(R. 9/16)

Registered Provider Packet

Introduction

The Division of Child Care and your service agent would like to welcome you as an applicant to be a registered child care provider.  Registered child care providers are required to meet the standards outlined in 922 KAR 2:180, Requirements for Registered Child Care Providers regulation.  This packet will provide you with the necessary information and forms for you to complete to meet the standards and become a registered child care provider.

Things to know about being a registered child care provider

· Registered child care providers are not employees or contractors of the Cabinet for Health and Family Services or any cabinet designated entity.  You may be subject to federal, state and local taxes and other requirements.  If you have questions regarding your status or the tax implication of any payments made to you on behalf of a parent by the cabinet you should contact a tax professional, the Kentucky State Revenue Cabinet or the Internal Revenue Service.

· Parents or guardians are not eligible for child care assistance payments to care for their own children.  

· Individuals who live in the same household as the child are not eligible to receive Child Care Assistance Payments (CCAP).

· Registered providers cannot care for more than three (3) unrelated children. 
· If you care for more than three (3) unrelated children in your home, you must be certified by the Division of Regulated Child Care.

· A registered child care provider cannot care or be paid for more than three (3) children per day.  If the provider is related to the children, the provider can care for a sibling group of up to six (6) children.  At any time a registered child care provider cannot care for more than eight 8 children, including their own children.

· Registered providers must not use any abusive language or allow any form of corporal punishment which includes spanking, pinching, shaking, paddling or hitting any children during the times of operation.
· Registered child care providers cannot provide other home based services such as a personal care home, a family care home, an adult day care or supports for community living for an individual with mental retardation or a developmental disability.

· A foster parent must have approval through their Service Region Administrator before becoming a Registered Provider.  If you are approved as a Registered Provider you cannot receive CCAP payments for foster children in your home. 
· Registered child care providers cannot hold a license or certification to provide child care.
· Registered providers must report a discontinuation or disqualification from a government assistance program due to fraud or abuse of that program within 24 hours of discovery.  
· Visit the following website for more information about registered child care provider regulations at www.kentuckypartnership.org/childcareregulations.  

Things to do to apply to become a registered child care provider
· Your request to apply to be a registered child care provider was received on      .  This is your application date.
· You have thirty (30) days from the date of your request to apply to file your application and complete the required steps.  These steps are on page 4 and 5 of this packet if you want to keep the child in your home or on page 5 and 6 of this packet, if you want to keep the child in the child’s home.  This means you must complete all of the required steps by      . 
· Registered providers can be denied or revoked if the application or provider knowingly misrepresents or submits false information on a form required by the Cabinet.

What will happen to my application?

· If the steps are not completed within twenty (20) days, you will receive a ten (10) day notice of intent to withdraw provider stating you have not submitted requirements and will not be paid if those requirements are not submitted within 30 days of your application date. 
· If you complete all the required steps within thirty (30) days, you will receive a letter stating you are conditionally approved or not approved as a registered child care provider.  If your application is conditionally approved, you may begin receiving payment.  Payment will be made based on client and provider eligibility. 
· If you believe you turned in all the required information within the timeline, call your service agent at 800-809-7076.  If your application is withdrawn, you may reapply at any time.  Your new request to apply to be a registered provider date will start when you re-contact the service agent.
· Registered providers can only be conditionally approved once.  If a conditionally approved provider does not complete the training requirement within the ninety (90) day timeframe, the Cabinet will not approve another application from the same applicant unless training has been completed.
What do I need to do if my application is conditionally approved?
· If your application is conditionally approved, you must attend six (6) hours of Cabinet approved training “Orientation for Early Care and Education Professionals” and one and a half (1 ½) hours of Pediatric Abusive Head Trauma training within ninety (90) days of the date your request to apply to be a registered provider was received.  This means you must complete your training and send a copy of your training certificate to your service agent by      .  Contact your Child Care Resource and Referral agency to find out when training will be offered in your area.
· If you complete this by the date shown, you will receive an approval letter.  Your registration period may continue for one (1) year from original application date.
· If you don’t complete the training within ninety (90) days, your application will be withdrawn and payments will stop on the ninetieth (90th) day. 

What can I do if my application is denied or my registration is revoked?
· If you receive a letter stating your application has been denied, you can reapply to be a registered 
child care provider in seven (7) years.  The letter will state why you were denied.   You will need to meet all of the requirements at time of application, and complete twelve hours of additional training. You have the right to appeal a decision that denied or revoked you from providing child care services.  To request an appeal you will need to submit a written request and mail it to the service agent.  You must request an appeal within thirty (30) days of the date on the denial or revocation action.  
If my application is approved, how will I receive payments?
· You will receive a form DCC 94, Child Care Service Agreement and Certificate, showing the children you will be caring for and the schedule for care.  This form must be signed and returned to the service agent before any payments can be made.

· Some parents have to pay a portion of their child care which is called co-pay.  The parent is responsible for paying the co-pay amount directly to you.  This amount will be shown on the DCC 94. You should be collecting this amount from the parent on a regular basis.  
· Child care providers are paid the month after the care is provided.  The month after you care for the child you will receive a DCC 97, Provider Billing Form.  You must complete and return this form to your service agent in order to receive payment.
· A universal attendance form is required for all child care providers participating in CCAP.  The “Child Care Daily Attendance Record” (DCC-94E) form should be legible and completed each time the child arrives and each time the child departs the provider’s care.  The DCC-94E must be signed by the parent.  A copy is posted on the Child Care Council of KY website at www.childcarecouncilofky.com.  This form is a requirement for the Child Care Assistance Program.  You must keep attendance records for a period of five (5) years.  

· Payment will not be made to a provider if the “Child Care Daily Attendance Record” (DCC 94E) does not support the billing for a child reported for the same period of time on the Provider Billing Form (DCC-97).

· The amount you will receive for child care is based upon the approved schedule of care, how many days care is actually provided, how long you care for the child each day, where you live in the state and the age of the child you are keeping.  A table has been included on page 7 of this packet to help you determine the maximum that could be paid on behalf of the parent from the Child Care Assistance Program. 

· If you should charge more than the amount the child care assistance program pays, you will need to collect that extra amount from the parent.  

· You may receive an additional $1 per day if you are caring for a child with special needs.  The parent needs to provide a statement from a licensed health care professional to the service agent to verify the special need.  
· If you have questions about your payments, call your Service Agent at 800-809-7076. 
 How do I keep my registration active?

· All changes MUST be reported within ten (10) calendar days of the change.  Changes include anything related to your household such as a name, address or phone number change, someone moves into your home, someone in your home turns eighteen (18), change in the location where child care is provided, etc.
· You are required to renew your child care registration every year.  You will need to meet the same requirements as when you applied and complete three (3) additional hours of approved training before your renewal date.  This means your second training must be completed by      .  Contact your Child Care Resource and Referral agency to find out when training will be offered in your area. 
· Pediatric Abusive Head Trauma training must be completed every five (5) years.
What else should I know?

· The Division of Child Care will review all cases of suspected fraud or overpayments.  If it is determined you have given false or incomplete information, you may be subject to prosecution for fraud.  If it is determined that you have received child care payments incorrectly for any reason, you will be asked to repay the amount overpaid.  You have the right to request an appeal if you feel the determination was made incorrectly.
· Registered providers can not deny access to a child in care, the provider’s records, or the location of a child in care during hours that child care services are provided.
· You may be eligible for the food program.  For additional information call (502) 564-5625.
Reasons to Become a Certified Provider

· You can care for more children.

· You are able to earn more money as a certified child care provider. 

· You could be eligible for the STARS for KIDS NOW program.  If you became a STARS for KIDS NOW provider, you would be eligible for additional funding. 

· You can call the Division of Regulated Child Care at (502) 564-7962 or look on the internet at http://chfs.ky.gov/oig/drcc.htm for more information.

HIPAA Safeguards

The Division of Child Care (DCC) has developed policy to be in compliance with the Health Insurance Portability and Accountability Act of 1996 (HIPAA) or Public Law 104-191, which was signed into law on August 21, 1996.  As a result of HIPAA, DCC developed policies and procedures to safeguard personal identifying health information of registered providers 
· Shredding documents prior to disposal;
· Locking doors or cabinets where medical records are kept; and 

· Limiting access to the keys or combinations of the locks for these doors and cabinets.  Other

 examples of safeguarding the privacy of health information (and all other confidential information)   are listed below:

· Turn computer screens away from public view;

· Lock or log off computer monitors when they are not being used;

· Never give health information to a third party who is not an authorized representative;

· Monitor the duplication and transmission of health records on fax machines, photocopiers, and printers;

· Keep records containing health information face down on desks and tables;

· When sending a fax containing health information, first call the recipient so the fax will be picked up immediately; and

· Speak softly so that others do not overhear health information.

HIPAA’s “Privacy Rule” is defined in federal regulations at 45 Code of Federal Regulations (CFR), Part 164.  Part 164 regulates security and privacy and can be accessed on the Internet at the following Web site:  

http://www.access.gpo.gov/nara/cfr/waisidx_02/45cfr164_02.html.  The general administrative requirements of HIPAA are in 45 CFR Part 160, which can be accessed at http://www.access.gpo.gov/nara/cfr/waisidx_02/45cfr160_02.html. 
Required Steps to follow if you are keeping the child in your home:

1. Complete the form DCC 95, Application for Registered Child Care Provider in Provider’s Home. Make sure the form is signed and dated.  All items included in the Statement of Child Care Provider on this form must be checked and certified.
2. The Division of Child Care will conduct an address check with the Kentucky Sex Offender Registry and a name check with the National Sex Offender Public Website.
3. Provide a copy of a picture ID that shows your birth date or a copy of your birth certificate that proves you are at least eighteen (18) years of age.
4. Provide verification of your Social Security Number.
5. Complete a Central Registry Check (Child Abuse and Neglect (CA/N) Check) form DPP 156 for all household members age eighteen (18) and over.  Records must be reviewed to be sure that you do not have a substantiated finding of child abuse or neglect.  Your application cannot be approved until we receive the results of the Central Registry Check.  Please complete the form(s), include a copy of your ID, and mail it with $10 per person processing fee in the form of a personal, certified or cashier’s check or money order made payable to Kentucky State Treasurer.  Mail the form(s) and payment as quickly as possible to: The Division of Child Care, 275 E. Main St, 3C-F, Frankfort, KY 40621.
6. Complete an AOC RU-004, Administrative Office of the Courts Criminal Records Check or Request for Conviction Records/ Child Care (KSP form) for all household member age eighteen (18) or over.  Records must be reviewed to be sure that you have not been convicted of a felony nor a history of behavior exists that may impact the safety or security of a child in care.  Your application cannot be approved until we receive the results of the Criminal Records Check.  You must include a processing fee in the form of a check or money order in the amount listed below for each household member who is eighteen (18) years of age or older.  Please complete this form and mail it as soon as possible to:
$20.00 – Fee





$20.00 - Fee
Administrative Office of the Courts                            Kentucky State Police

Pretrial Services                                   OR                Criminal Identifications and Records Branch

1001 Vandalay Dr                                                      Criminal Records Dissemination Section

Frankfort, KY 40601                                                  1250 Louisville Road

                                                                                   Frankfort, KY  40601
7. If you are a resident of a state other than Kentucky; submit a Criminal Records Check conducted by the state in which you reside. 
8. If you are a resident of a state other than Kentucky; submit a child abuse and neglect check conducted by the state in which you reside.
9. If you or other adult in your household eighteen (18) years or older have resided outside the state of Kentucky within the last five years and no criminal records check was completed in that state you must complete a criminal records check by any former state that you resided in.  This is in addition to the criminal records check you must complete from the state of Kentucky.

10. Provide a signed and dated statement from an actively licensed health professional (a physician, physician’s assistant, advanced registered nurse practitioner, registered nurse under the supervision of a physician, or qualified mental health professional) stating:

1. You and all household members age eighteen (18) and over are free of active tuberculosis.
2. You are in good general health and able to care for children. 
      You may use the enclosed DCC 95A Health Statement form for this purpose.

11. Provide the number of a working telephone (land line or continuously working cell phone) in your home.
12. Complete an Emergency Disaster Preparedness Plan including a written evacuation plan in the event of fire, natural disaster, or other threatening situation that may pose a health or safety hazard to a child in care.  Only the fields marked with an asterisk (*) must be completed.
13. Complete a Home Safety Inspection Visit in the home where child care is provided with a Registration Specialist verifying all items found on the DCC 107A Registered Provider Home Safety Check List.  
14. Complete the DCC 94A, Registered Child Care Provider Information Form.  If you should change your rates, please contact the local registration specialist at 800-809-7076.
15. Complete the IRS W 9, Request for Taxpayer Identification Number and Certification.
16. Post in plain view the Children and Parent Rights form located on page 8 of this packet.
17. Complete the required Cabinet approved training on CCAP billing and the DCC-94E, Child Care Daily Attendance Record, entitled, “Billing Basics for Registered Providers” within 30 days.  This course must be completed before any CCAP payment will be authorized.

18. Complete the required six (6) hours of Cabinet approved training, “Orientation for Early Care and Education Professionals” within 90 days of your application date.
19. Complete the required one and a half (1 ½) hours of Pediatric Abusive Head Trauma training within 90 days of your application date.  The Pediatric Abusive Head Trauma training can be accessed for free at https://tris.eku.edu/ece/content.php?CID=23.

Required Steps to follow if you are keeping the child in the child’s home:
1. Complete the DCC 96, Application for Registered Child Care Provider in Child’s Home.  Make sure the form is signed and dated.
2. The Division of Child Care will conduct an address check with the Kentucky Sex Offender Registry and a name check with the National Sex Offender Public Website.

3. Provide a copy of a picture ID that shows your birth date or a copy of your birth certificate that proves you are at least eighteen (18) years of age.  
4. Provide verification of your Social Security Number.

5. Complete a Central Registry Check (Child Abuse and Neglect (CA/N) Check) form DPP 156 for yourself.  Records must be reviewed to be sure that you do not have a substantiated finding of child abuse or neglect.  Your application cannot be approved until we receive the results of the Central Registry Check.  Please complete the form(s), include a copy of your ID,  and mail it with $10 processing fee in the form of a personal, certified or cashier’s check or money order made payable to Kentucky State Treasurer.  Mail the form(s) and payment as quickly as possible to:  The Division of Child Care, 275 E. Main St, 3C-F, Frankfort, KY 40621

6. Complete an AOC RU-004, Administrative Office of the Courts Criminal Records Check or Request for Conviction Records/ Child Care (KSP form).  Records must be reviewed to be sure that you have not been convicted of a felony nor a history of behavior exists that may impact the safety or security of a child in care.  Your application cannot be approved until we receive the results of the Criminal Records Check.  Please complete this form and mail it as soon as possible to:
$20.00 – Fee





$20.00 - Fee

Administrative Office of the Courts                            Kentucky State Police

Pretrial Services                                   OR                Criminal Identifications and Records Branch

1001 Vandalay Dr                                                      Criminal Records Dissemination Section

Frankfort, KY 40601                                                  1250 Louisville Road

                                                                                   Frankfort, KY  40601

7. If you are a resident of a state other than Kentucky; submit a Criminal Records Check conducted by the state in which you reside.
8. If you are a resident of a state other than Kentucky; submit a child abuse and neglect check conducted by the state in which you reside.
9. If you have resided outside the state of Kentucky within the last five years and no criminal records check was completed in that state you must complete a criminal records check by any former state that you resided in.  This is in addition to the criminal records check you must complete from the state of Kentucky.
10. Provide a signed and dated statement from an actively licensed health professional (a physician, physician’s assistant, advanced registered nurse practitioner, registered nurse under the supervision of a physician, or qualified mental health professional) stating:

1. You are free of active tuberculosis.  
2. You are in good general health and able to care for children. 


You may use the enclosed DCC 95A Health Statement form for this purpose.

11. Provide the number of a working telephone (land line or continuously working cell phone) in the child’s home.
12. Complete an Emergency Disaster Preparedness Plan including a written evacuation plan in the event of fire, natural disaster, or other threatening situation that may pose a health or safety hazard to a child in care.  Only the fields marked with an asterisk (*) must be completed.
13. Non relative providers in the child’s home must complete a Home Safety Inspection Visit in the home where child care is provided with a Registration Specialist verifying all items found on the DCC 107A Registered Provider Home Safety Check List.  
14. Complete the DCC 94A, Registered Child Care Provider Information Form. If you should change your rates, please contact the local registration specialist at 800-809-7076.
15. Complete the IRS W 9, Request for Taxpayer Identification Number and Certification.
16. Post in plain view the Children and Parent Rights form located on page 8 of this packet.
17. Complete the required Cabinet approved training on CCAP billing and the DCC-94E, Child Care Daily Attendance Record, entitled, “Billing Basics for Registered Providers” within 30 days.  This course must be completed before any CCAP payment will be authorized.
18. Complete the required six (6) hours of Cabinet approved training, “Orientation for Early Care and Education Professionals” within 90 days of your application date.
19. Complete the required on and a half (1 ½) hours of Pediatric Abusive Head Trauma training within 90 days of your application date. The Pediatric Abusive Head Trauma training can be accessed for free at https://tris.eku.edu/ece/content.php?CID=23.
FORMS

The following forms are included in the packet for you to use during the application process.  Contact your service agent for additional copies.  

· AOC RU-004, Administrative Office of the Courts Criminal Records Check
· KSP form, Request for Conviction Records/Child Care

· DCC 94A, Registered Child Care Provider Information Form

· DCC 95, Application for Registered Child Care Provider in Provider’s Home (If Applicable) 
· DCC 95A, Health Statement

· DCC 96, Application for Registered Child Care Provider in Child’s Home (If Applicable)
· DCC 107A, Registered Provider Home Safety Checklist 
· DPP 156, Central Registry Check

· DCC-94E Child Care Daily Attendance Record

· Evacuation Planning Form for Child Care Emergency/Disaster Preparedness

· IRS W 9, Request for Taxpayer Identification Number and Certification

· Kentucky State Police Sexual offenders information sheet

· Rights for Children in child-care programs and their parents, custodians, or guardians –

            posting and distribution requirements.

MAXIMUM PAYMENT RATES FOR REGISTERED CHILD CARE PROVIDERS

	East Region-Bath, Bell, Boyd, Bracken, Breathitt, Carter, Clay, Elliott, Fleming, Floyd, Greenup, Harlan, Jackson, Johnson, Knott, Knox, Lawrence, Laurel, Lee, Leslie, Letcher, Lewis, Magoffin, Martin, Mason, Menifee, Montgomery, Morgan, Owsley, Perry, Pike, Robertson, Rockcastle, Rowan, Whitley, and Wolfe counties

	
	Full Day
	Part Day

	Infant/Toddler
	$10
	$6

	Preschool
	$10
	$6

	School-Age
	$10
	$6


	West Region-Allen, Ballard, Barren, Breckenridge, Butler, Caldwell, Calloway, Carlisle, Christian, Crittenden, Daviess, Edmonson, Fulton, Grayson, Graves, Hancock, Hardin, Hart, Henderson, Hickman, Hopkins, Larue, Livingston, Logan, Lyon, Marion, Marshall, McCracken, McLean, Meade, Metcalfe, Monroe, Muhlenberg, Nelson, Ohio, Simpson, Todd, Trigg, Union, Warren, Washington, and Webster counties

	
	Full Day
	Part Day

	Infant/Toddler
	$10
	$6

	Preschool
	$10
	$6

	School-Age
	$10
	$6


	Central Region-Adair, Anderson, Boone, Bourbon, Boyle, Bullitt, Campbell, Carroll, Casey, Clark, Clinton, Cumberland, Estill, Fayette, Franklin, Gallatin, Garrard, Grant, Green, Harrison, Henry, Jefferson, Jessamine, Kenton, Lincoln, Madison, McCreary, Mercer, Nicholas, Oldham, Owen, Pendleton, Powell, Pulaski, Russell, Scott, Shelby, Spencer, Taylor, Trimble, Wayne, and Woodford counties

	
	Full Day
	Part Day

	Infant/Toddler
	$13
	$8

	Preschool
	$12
	$7

	School-Age
	$11
	$6


Rights for Children in child-care programs and their parents, custodians,

or guardians – Posting and distribution requirements.

PURSUANT TO KRS 199.898

All children receiving child-care services in a day-care center licensed pursuant to KRS 199.896, a family child-care home certified pursuant to KRS 199.8982, or from a provider or program receiving public funds shall have the following rights:

(a) The right to be free from physical or mental abuse;

(b) The right not to be subjected to abusive language or abusive punishment; and

(c) The right to be in the care of adults who shall meet their health, safety and developmental needs.

Parents, custodians or guardians of children specified in subsection (1) of this section shall have the following rights:

(a) The right to have access to their children at all times the child is in care and access to the provider caring for their children during normal hours of provider operation and whenever the children are in the care of the provider;

(b) The right to be provided with information about child-care regulatory standards, if applicable; where to direct questions about regulatory standards; and how to file a complaint; 

(c) The right to file a complaint against a child-care provider without any retribution against the parent, custodian, guardian or child;

(d) The right to obtain information from the cabinet regarding any type of licensure denial, suspension, or revocation of an operator, and cabinet reports that have found abuse or neglect by any child-care provider or any employee of a child-care provider.  Identifying information regarding children and their families shall remain confidential;

(e) The right to obtain information from the cabinet regarding the inspections and plans of correction of the day-care center, the family child care home, or the provider or program receiving public funds within the past year; and

(f) The right to review and discuss with the provider any state reports and deficiencies revealed by such reports.

The child-care provider who is licensed pursuant to KRS 199.896 or certified pursuant to KRS 199.8982 shall post these rights in a prominent place and shall provide a copy of these rights to the parent, custodian or guardian of the child at the time of the child’s enrollment in the program.


Effective:  July 15, 1998
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