New Schedule Type called “Flexible Schedule”!  New Exception Codes!

What is a Flexible Schedule?     
     Effective April 1, you may notice new exception codes and a new schedule type, Flexible Schedule (FS).  This schedule type is used at the discretion of the CCAP Service Agent for children attending on a consistent, regular basis, but days of the week vary.  The maximum number of Full Days and/or Part Days allowed per week is noted on the PBF (Provider Billing Form) and the DCC-94 Child Care Service Agreement.  
How Will I Know the Child is on a Flexible Schedule?
     On the PBF, a child enrolled on a Flexible Schedule is identified by FS in the schedule line.  (Currently, you see either a 1 or 2, denoting either Full Day or Part Day).  The schedule type is also displayed on the printed DCC-94 Child Care Service Agreement.
How Do I Fill Out the PBF?
     Using the Exception Code guideline (below), write in or type the code for each day the child(ren) attended.  You MUST enter an exception for each day you want payment for a FS day!  Payment Approval will not be considered if you fail to enter days in the exception line! 
What if the Child Attended More Days than the Maximum Number of Days Listed?
      If the child attended more days than the maximum number of days listed, you must provide an explanation for the additional entry by writing or typing in comments in the Provider Notes section of the PBF (Provider Billing Form).     *Note:  a written or typed comment does not guarantee days exceeding the schedule will be approved for payment by the CCAP Billing Staff.
Schedule Codes:

1 - Full Day 

*Enter a code on the exception line only if the child is absent, attended part day only, holiday, or other reason 


2 - Part Day

*Enter a code on the exception line only if the child is absent, attended a full day instead of a part day, holiday, or other reason 


FS - Flexible Schedule (NEW)
*Enter the appropriate code on the exception line for each day the child attended or for days you wish to be paid (if holiday, etc).  **If no code is entered, you will not get paid for days with a Flexible Schedule.   
Licensed Providers:
	Exception Codes

	Schedule Type
	Full Day
	Part

Day
	Excused Absence 
	Paid

Holiday
	Extraordinary Absence
	Unexcused

Absence
	No Payment
	Last Day Attended

	Scheduled FD (1)
	**
	2
	40
	43
	45
	50*
	55*
	60

	Scheduled PD (2)
	1
	**
	40
	43
	45
	50*
	55*
	60

	Unscheduled Day
	1
	2
	N/A
	N/A
	N/A
	N/A
	***
	N/A

	Flex Schedule (FS)
	1
	2
	401 (FD)

402 (PD)
	431 (FD) 

432 (PD)
	451 (FD)

452 (PD)
	N/A
	***
	601 (FD)

602 (PD)


*Days using these codes will not be paid.  

**Leave blank to pay days based on schedule.  

***Leave blank for days not paid.

Certified Providers:
	Exception Codes

	Schedule Type
	Full Day
	Part

Day
	Excused Absence 
	Paid

Holiday
	Unexcused

Absence
	No Payment
	Last Day Attended

	Scheduled FD (1)
	**
	2
	40
	43
	50*
	55*
	60

	Scheduled PD (2)
	1
	**
	40
	43
	50*
	55*
	60

	Unscheduled Day
	1
	2
	N/A
	N/A
	N/A
	***
	N/A

	Flex Schedule (FS)
	1
	2
	401 (FD)

402 (PD)
	431 (FD) 

432 (PD)
	N/A
	***
	601 (FD)

602 (PD)


*Days using these codes will not be paid.  

**Leave blank to pay days based on schedule.  

***Leave blank for days not paid.

Registered Providers:
	Exception Codes

	Schedule Type
	Full Day
	Part

Day
	Unexcused

Absence
	No Payment
	Last Day Attended

	Scheduled FD (1)
	**
	2
	50*
	55*
	60

	Scheduled PD (2)
	1
	**
	50*
	55*
	60

	Unscheduled Day
	1
	2
	N/A
	***
	N/A

	Flex Schedule (FS)
	1
	2
	N/A
	***
	601 (FD)

602 (PD)


*Days using these codes will not be paid.  

**Leave blank to pay days based on schedule.  

***Leave blank for days not paid.

