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Lucretia Hammond

Subject:  Child Care Automated Attendance System - Implementation
Purpose

Information and instructions for transition to and implementation of the new Child Care Automated Attendance (CCAA) system. 
Background
The Texas Workforce Commission is implementing the Child Care Attendance Automation system in our region beginning July 1, 2010.  The new automated system will be used to track the attendance and absences of children receiving Workforce Solutions financial aid for child care.  We expect to fully transition to the CCAA tracking system by the end of August.
· Current customers are already receiving new attendance cards in the mail.  
· All customers must use the CCAA tracking system to report their child’s attendance by August 31, 2010.   

· Failure to report attendance or absences using the CCAA tracking system could result in the loss of child care financial aid.
This issuance provides information about implementing the new attendance tracking system including new responsibilities for customers and child care providers and changes to the Child Care Service Delivery (CCSD) system.   

What Changed?
The technical assistance guide included with this issuance will provide all the details needed to implement the new procedures.  Key changes in the process for providing financial aid for child care are listed below:

· New Parent Agreement forms and Parent Handbooks.  We’ve updated the Parent Agreement form and the Parent Handbook. All child care financial aid customers must sign the new Parent Agreement forms now.   The next section of this issuance provides details.
· The customer uses a card to report attendance and absences.  ACS, the CCAA vendor, is mailing attendance cards with instructions for activating the cards to existing customers.  For new customers, as soon as Workforce Solutions staff enters a new referral in CCSD, the system notifies ACS to mail an attendance card to the customer. 
The customer reports attendance by swiping her card at the provider’s point of service machine (POS) or by calling the Interactive Voice Response telephone system (IVR).  
· The customer is responsible for making sure attendance is approved for the day. To confirm attendance is approved, the customer must always check the message or receipt generated by the POS after each swipe.  When using the IVR, the customer must listen to the IVR message after each recorded attendance to confirm the attendance is approved.  The customer will inform her provider if the attendance isn’t approved.   The customer then may be responsible for paying the child care provider for the service.
· The customer may designate alternate card holders.  A customer may designate up to three alternate card holders who report attendance and absences on her behalf.  Workforce Solutions Career Office and Financial Aid Payment Office (FAPO) staff can set-up the alternate cardholders for the customer.
· The customer may request a replacement card.  Customers may request replacements for lost, stolen, or damaged cards by calling the FAPO at 713.975.7409.
· The customer may request to reset her PIN.  A customer may request to reset her PIN by calling the CCAA tracking system at 1.866.960.6496.
· Child care providers have new requirements.  Child care providers must (1) review CCAA system attendance and absence reports every five calendar days, (2) inform the FAPO when an enrolled child hasn’t attended the first three days of scheduled care, and (3) contact FAPO regarding the child’s absence no later than the third day of scheduled attendance.  

Providers will not be reimbursed if a customer fails to report attendances or absences in the CCAA system, unless the provider contacts FAPO within five calendar days of the incident.
New Parent Agreements 
FAPO is mailing letters with the new Parent Agreement form and the new Parent Handbook to all customers.  The letter instructs the customer to sign and return the Parent Agreement form to a Workforce Solutions Career Office either in person or by mail.
FAPO will send each career office the list of customers to whom letters were mailed. As offices receive the signed Parent Agreement forms from customers, career office staff must:
· Check off the customer’s name from the FAPO mailing list,
· Enter a note in the Comments section of his/her record in CCSD indicating receipt of a new Parent Agreement, and
· Place the signed new Parent Agreement form in the customer’s file,
By August 19, 2010, career offices must check the mailing list and determine if all customers have submitted signed new Parent Agreement forms.  If a customer hasn’t returned a signed new Parent Agreement:

· Check the “Comments” section of the records of any customer who didn’t return the form to your office to determine if she returned it to another office.  
· If the customer hasn’t returned the form to a Workforce Solutions office, call the customer to remind her to submit the signed form by mail or by dropping it off at any Workforce Solutions office.

If there is no signed Parent Agreement on file by August 31, 2010, career office staff must end financial aid in CCSD and send the customer a letter notifying her that our assistance for child care expenses has ended.

Child Care Service Delivery System (CCSD)
· Changes to CCSD.  The CCSD referral information screens have changed.  Previously the referral screen showed a single referral line with dates spanning several months.  Now, the system automatically splits the referral to show a separate referral line for each month.
· Changes in School Referrals.  ISD calendars will no longer be used in CCSD, and the administrative vacation schedule screen is removed.  The system uses a blended rate, based on a nine-month school year, to pay the provider.  All current “School Calendar” referrals will be automatically updated to part-time referrals effective July 1, 2010.  Staff may need to manually change child care cases where children have a regular (not school calendar) full and part-time referral on the same day at the same provider.
· Inactivation. We expect staff to use the inactivation function only when necessary to make a referral entered incorrectly inactive.  Inactivating a new referral deletes the attendance associated with that referral, requiring the customer to re-enter attendance and absences.  Use this function rarely.
· Timely data entry is critical.  To ensure each customer receives her CCAA attendance card quickly, staff must data enter all information timely.  A system date is created in CCSD when staff begin entering the referral.  Staff must completely enter the new referral within seven days of this system date.  If the complete referral isn’t entered within seven days, staff must request an adjustment in the referral date.  Instructions for requesting a referral adjustment are included in the technical assistance guide. 
Action
1. Make sure staff remove the old Parent Handbook and Parent Agreement forms and begin using the new forms and instructions effective immediately.
2. Make sure appropriate staff, supervisors and managers have a copy of this issuance and the attachments, understand new procedures and changes to the system, and are ready for system-wide implementation.
3. Make sure offices keep track of new Parent Agreements and discontinue financial aid for any customer who has not returned a signed new agreement by August 31, 2010.
4. Make sure all staff knows how to help a customer apply for financial aid for child care without requiring the customer to come to the office.
5. Make sure staff knows how to help a customer use the new Child Care Automated Attendance tracking system.
Questions

Direct questions through the electronic Q&A posted with the policy on the website at http://www.wrksolutions.com/staff/policiesandprocedures.html.

Attachments
· Child Care Automated Attendance - Technical Assistance Guide for Staff
· Parent Agreement Form - revised 6/30/2010

· Parent Agreement Form-Spanish language– revised 6/30/2010
· Parent Handbook – revised 6/30/2010
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