week
Ex: 5- five, 3- three
	Check off exact days parent needs care

DO NOT mark variable schedule
	Topic : Variable Days

Notes: Parent works on “________”
	Refer  School- Agers with a school time code

Ex: CD 21,40

Additional line for weekend care is not necessary

	Night Time Care


	Parent’s works at night and needs night time care
	Works:

10pm-7am
2pm-10pm
	Document the total # of days authorized

Ex: 5- five, 3- three

School Age Child:

Select “No” for school calendar and document the total # of full time days
	Do not check off variable days if parent needs Mon-Fri care
Refer  School- Agers with a

full time code
Ex: CD: 10,11
	Topic: Night Time Care

Notes: Parent works

nights
	Parent is not eligible for a reduction if all school- agers receive full time care



	Care at Multiple Vendors

	Parent is authorized at more than one center
	Vendor 1: M,W,F

Vendor 2: T, TH
	Document the total # of days authorized

at both centers

	Create referrals for each vendor authorized.
Check off exact days authorized at each.  
Do NOT mark variable schedule.
	Topic: Multiple Care

Notes: document daycare     and days authorized
	Do not have two or more full time referrals on the same day

	Care at Multiple Vendors
	Parent is authorized care at more than one center, AND parent schedule differs every week.
	Vendor 1: M-F

Vendor 2: S-S

Child can attend a total of 5 days combined at both vendors.
	Document the total # of days authorized per week (5)
	Vendor 1 – Check off M-F.  

Vendor 2 – Check off S, S.  

Do NOT mark variable schedule for either.
	Topic: Multiple Care

Notes: document daycare     and days authorized
	Do not have two or more full time referrals on the same day



