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'The purpose of this I..cc.al Commissioners Memorandum (LCM) is to provide 
social services districts with insuuctions relative t.o the imple.·rnencation 
of a c..."lild care certificate prcgram as mandated by t.'1e federal Child care 
and Ceveloprnent. Block Grant. (CCDffi) Act of 1990. only recer:t.ly t.11e 
Cepart::nent received 45 CTR Parts 98 and 99, ::..1.e final federal rule g0',/e....rni.'1g' 
the CCDffi prcgram. After an initial review of the...,c::e regulations we believe 
that. these preliminary instructions ccmply wit.'1 the federal require.--:-,ents. 
'This I..01 is being released in order to provide social services dist.ric+-....s 
with the inrormation needed to develop local prccedures for the 
in:ple.'1\el1t.ation of the child care certificate prcgrarn. Subsequent. to 
c..,'""ITIDletion of a thorough examination of the federal regulations, an 
Administrative Directive relative to t.'1e CCDffi child care cen::ificat.e 
prcgra111 will be issued. 

'The use of c...11ild care certificates :JU.St l:::e implemented effective 
october 1, 1992 in order for New York State and social services distri~....s t.o 
continue to receive CCDffi funds. 'These procedures and instn1ctions build on 
existing systems and incorporate suggest.ions rrade by socia.1 services 
districts during the recent series of regional technical assistance meetings 
conducted by t.l-ie Cepart:-.ent. 

For purposes of this LC1, the tenn :pa.rent. :neans any person ,,ho is eit.'1er a 
:pa.rent of an eligible c..."lild, a caretaker relative as defined ::.n Sect.ion 
3 69. 1 (b) of Cepart:r.'ent. regulations or a person standing in lcx::o :pa.re.l"lt.is. 
Person stan::ling in loco :pa.rent.is means any person i;,.,ho is not related t.o the 
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child and who exercises responsibility for t."le day-to-day care of, and who 
lives with, a child but who is und.er no legal obligation to assume such 
responsibility. 

A child care certificate is a docurrent which the social services clistrict 
issues directly to a parent who is eligible to receive a child care 
subsidy. It is interrled to give parents great.er control and flexibility in 
addressing their child care needs by assistin:;, them to self-arrar.ge care 
with any child day care provider, caregiver of infonnal child care or 
caregiver of legally exempt group child care. When accornpanie:i with 
information on the full range of options available for child care services 
and ho;.J to identify and access quality child care, the child care 
certificate provides parents with opportunities to develop self-sufficiency 
skills. 

The cepartment has developed policies and prccedures for the child care 
certificate program by mcx:lifyin:;, CSS-3546, Order for SUpplies;services 
(Voucher) and existing WMS/BIC3 systems supports. The child care 
certificate niay be use::i for all income eligible child care prcgrams, 
regardless of funding source. In order to promote consistency acrcss child 
care prc:gram.s and to ease administration of the various subsidies, social 
services districts are encourage:i to make the c..'1.ild care cert:.i.ficat.es 
available to all parents who are eligible for dlild care services. The 
child care certificate nrust be available for those parents who are eligible 
for C'CDEG services. 

The child care cert:.ificate program imple."'T\erlted by the social services 
district must: 

o issue certificates directly to the parents in order tc ::.J1sure 
parental choice; 

o provide cert:.ificates with a value cornrnensu.rate ·;1ith the att-.:a.l cost 
of care up to the applicable niarket rat.es; 

o allo;.J cert:.ificat.es to be use::i as flexibly as cash between the parent 
and eligible providers; 

o establish procedures to ensure prorr:nt issuance of the c..'1i2.:l. care 
certificate and~ payment for- child care services; 

o ensure that cert:.ificates are available contir1Ually to parents as long 
as C'CDEG subsidy funds are available; 

o provide a process to enroll providers ·who are not require::i t:o be 
license::i or registered before issuing payment; and 

o facilitate payment to providers. 
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Effective oct:ober 1, 1992, the social services district must inform parents 
requesting CCDBS services (and other subsidy prcgram services at district 
option) that they may: 

1) choose to have care provide:i by one of the child day care providers 
with which the social services district has contracte:i for the 
provision of child care services; or 

2) request a child care certificate which enables parents to select 
from a wide range of child care ~erne.nts including care by child 
day care providers, caregivers of infonral child care and careg-ivers 
of legally exempt group child care. 

Attachment A provides a list and definitions of eligible providers. In 
order to inform parents of the full range of child care options which are 
eligible for payment, social services districts may wish to distribute this 
attachment to all parents who will be subsidize:i by CCDBS funds. Parents 
must be given full discretion in select~ or ~~ for the purc.'1.a.Se of 
child care services frcm any eligible provider, including a sectarian 
caregiver. The case record should document that parents have been apprised 
of the full range of providers eligible for payment and of t.'l.eir right to 
elect to use a child care certificate. 

The social services district nrust allow parents to select, and nrust have a 
method to pay, any and all providers with whan it does not contract. A 
contract ::ray not be ma.de a con:lition of receiv~ payment from CCSffi 
subsidies. 

Effective cctober 1, 1992, recipients of CCDBS services also rray elect to 
use caregivers of legally exerrpt group child care. This cate::J'ory includes: 

o a pre-kindergarten or nursery school prcgrarn for childre..ri three years 
of age or older, or a prcgram for school-age children conducted 
during non-school hours, operated by a public school district or by a 
private school or academy which is provicli..~ elementary or secondary 
education or 'ooth in accordance with the compulsory education 
requirements of t."le Education law, provide:i t."lat such pre
kindergarten, ::-:ursery school or school-age prcgram is located on the 
premises or campus ·wnere the elementary or secondary education is 
provided; 

o a nursery school or prcgram for preschool-age children operated by a 
nonprofit agency or organization or a private proprietary agency 
wnich provides services for three or less hours per day; 

o a summer day camp for children under thirteen years cf age operated 
by a nonprofit agency or organization or a private proprietary agency 
in accordance with Subpart 7-2 of the State Sanitary Cede; anc:i 

o a day care center, family day care home or other cr-.J.ld care prcgram 
located on federal property anc:i operated in compliance ·,.;ith federal 
laws anc:i regulations for suc.'1 c.riild care services. 
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social services districts rnust provide parents who were in receipt of CCDB:; 
services prior to october 1, 1992 with information regardinq their right to 
select from the full rarq-e of eligible child care providers arrl to receive a 
child care certificate to assist them in accessing the child care of their 
choice. Social services districts :nay wish to use Attachments A, B, arrl C 
to provide such information to families currently in receipt of CCDB:; 
services. Parents who wish to c.hange child care providers must l:e allOW'ed 
to do so. 

Consistent with other prc:grams, social services districts must provide 
parents with information to assist them in making an info:rrned choice of 
child care arrangements. 'Ihe r:::epart:ment has prepared two documents to 
assist social services districts in providing such info:nna.tion to applicants 
for child care services. Social services districts are encouraged to 
distribute Attachment B, Client Rights arrl Resp:msibilities, arrl Attach'T!ent. 
c, Parent Letter, to all applicants for child care services. 

CHilD CARE CERI'll'ICATE PID::EDURF.S 

Whenever a family is detennined to l:e eligible to receive CCDB:; services 
(arrl other subsidy program services at district opt.ion), the social services 
district must offer parents the choice of utilizing a child day care 
provider with which it contracts for services or of receiving a child care 
certificate with which the family :nay self-arrange care. When a family 
elects to use a child day care provider with which the social services 
district contracts, t.11e child must l:e enrolled with the provider select.e::i by 
the parent to the naxirr.um extent practical. 

wnen a family elects to use a child care certificate to self-arrange care, 
the social services district is responsible for preparing a child care 
certificate for each eligible child in the family. Attachment Dis the 
child care cert:ificate fonn whic.'1 must l:e utilized by all sociaJ. services 
districts, exclusive of Erie County arrl New York City. Since the processing 
of child care cert:ificat:es relies on WMS/BICS support., Erie County arrl 
New York City must develop arrl implement. a lccal equivalent child care 
certificate form, subject: to Cepart:ment. approval. Attachment E provides 
instructions to providers which should te attached to each child care 
certificate issued. 

When preparing t.11.e child care certificate, the social services district is 
responsible for Cv'"'Illpleting the follc-wing sections: 

o authorized by; 
0 date; 
o date of issue; 
o case mrrnber, if kncwn; 
o authorization number, if knc-wn; 
o description of supplies or services including: name of eligible 

child; CTN number, if knc-wn; whether care is full-time or part-ti.'118; 
30 day perioo. for which the cert:ificate is valid; and parent fee, if 
any, which is to l:::e collected by the provider; 
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o the applicable full-time, part-time or hourly :rr.arket rates as set 
forth in 18 NYCRR 415.9 for the age of the child for each category of 
child care listed; and 

o date that the certificate is to be returned to the social services 
district by the child care provider. 

'Ihe social services district may wish to provide parents 'Who indicate that 
they may be interested in a.ITan3"ing care with a caregiver of informal child 
care or a caregiver of legally exempt group child care with enrollment 
forms. Providers then may complete the appropriate enrollment form and 
return it to the social services district with the child care certificate, 
thus facilitating p~ payment. 

A child care certificate is valid for a 30 day pericd commencing on the date 
of issue. D.rring tJlis 30 day pericd the parent :r.ay present the child care 
certificate to any eligible provider. If the parent is unable to locate 
care during the 30 day pericd, the parent may request another child care 
certificate in order to continue to try to self-a.ITan3"e care or may ask the 
social services district to a.ITan3"e care with one of the child day care 
providers with 'Whom it contracts. 

wnen a child day care provider, caregiver of informal child care or 
caregiver of legally exeIDpt group child care agrees to provide services to 
an eligible child, the parent is responsible fer signing the child care 
certificate in the recipient signature block and. giving it and. the 
instruction sheet to the child care provider. Toe child care provider is 
responsible for returning the c...11.ild care certificate, and enrollment form if 
applicable, to the social services district by the date specified after 
completing the follcwing sect.ions: 

o type of program; 
o vendor ID, if k:no;m; 
o vendor name and address; 
o pennit/registration ID#; 
o days of care provided; 
o hours of care/day; 
o hours of care/week; 
o $ amount week billed; 
o claimant signature; and. 
0 date. 

lJpon return of a child care certificate, and enrollment form if applicable, 
the social services district will review all submitted items to ensure that 
the child care provider selected by the parent is eligible to receive 
payment. 'Ihe social services district should notify t.-ie parent or child 
care provider irrrrnediately if additional information is requireci in order to 
determine that such provider is eligible to receive child care subsidy 
furris. In order to facilitate speedy payment for services, scx::ial services 
districts are encouraged to send information al::out on-going billing 
proc::e.sses to all eligible c...11.ild care providers as soon as possible after t.ll.e 
return of the child care certificate. 
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'Ille rate of payment must be the actual cost of care (rate charged by the 
provider) up to the applicable market rate as specified in Section 415.9 of 
Cepartment regulations. Payments for legally exempt group child care 
providers will be based upon the actual cost of care up to the market rate 
for day care center providers. When care is provided by a child care 
provider located outside the social services district which authorizes the 
subsidy, the applicable market rate is the market rate of the county in 
which the care is located. When a parent who is using a child care 
certificate selects a child day care provider with which the social services 
district has a contract for services, the rate established by the contract 
will apply unless all contractual obligations have been rr.et. 

The social services district should review the rate charged by tJ1e child 
care provider to determine that it is within the applicable market rate. If 
the rate charged by the child care provider exceeds the applicable narket 
rate, the social services district should ensure that both the parent and 
the child care provider urrlerstarrl what arrount the social services district 
will pay. Parents nay elect to pay the amount in excess of the market rate, 
plus their parent fees, or nay wish to locate a different child care 
provider. 

ENROLI..MENI' PROCEDURES 

E.ach social services district must establish procedures for enrolling a 
caregiver of infonnal c.'lild care or a caregiver of legally exempt group 
child care before payment can be nade for child care services. Consistent 
with federal require.-rne.nt.s, such enrollment procedures must: 

o collect only suc.-i infomation about the caregiver as is determined by 
the Department to be necessary to TIE.ke payment; 

o facilitate appropriate and prompt payments; 

o alla.v the caregiver to enroll with the social services district after 
select:ion by tb.e parent ( s) ; and 

o be simple and ti.":lely. 

Currently, social services districts have established prccedures for 
reviewing "Approval of Infonral Olild Care" ::onns for JOBS-related, 
Employment-related and Transitional Olild Care. In response to 
suggestions from social services districts, as well as changes to State 1.aw 
and other rules, the Department has revised the two existing fonns used for 
this purpose. The fonns also have been re.naned as Enrollment Fonns. The 
revised fonns will be released u.rrier separate cover. 

Caregivers of infonral c.'lild care and caregivers of legally exempt group 
child care will be considered to be enrolled when review of their enrollment 
form indicates that such care is not sub"iect: to regulation by the 
Department. Social services districts should ~lay the same prcx::::edures as 
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currently established for making such detenninations for recipients of JOBS
related, Errployment-related and Transitional Olild care services. 

SYSTEMS INSTRUCTIONS 

Mcx::lifications to the WMS Services system will be available Cctober 1, 1992 
to allcw payment to l:::e rnade to all eligible providers. In compliance 
with federal CCDEG requ.irerrents, the system also will support monitoring the 
issuance an::i return of child care certificates. Whenever a child care 
certificate is issued to a parent, the social services district will follow 
the usual conventions to open a WMS/Services case. Attachment F provides 
detailed systems instructions. 

CIAIMIOO INSTRUCTIONS 

CCDEG prcgram expenditures for child care subsidies made on or after 
October 1, 1991 should l:::e claimed on the newly designed Schedule H - Non
Title XX - Services For Recipients (CSS-4283). The payments should be 
claimed on line 2 (cay care Services for Olildren), Collil1111 8 (Block Grant 
cay care) . These claiming inst..---uctions are included in Volume 2 , 01.apter 3 , 
pages 99-106 of the Cepartment' s Fiscal Reference P..anual. 

CCDEG expenditures should continue to be reported on the Schedule G-2B 
(SUmrnary of Payments for cay care - Services Authorization) for the Service 
'fypes line currently accarnmcdated on the form. Expenditures made under t.r1e 
Services 'fypes currently allcwed, but previously excluded from the Schedule, 
(3F, JG, 30, 31, JD, JE, 3B, JC), should not l:::e rep::irted on the G-2B until a 
c.11.a~e is made to the claim form, the BIC3 Schedule G-2B Re!)Ort, and. to the 
Autcrnated Claiming systezn. All CCDEG cay care ccscs should be re!)Orted on 
the Schedule H even if they were not reported on t."'le G-2B. 

In order to allow the Cepartment to finalize federal re!)Orting of CCDEG 
expenditures for the federal fiscal year errling in September 1992, all CCDEG 
expenditures for the period errling September 30, 1992 must be claimed by 
November 8, 1992. 

ADDITION1uJ nmJRMM'ION 

BIC3 operators will generate the modified CSS-3546 form for use as the child 
care certificate. The BIC3 oi::erations Manual will be amended to include 
instructions for generating such certificates. 

Attachment G provides a copy of the letter explaining the child care 
certificate prcgram which the Cepartment will serri to all child day care 
providers prior to Cctober 1, 1992. Social services districts may wish to 
serri additional information or corrluct provider meetings in order to ensure 
t.rlat providers understan::i local procedures relative to t"le child care 
certificate an::i payment precesses. 

Please refer to 92 l.C1-l for additional information related to the provision 
of CCDEG services. 
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o:JNrn.cr PERSON 

If you have questions regarding information contained in this I..01 or need 
assistance ililplementing the child care certificate program, please contact 
Ms. Dee WCXJlley at the Bureau of Early ClildhCXJd Serv-ices at 1-800-342-3715, 
extension 4-9324 or dial direct (518) 474-9324. Ms. WCXJlley n,ay :be 
contacted on-line, Userid #89A800. 

If you have any questions regarding WMS systems, please contact Mr. Gerald 
Seeley at 1-800-342-3727, extension 432-2932 or dial direct (518) 432-2932. 
Mr. Seeley n,ay :be contacted on-line, Userid #0FL130. 

If you have questions regarding the fiscal areas, please contact: 

Upstate - Mr. Rolarri Levie at 1-800-342-3715, extension 4-7549 or dial 
direct (518) 474-7549. }'f...r. Levie also n,ay :be contacted on-line, 
Userid #FM0020. 

Metropolitan - Mr. r,r.arvin C-0ld at (212) 804-1108. 
contacted on-line, Userid #OFM0270 

Joseph Semidei 

Mr. C-0ld also rray :be 

7Jeput:'J Co:rmnissioner 
Division of Family arri 
Children Serv-ices 
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LIST OF ATI'AC!HMENI'S 

Attachment A Eligible Providers (Available on-line) 

Attachment B Client Rights arrl Responsibilities (Available on-line) 

Attachment C Parent Letter (Available on-line) 

Attachment D Child care Certificate (Not available on-line) 

Attachment E Child care Certificate - Inst.nictions to Providers (Available 
on-line) 

Attachment F System Inst.ru.ctions (Available on-line) 

Attachment G Letter to Child Day care Providers (Available on-line) 
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ELIGIBLE P.ROVIDERS 

Effective october 1, 1992, the follCM'ing providers are eligible to receive 
payment for Child care an:1 D=velopment Block Grant services: 

Child day care providers - This category includes: 

a. a day care center with a valid license to operate or properly registered 
to operate; 

b. a family day care home properly registered to operate; 

c. a group family day care home with a valid license to o:r:,erate; 

d. a public school providing care to preschool-age children or as part of a 
1:::efore-school or after-school prcgram for children in accordance with a 
contract entered into 1:::etween a public school district and a social 
services district; an:1 

e. a school-age child care prcgram properly registered to operate. 

caregivers of info:cnal child care - 'Ihis category includes: 

a. care for one or two children provided outside the c.'lild' s home in t.11e 
residence of a caregiver who is at least 18 years of age, or who is less 
than 18 years of age an:::i rreets the requirements for e.rnployment of minors 
as set forth in Article 4 of the State Labor law; 

b. care for more than two children for less than three hours per day 
provided outside the c..'Uld's home in the residence of a caregiver who is 
at least 18 years of age, or who is less than 18 years of age an:::i rreets 
the requirements for errployment of minors as set forth in Article 4 of 
the State Labor law; 

c. care provided by a relative within t.11e third degree of consanguinity to 
t.11e parent(s) or step-parent(s), specifically: 

o grandparents of t.11e child; 
o great grandparents of the child; 
o aunts and uncles of the child, including spouses of t.>-ie aunts or 

uncles; 
o brothers and sisters of the child; 
o great-aunts an:::i great uncles of the child, including spouses of the 

great-aunts or great-uncles; 
o first cousins of the child, including spouses of the first cousins; 

and 
o great-great grandparents of the child; and 

(OVER) 
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d. child care furnished in the child's c,;,m home by a care::;iver who is 
chosen arrl monitored by the child's caretaker relative arrl who is at 
least 18 years of age or who is less than 18 years of age arrl meets the 
requirements for the employment of minors as set forth in Article 4 of 
t..1'1e State Labor I.aw; provided , ha,.rever that the caretaker relative must 
provide the care::;iver with all employment benefits required by State 
andjor federal law arrl if such a care::;iver furnishes in-home child care 
for more than four hours a day arrl rrore than four days a week, the 
caretaker relative must pay the care::;iver at least the nuninn.rm wage set 
forth in Article 19 of the State Labor I.aw. 

care:;ivers of legally exempt group child care - 'Ihis cate::;ory includes: 

a. a pre-kind.ergarten or nursery school prcgram for children three years of 
age or older, or a prcx;ram for school -age children condu~....ed. during non
school hours, operated by a public school district or by a private 
school or academy whic.11 is provid.ir:q elementary or secondary education 
or both in accordance with the corrpulsory education requirements of the 
Education I.aw, provided. that such pre-kind.ergarten, nursery school or 
school -age prcgram is located on the premises or ca.cpus where the 
elementary or secondary education is provided; 

b. a nursecy school or prcx;ram for preschool -age children q:::erated by a 
nonprofit agency or organization or a private proprieta.....ry agency whlc.'l 
provides services for t.'h"""ee or less hours per day; 

c. a srnmner day camp for c.'lildren under thirteen years of age c:pera:ced by a 
nonprofit agency or organization or a private proprietary agency i.I1 

accordance with Subpart :-2 of the State Sanitary Code; arri 

d. a day care center, family day care home or other child care prcgra.u 
located on federal prope.....rty arrl operated in COTI"f)liance with fed.eral laws 
an::i regulations for suc.'l dlild care services. 
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CHILD CARE: CLIENT RIGHTS AND RESPONSIBILITIES 

RIGHTS 

At the time that you apply for child care services, the county department of social services is advising you: 

o aoout the various child care programs available and the requirements of the cnild care programs for i.hich 

you may be eligible. 

o tnat for roost child care programs, you have the right to arrange care with any regulated or informal child 

care provider you select or to use a child day care provider with which the county department of social 

services has arrangements to provide care; 

o that if you are funded by the Child Care and Developnent Block Grant you have the right to elect to use a 
provider who contracts with the county department of social services or to request a child care 
certificate which will assist you in arranging child care with the any eligible provider you choose; 

o that you may select a child care provider located in any county; 

o ·~netner you will neea to pay a fee for child care services, when it must be oaid, and where to pay it; 

o aoout factors to consider in selecting a child care provider; 

o ;..nat documents or other information you must submit in order for the county deoartment of social services 

to cetermine whether you are eligible for a child care subsidy; 

o tnat any investigation neeaed in order to determine eligibility will be unaertaken; 

o trrnt vou have the right to have child care services provided without discrimination on the basis of race, 

religion, national origin, sex, handicaoping condition or political belief; ana 

o that you have the right to change child care providers for any reason. 

IF YCU ~EEO MORE INFORMAT!CN ABOUT ANY OF T~E ABOVE IT IS YOUR RESPONSIBILITY !Q CC~TACT YOUR CASEWORKER. 

RESPONSIBILITIES 

If you are acceoted for cni ld care services you must: 

o ,'iotify your caseworker inmeaiately of any cnange in family income, household comoosition (i.e., birth of a 
child, etc. l, living arrangements, erroloyment, child care arrangements or otner changes which may affect 
your continued eligibility; 

o cO!T'OLete ano return to your caseworKer a questionnaire that will be usea to determine your continuea 
eligibility; 

o oay any fee as requirea Dy your county deoartment of social services; and 

o notify your caseworker oefore changing child care providers. 

FAILURE TO MEET THESE RESPONSIBILITIES MAY RESULT IN THE TERMINATION OF YCUR CHILD CARE ASSISTANCE. 
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r:::ear Parent or caretaker Relative: 

Choosing care for your child is an irrportant decision. This letter has 
inforr.ation which might help you rrake a gocx:i choice for you and. your child. 

Many types of prcgrams provide day care in New York State. The State 
Deparcnent of Social Services regulates sane of these prcgrams. Programs 
the State regulates nrust meet certain starrlards. These starrlard.s cover 
areas such as: prcgra:m content, nutrition, safety, and. appropriate 
discipline to name a few. Generally a prcgra:m must meet the State's 
standards if it cares for J or rrore children for more than J hours a day. 
Most day care prcgrams serve children from 6 weeks to 12 years old. The 
five types of day care prcgrams which the State regulates are: 

o nay care centers 
o Family Day care Hanes 
o Group Family Day care Hanes 
0 SChool-Ag"e Child care Programs 
o small nay care centers 

'There are other types of settinqs which provide child care that the 
State does not regulate. These settinqs are legal fonns of child care and. 
may meet your needs. This ca-cegory includes friends, neighbors or relatives 
who care for 1 or 2 children in their o.,.,n home or who care for your child in 
your home. There are also group child care prcgrams such as nursery schcols 
and. programs operated by private sc.hcols or academies 'whlc.ri are not 
regulated by the State. 

Here are some hints t.o keep in mind when you are chcosin::; a day care 
provider for your c.'"lild. 

1. I.earn as much as you can about day care in your community. Talk to 
friends, neighbors, and. relatives with children. You may wish to 
choose a provider close to where you live or close to where you work 
or go to schcol. The child care provider you select dces not have 
to be located in the county where you live. The amount the councy 
department of social seIVices is able to pay may differ when tr.e 
care is not located in the county where you live. Ask your 
caseworker ho;..; much t.11ey can pay if you select a provider ll1 a 
different county. 

2. Visit as rrany day care prcgrams as r::ossible. 
children are there. 

Visit when t.rie 

3. Ask the r::,eople in charge any questions you rray have. Find out ho;..; 
they will handle situations which concern you. Has t.'1e provider 
been convicted of a crilre or been the subject: of an indicated. report 
of child abuse and. maltreatment? 

4. see ho;..; the caregivers act with the children. Co t'1ey show warmth 
and. understanding tc·ward the children? Co t.riey pay attention to all 
the children? 

{OVER) 



5. Observe the children. 
children to do? 
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Are there lots of activities am things for 

6. Make sure the prcgram site seems safe to you. Are there any 
visible hazards? Is there enough rc:om for i.rxioor arrl outdoor 
activities? Is there enough equipment arrl play rraterials for all 
the c.hildren? 

7 • visit and observe as much as you can once your c.hild has started a 
prcx;ra:rn. Talk to your c.hild' s caregiver. Ask quest.ions arrl take 
part in the prcgram. 

8. Listen to your child. Coes he or she like to go to the prcx;ra:rn? If 
your c.hild is unhappy, talk to the caregivers. 

9. Keep in touch with the parents of the other c.hildren in care. 

10. Get feedback from the provider. Coes the provider give you regular 
updates about ho;.; your c.hild is doing? Coes the prcgram encourage 
your questions am visits? 

There is no absolute guarantee of quality in any c.hild care setting. AS 
A PARENI', YOU ARE THE KEY 'ID QUALITY DAY CME. You have the right to drop 
in to see your c.hild, observe the prcgram, inspect the d'..ild care areas, 
review written records~ your c.hild arrl to speak wit.1. t.he caregivers 
at any time. You will see the provider more than anyone else. You know 
your c.hild best. You will probably be the first to know when things are not 
going well. Whatever type of c.hild care setti.ng you select., it is your 
respcnsibility to monitor the quality of care that your child receives. 

If you have a quest.ion or concern, talk to the caregiver. If you think 
there is a violation of the regulations, you can call the State Social 
Services Regional Office nearest you or the Statewide complaint. line (1-800-
732-5207). 'Ihe State r::epartment of Social Services set up t.his line to 
respcrri to complaints arout. day care prcgrams. 

Abuse or rraltreatrnent. of c.hildren in day care prcgra'D.S is rare. 
Ho;.;ever, it can happen. If you have a concern, talk to the child care 
provider. Compare not.es with other parents. If you are st.ill concerned, 
reJ?Ort. your concern to the New York state Olild Abuse am Maltreatment 
Register at 1-800-342-3720. In onondaga eounty, call (315)-422-9701, arrl 
in Monroe COUnty call (716)-461-5690. 'Ihese hotlines operate 24 hours a 
day, seven days a week. 

01oosi.ng a day care provider is an i.rxiividual :r:.atter. 
different needs. Trust your judgement arrl feelings. 
finding day care, ask your caseworker for help. 

Sincerely, 

:::..ac...1. family has 
T-" you need help 

______ Councy Cepartment 
of Social Services 
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CHIID CME CERl1ll'lcrd'E 
INSTRUCI'IONS 'ID POOVIDERS 

'Ihe accornpanyin:J child care certificate verifies that the county department 
of social services has detennined that the identified child is eligible to 
receive a child care subsidy. You may accept this child care certificate at 
any time durin;J the service period indicated in the center block. 'Ihe 
county department of social services will make child care payments for the 
al!OU11t you charge other families, less any parent fee indicated, up to the 
market rate indicated for the typ: of prcgram you operate. 'Ihe parent will 
pay the parent fee directly to you. 

If you currently contract with the county department of social services, the 
rate established by your contract will apply unless your contractual 
obligations have l::ieen met. 

In order to receive payment for care you have provided, or will be 
providin:J, you :must return the child care certificate to the county 
department of social services after carrpletin:J the followin:J sections: 

1. Vendor ID If you have been paid by the county department of social 
services in the past you have been issued a vendor identification 
number. Enter that number, if kna-m. 

2. Vendor Name and Address Fill in your prcgram' s name and address where 
the prcgrarn is located. If you are a family day care, group family day 
care or infonnal child care provider and do not have a name for your 
prcgrarn fill in your o;.,n nane and address. 

3. Pemit/R,egistration ID#: 'Ih.is is the number of your state license or 
registration. If you are not a regulated child care provider, you must 
corrplete and return an enrollment fonn with the child care certificate. 
If you do not have an enrollment. fonn, call __________ at 

4. Check Appropriate category Oleck the line that indicates the type of 
child care you provide. caregivers of legally exanpt group child 
care should check the day care center line. The market rat.e followin:J 
the category you check is the maxinru:rn arociunt that the county depart::nent 
of social services will pay for the care you provide. 

s. Check whether services have or will be provided 

6. Days of care Provided List the days of the week on which care has l::ieen, 
or will be, provided (e.g., Morrlay, Tuesday, Thursday). 

7. Hours of care;oay Identify how niany hours of care have been, or will 
be, provided each day (e.g. , 11 hours per day) . 

(OVER) 
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a. Hours of ca.re;week Identify how many hours of care have been, or will 
be, provided for the total week (e.g., 44 hours). 

9. $ lWo'lmt Week Billed Fill in the aroc:,unt that you will be charging per 
week for the amount of care previously listed. 

If services have been provided durin;J the service period indicated you TIU.1St 
complete, sign and date the statelrent at the rottom of the child care 
certificate. 

If services have not been provided durin; the service period indicated you 
should enter a zero (0) in the statement at the rottom of the child care 
certificate and sign and date it. 

Keep the yellow COFi of the child care certificate for your records. Return 
all other copies to the county department of social services by the date 
indicated. 

Upon receipt of the completed child care certificate, and enrolb·:ent fonn if 
care is to be provided by a caregiver of infonral child care or a caregiver 
of legally exempt group child care, the county deparonent of scx:::ial services 
will process payment: for services already provided and will send you 
inforrration regarding haw on-going payments will be rrade. 

If you need assistance in corrpleting the child care certificat.e, 
call: 

please 
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SYSTEM INSTRUCI'IONS: 
CHIID ~ AND DEVEIDI:MENI' BIDCK GRAN!' 

Open a WMS/Services case follc:Mux:J the usual conventions. 'Ihe Direct 
Service 'fype must be 03 with or without a suffix code. To process a child 
care certificate arrl authorize payment three FOS lines are required. 

Line #1 (To be canpleted at the time the child care certificate is issued). 
canplete the :ros line as follows: 

IN - Line number of cay care recipient. 

Service Type - A valid cay care Service 'fype between 30 arrl 37 or 3A arrl 
3G, with or without a suffix. 

FOS Authorization Pericd - Up to 30 day pericd covered by the 
certificate. 

Rate Amount - Maximum certificate arrount (center rate for the 30 day 
pericd authorized). 

Rate Pericd - S (Sil"x:Jle Issue). 

Maximum Time Units per Frequency Interval (Mill/FI) - Leave blank. 

FUB/PRI - 2 (public) or 3 (private). 

PSS - 01 (new) 

Provider/Vendor ID - leave blank. 

Provider Name - Enter eioht character certificate number in V9999999 
format, in first eight t,X)Sitions of the field (left jus-cify). 

Provider Address - leave blank. 

Fees - system generated. 

wben the child care certificate is returned by the provider, chang'e the PSS 
code on line #1 from 01 to 03. This will delete the original certificate 
line. PSS code 04 should be used only if the original certificate line is 
in error. 

canplete line #2, the initial payment line, as follows: 

IN - Line number of cay Care recipient. 

Service Type - Valid cay Care Service Type (30-37 or JA-3G) with or 
without a suffix. 

FOS Authorization Pericd - Up to 30 day pericd covered by certificate. 

Rate Amount - Actual m.nneric dollar amount. 

Rate Pericd - S (Sil"x:Jle Issue) . 
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MIU/FI - leave blank. 

RJB/PRI - 1 if direct payment to recipient; 2 or 3 if vendor payment. 

PSS - 01 (new) 

Provider/Vendor ID - For FUB/PRI entry of 2 or 3, enter eight character 
ID for verrlor payment; leave blank for direct payment to recipient. 

Provider Name - Enter eight c.haracter certificate number in V9999999 
fonnat, in first eight positions of the field (left justify). 

Provider Address - leave blank. 

Fees - system generated. 

canplete the subsequent payment line as follows: 

IN - Line number of Day care recipient. 

Service Type - 30-37 or 3A-3G with or without a suffix. 

ros Authorization Period - Remainder of authorization :period. 

Rate Amount - Actual numeric amount. 

Rate Period - M (Monthly) . 

MIU/FI - Months :per authorization. 

RJB/PRI - 1 if direct payment to recipient; 2 or 3 if vendor payment. 

Provider/Vendor ID - Leave blank for direct payment to recipient; e..r1ter 
actual ID for verrlor payment. 

Provider Name - leave blank for direct payment to recipient; em:. ... 1 is 
optional for verrlor payment. 

Provider Address - leave blank for direct payment to recipient; optional 
for vendor payment. 

Fees - syste.rn generated. 

N::Yl'ES: 

1. When authorizing payment for a caregiver of legally exempt group child 
care use the day care center ros codes, either full-time (36) or part
time (37) as applicable. 

2 • All vendors who will receive payment via the ½"MS authorization n:ust be 
loaded onto the local BICS file. 

3. Fees are system generated and apply only to the first FOS line for each 
services family unit. 
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LETTER 'ro CHilD DAY C1.RE FroVIDERS 

Dear Child cay care Provider: 

Effective October 1, 1992 New York State is implementing a child care 
certificate prcgram as mandate:i by the federal Ould care and Development 
Bleck Grant (CCDffi) Act of 1990. 'Ihis program must be irnplernent.ed in 
order for New York State to continue to receive federal ccn:s:; funds. 'Ihe 
purpose of this letter is to explain h™ the child care certificate program 
rray affect you as a child day care provider. 

When t.l-ie child care certificate program is irnple.-rnent.ed, the county 
deoart:rnent of social seIVices must inform families ¼'ho are dete....rmi.ned 
eligible to receive child care subsidies through the CCDB:; (and other 
programs at county option) that they may: 

1) choose to have care provided by one of the child day care providers 
with ¼'hich the county deparbnent of social services has com:. ... 'a.cr.e::i 
for the provision of child care seIVices; or 

2) request. a child care certificate ¼'hich enables the parents to select. 
from a wide range of child care arrangements including care ty child 
day care providers, caregivers of infomal child care and caregivers 
of legally exempt. group child care. 

Parents must be given full choice in select.ing or a...rranging :or the 
purchase of c..'1.ild care services from any of the child care providers listed 
ab:Jve, including sectarian providers. In addition, the county deparc.-ent. of 
social services must provide parent.s with infonna.tion to assist t::em in 
making an informed choice of child care arrangements. 

Parents ¼'ho request a child care certificate will be given one 
certificate for each child ¼'ho needs care. 'Ihe parent. rray give t.l-ie 
c..l-iild care certificate to the child care provider selec+---ed to care fer t.--:e 
child. The child care certificate is your assurance that the cotmty 
department of social services has detennined that the child named is 
eligible to receive a child care subsidy and that the co1.mty department of 
social services will be making payments for services provided within the 
limits indicated. You may accept child care certificates that have teen 
issue:i. by any county. If you accept. a certificate from another county t'"le 
rrarket rate limit for the county in ¼'hich you are located will be applied. 

Consistent. with licensing and registration regulations and :ed.eral 
ccn:s:; requirement.s, the certificate program requires that. all c..l-iild care 
providers must. allow parent.s unlim.i.te:i and on derrand access to their 
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children, to written records regarding their c.hildren, and to the prcv-iders 
carin3' for their children durin3' the nonnal hours of operation and w'henever 
children are in the prcv-ider's care. In addition, parents have the right to 
inspect on denand durin3' the prcgram's hours of operation any area of the 
child care facility to which the child has access or which could present a 
hazard to the health or safety of the child. 

A sample child care certificate and the instructions to providers are 
enclosed. 'Ille enclosed samples will be used in all areas of the state 
except Erie County and New York City. While the actual form and 
instnlctions for completion used in these two areas will vary- from the 
samples, all the requirements previously discussed apply to the child care 
certificate programs which these counties irrplement. 

When a parent presents you with a child care certificate and you accept 
the child for enrollment in your prcgram, you should complete the sections 
outlined in the instruction sheet and return by the date indicated to the 
county department of social services which issued it. 

If you have questions regarding hc:M the child care certificate prcgram 
will l:::e irrplernented in your county, please call the day care unit of your 
county department of social services. 

'Ille child care certificate prcgram prov-ides the opi:ortunity to increase 
the child care options that are available to la.v income families. 1;.;e look 
forward to workin3' wit.1. you to assure that quality child care services are 
available for all children in New York State. 

Sincerely, 

Jo A.nn Fried.ell, Director 
Bureau of Early Childhocd Services 


