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INTRODUCTION
CENTER BASED CHILD CARE CONTRACT
The Division of Family Development (DFD) has developed the Community Child Care Contract Package to standardize program and reporting requirements for all DFD child care contract components.

Center Based Care (CBC) Program – The CBC Program requires families to meet income eligibility requirements and parent co-pays for all components (except Transportation). 
COMPONENT TYPES




ABBREVIATION
Infant







DCINF

Preschool






DCPS

Before and/or After School




DCBAS  (part-time care)
Summer Camp





DCSUM

Before and After Kindergarten - FT


DCBAK (½ day kindergarten only)
Before or After Kindergarten - PT                                  DCBAK (full day kindergarten)
Your draft calculation worksheet attached to your award/renewal letter designates the components (as defined above) and the level of funding for your contract (no funding is final until the contract has been executed).
You must complete this package according to the instructions and information included and/or indicated on the contract checklist attached to your award/renewal letter.  Please submit all contract documents at least 4 weeks prior to your contract renewal date.  Failure to follow instructions or to meet deadlines requested by DFD may result in delays in executing your contract and receiving your funding.

Thank you in advance for your cooperation.

Division of Family Development Program Requirements

Record Keeping

An internal record keeping system that provides accurate program, fiscal and administrative information must be maintained.  The system must protect the confidentiality of all personnel and consumer records.  Only authorized persons shall have access to related information in children’s files.  As with all other child/family information, information shall be released only with informed written parental consent. 
Staff Records -  Must include official documents for each staff member with information on qualifications for appointment or promotion, periodic pay increases, records of continued training or education, performance evaluation, and disciplinary action (if applicable).  

Children’s Records - Must include data pertinent to specific families, i.e., completed enrollment forms, income verification documents when applicable, referral and follow-up reports, and reports of contacts with other agencies.  

Center Files - Records of the children’s attendance, including signed in/out sheets, shall be kept by the agency on a daily basis and maintained for a minimum of 4 years.   All records shall be retained in accordance with regulations outlined in the DHS Contract Policy and Information Manual, Policy Circular P8.01. (www.state.nj.us/humanservices/ocpm/)
Communication among Program Management, Program Staff, Advisory Committees, and Parents
A process to provide two-way communication on a regular basis between staff and parents/guardians must be established.  The agency shall provide information about the program and its services, which includes program activities for the children.  When a majority of the parents/guardians speak a common language other than English, written communication with them must be in that language.
The CBC agency must make every effort to assure that communication is designed and carried out in a way that reaches parents/guardians and staff effectively.  Staff and parents/guardians must participate in the planning and development of the communication system used.  Parents/guardians must be informed about the program and day-to-day events that may affect their children through regular newsletters, bulletin boards, frequent notes, telephone calls, and other similar measures.  Parents must be encouraged to participate in program activities.

Basic Staff Requirements
The staff must reflect the multi-racial, ethnic, and cultural composition of the community in which the program is located.  When a majority of the children speak a common language other than English, at least one staff member interacting regularly with the children must speak that language.
Each education program must be staffed with a full-time on site Program Director.  The Program Director will be responsible for the development and implementation of the overall program, including procedures and practices to assure open access to parents and parental involvement in all aspects of the program.

Professional Development and Staff Training Requirements
The CBC agency must develop and implement a comprehensive staff development program to develop and strengthen staff skills.

The program must ensure staff receive ongoing trainings and participate in ongoing activities to strengthen their skills. The staff development program must be designed to provide in-service training for all staff members who interact with children and parents and shall meet DCF Office of Licensing requirements (N.J.A.C. 10:22).  
Training resources can be accessed through the New Jersey Professional Development Center (www.njpdc.org) and other qualified organizations such as Family Strength Associates, Inc. and New Jersey School Age Child Care Coalition. 
Services Delivery
The program shall consist of scheduled classroom activities, operating appropriate hours and days as determined by the child care component.  Educational services of high quality must be provided by following a developmentally appropriate curriculum.  The child care agency must immediately notify the DFD Contract Administration Unit by telephone or facsimile of any unusual event or emergency closing and submit all required supporting documentation within 15 days following the reported date of the incident.  An unusual event includes any event affecting delivery of services, including any unscheduled closing of the program.
Hours of Operation

The CBC is required to be open 10 hours per day, 5 days per week, 260-262 days per year for DCPS and DCINF Components. 

If an agency operates a DCAFTSCH and DCSUM Component, the combined days of operation must be 260-262 days per year.
Facility
All CBC Programs must be licensed pursuant to the Child Care Center Licensing Manual (N.J.A.C. 10:22).
Space, light, ventilation, heat, and other physical arrangements must be consistent with the health, safety, and developmental needs of the children. The space must be organized into learning centers.
Any change in the center site location(s) must be reported in writing to the Contract Administration Unit.  This must include a revised Component Summary Sheet and other affected documents within the Annex A.  A new license must be attached and sent to DFD as soon as possible.
Equipment and Materials
Each education program must be equipped with a variety of safe, durable, age-appropriate equipment and materials for indoor and outdoor activities.  Equipment and materials must be sufficient in number and variety, to support the educational program and the cultural and ethnic backgrounds of the children, with emphasis on the skills and concepts that are consistent with program objectives. 

Equipment and materials must be organized in inviting areas of interest which encourage independent choice, exploratory, problem-solving and cooperative activity, which alternate between quiet and active exploration and teacher/child initiated learning activities.  Furniture must be of the proper size and height; equipment must be sturdy and free from toxic paint, sharp edges, or other potential dangers.
Curriculum and Planning
A developmentally appropriate curriculum must be implemented.

Participation in the United State Department of Agriculture (USDA) National School Lunch Program or Child and Adult Care Food Program (CACFP) is recommended to receive additional subsidy for a nutritional food service operation.

Health and Safety
Accurate health records must be maintained in individual files for each child that includes an up-to-date record of immunizations and emergency contact information.
Plans must be developed for handling medical and dental emergencies.  Procedures must also be in place to notify parents of any type of emergency that affects their children and/or which may result in a disruption of service.  The provider’s policy on releasing children, toileting, communicable disease notification and dispensing medication must be distributed in writing to all parents.  Procedures must be established and maintained to help the child’s family acquire the necessary information and skills to facilitate their participation in an ongoing health care system (i.e., NJ Family Care).

Eligibility and Enrollment
To be eligible for the CBC Program:  

· The parents must be working or in a school/training program on a full-time basis.  If working, parents must be working a minimum of 30 hours per week.  If full-time in school/training, parents must be enrolled a minimum of 12 credits per semester.

· The families must meet income eligibility guidelines as specified on the Client Income Eligibility and Co-pay Schedule.

Please refer to the Child Care Manual ( N.J.A.C. 10:15 ) for more detailed information.
During enrollment, parent(s)/guardian must:

· Be given complete information about the program that includes all policies and procedures relating to the program.
· Delineate the hours per day and number of months the child will participate in the program; 

· Sign the Child Care Eligibility Application and Fee Agreement, thereby agreeing to send the child to the program on a regular basis.

· Submit proof of income for the four most recent consecutive weeks.

· Provide verification of school registration and schedule in accordance with regulations.

· Provide copy of the following for the child(ren) seeking childcare:  birth certificate, Resident Alien card, if applicable, and Social Security card

During enrollment, the agency must:

· Provide parents with complete information about the program that includes all policies and procedures relating to the program (Ex. Parent Handbook).
· Review and ensure that the Child Care Eligibility Application and Fee Agreement, is complete, accurate and signed by parent(s).

· Sign the Application and Fee Agreement

· Submit the original Child Care Eligibility Application and copies of proof of income and appropriate eligibility to: The DFD CTRX Unit, PO Box 716, Trenton, NJ 08625, within 5 working days of enrollment. 
· NOTE:  A ‘Batch Header’ is required for submission of all Eligibility Applications.

· If it is found that eligibility has been determined incorrectly and the application is rejected by DFD, the agency is required to send a ’10 Day Notification to Terminate’ to parent(s)and slots will be reduced, until eligibility has been approved.

All information required for the child’s record should be maintained in the child’s individual file.

Parents must be provided with the opportunity and time to review and discuss any questions or concerns about the policies and procedures of the program.  

Improper Payments
In an effort to reduce the incidence of improper payments and fraud in our child care subsidy programs, the agency must comply with our request for information within a 30 day time period.  If the requested information or acknowledgement/admittance to the accuracy of the matching data, is not received within the 30 day period the family must be terminated. 
If an identified discrepancy is confirmed by the center, they must re-determine eligibility and follow the established re-determination process.
Emergency Preparedness and Response Plan for Child Care and Early Childhood Programs

The provision of child care services to accommodate families who need temporary relief in the immediate aftermath of a disaster can be an important supportive service. Child care can protect children from disaster-related hazards and ensure children are safe while parents visit damaged property, access benefits, and make efforts to rebuild their lives. Child care also helps expedite recovery efforts by ensuring emergency and volunteer workers have access to child care and by enabling businesses and local government agencies to re-open and re-establish services. Centers must develop and submit to DFD an emergency preparedness and response plan for child care. After a disaster or emergency, child care can be an important human service activity needed to help protect the safety of children and support the stabilization of families and communities.  The plan should include provisions for how the children will be evacuated, where the children will be taken and how parents will be informed.  The plan must also identify the primary and secondary evacuation routes and how the children will be made aware of the emergency.  
Professional Development

Effective January 1, 2011 all staff employed by centers that have contracts with DFD and working in classrooms that have children subsidized with federal dollars must be a member of the registry through Professional Impact New Jersey.  
Procedures for Chronic Absenteeism or Tardiness
Children who do not attend on a regular basis, shall be referred to the Director.  A meeting with the parent should occur to determine the reasons for the problem and identify ways to resolve the problem.  Inability to resolve the problem after documented interventions may result in termination of services for child (ren).

Collecting Fees
It is the responsibility of the CBC agency to assess and collect all co-pay fees for the day care services.  As required, no fees may be charged for costs associated with services provided, educational trips, curriculum fees, and classroom supplies or material.  In cases involving recreational trips, a nominal fee may be assessed.  However, provisions must be made either to:

· Enable a child to participate if the fees are not paid; or

· Provide for the supervision of any child if the fee is not paid or if parent does not wish the child to attend the event.

Monitoring and Evaluation
The Division will monitor and evaluate program progress regarding compliance with law and code during unannounced, random visits throughout the year. If deficiencies are noted, the agency is required to submit a Corrective Action Plan (CAP) within 30 days of receipt of the monitoring report. Compliance to program standards is required as a condition for continued funding.

The Division may request surveys and other information during the program year.  The evaluation procedure applies to all contracted agencies.  The CBC Center must agree to cooperate with the Department’s or Division’s program evaluation requirements, collecting and transmitting or allowing access to child-specific and program information.

Performance Standards for CBC Centers
The Agency will use the NJ State Department of Education, Pre-school and Learning Expectations Standards of Quality (www.state.nj.us/njded/ece/expectations/) as well as the Environment Rating Scales published through the Teachers College Press to evaluate it’s program.  These rating scales are specific to Infant/Toddler (ITERS), Pre-school (ECHE) and School Aged (SACERS) programs.  The scale is used as a basic organizer and is most actively used as a program development tool.   For all Environmental Rating Scales, the Division has a set minimal rating of 3 in all areas.  A center that has a rating of below 3 will be out of compliance.  A Corrective Action Plan (CAP) must be submitted to ensure the center will strive toward the goal of 5 within two years.

Upon issuance of a CAP, the Division’s CBC Specialist will conduct a follow-up visit to ensure the center has implemented the CAP and is striving toward a higher rating.  All centers will also be expected to continue to strive to the highest rating of 7.  For DCPS slots, the agency must also complete the Preschool Expectations Self Assessment.  
This self assessment tool will be reviewed and collected by the Child Care Specialist while conducting an on-site monitoring visit.  Recommendations for area’s that need improvements will be identified and a follow-up visit will be made to ensure that these recommendations have been addressed.   
REPORTING REQUIREMENTS
The agency must submit the Quarterly Level of Service Form for each component.  Quarterly report forms must be submitted by the 10th day of the following month of the applicable quarter.  Failure to provide quarterly reports could impact on continuation of funding during the contract or recoupment of funding at closeout.  
DAYS OF SERVICE
Full Year Programs (DCPS, DCINF, DCAFTSCH w/DCSUM)

· The Contract is funded for a full year of services (including summer).

· A minimum of 260 days are funded for full year programs. 18 days can be allocated as holidays and training days (H/T) for full year programs.  
· A minimum of 3 training days are required. Holidays can be used for additional training days and should be identified as additional training days (i.e. 11 holidays and 7 training days equals the 18 days that have been allocated for this purpose).  
· The rate for services is a weekly rate set by the Division of Family Development.  This is used to determine your funding and to close out your contract.

· A minimum of 10 hours of operation per day is required.

· If at least 80% attendance occurs during the contract term (12 Months) then full reimbursement will occur.  Adjustments to the contract's ceiling, number of slots, and/or payments may be made during the contract term if the level of service is projected to be below 80% of the contract level of service or if there are other changes, i.e. increase or decrease in the unit rate for services. 
· If the total number of contracted slots are not filled for 6 months or more, slots will be placed in a ‘Suspended Status’ for a maximum of 1 year from the date of suspension and it will be necessary to reduce the number of slots allocated through a modification.  If the agency can not fill the slots after a 1 year time, the slot(s) would then be reallocated to another agency within that county through the RFP process.
· An agency may over enroll any component by 10% as long as there are at least 10 contracted slots in that component.
· Notify your contract administrator in writing if the holiday schedule (Annex C1) that was submitted changes during the contract term. Any changes made to the holiday schedule must be received before the date of change has past. You will be mailed or faxed a revised Annex C2 for proper completion of the Quarterly Level of Service Report.
Partial Year Programs (DCBAS, DCBAK  and DCSUM)

The Contract is funded for less than 260 days.  The type of program will determine the number of funded days (example:  DCSUM is a 2½ month program while DCBAS, DCBAK and are 9½ month programs).  Otherwise, the process is the same as above for the funding of slots, determination of funding and reporting. For programs operating 9½ months, i.e., DCBAS and  DCBAK only, a maximum of 12 holidays and 3 training days will be allocated.  For agencies with a 2½ month program, DCSUM only, 2 holidays and 1 training day will be allocated. 
Note: DCBAS component must be in operation when school districts have half days from the point of dismissal to the centers closing hour. DCSUM programs must begin operation the day after school closes and end the day before school begins (excluding any Holidays or Trainings).  This component must operate for a minimum of 10 weeks and 10 hours per day.
CONTRACT CHANGES
The agency must notify their DFD Contract Administrator in writing of the need for any changes to contract funding as soon as possible.
WAIVER POLICY
In special circumstances, an agency may submit a waiver request for any incidents beyond their control such as a health related epidemic (e.g. chicken pox). A waiver should be submitted to their DFD Contract Administrator for approval. If the waiver is approved, the agency should count any or all of these days as attended days for the number of children affected under the contract. The agency should note this in the comment section of their Quarterly Report and attach a letter of explanation signed by the Board President, owner of the center or Director.  Please Note: Documentation may be requested.
CONTRACT CLOSE-OUT
After the end of the contract, final close out will occur. If the final Level of Service (LOS) is below 80%, the difference between the final percentage and 80% will be applied to the contract ceiling for recoupment of those funds.  Additionally, if it is obvious that the 80% LOS will not be attained, payments may be suspended or the number of slots reduced, during the contract term to avoid overpayments.  If there are special circumstances, which led to absences, those requests should be outlined in writing.  The Division will consider those exceptions.

DEFINITIONS
CBC –- Center Based Care contracts for income eligible families.

CCR&R – Child Care Resource and Referral Agency (formerly known as UCCA).

DCF – New Jersey Department of Children and Families.
DHS – New Jersey Department of Human Services.

Director – A child care center staff member designated by the agency to coordinate the provision of services under the DFD contract.

DFD – New Jersey Division of Family Development, a division of DHS.

DYFS – New Jersey Division of Youth and Family Services, a Division of DCF.

OOL- Office of Licensing, a Division of DCF.
Full Year Programs – Any CBC program funded for 260-262 days out of the year.  This includes preschool (DCPS), infants (DCINF), and those agencies with both afterschool (DCBAS) and summer (DCSUM) components.

Funded Days – The total number of days the DFD contract is funded.  
Holiday/Training Days – Days allocated and funded for the agency to use to schedule holidays and training days.   

Partial Year Programs – Components under 260 days (DCBAS, DCSUM & DCBAK). A DCAFTSCH & DCBAK component is a 91/2 month program and a DCSUM component is a 2 1/2 month program.  
Presumptive Child Attendance Day (PCAD’s) – PCAD’s are days counted as attendance days if the childcare facility was closed due to incidents beyond the control of the center and, therefore, significantly impacted on the child care center population (e.g. snow days, fire or weather related damage to the center, or a health related epidemic such as chicken pox).

Any PCAD’s not meeting the above requirements will be disallowed and a revised report removing these days will be required.  For example, this should not include children who are absent due to illness or family vacation.
Quarterly Level of Service Report

INSTRUCTIONS

This report must be completed and submitted for each child care component in your DFD contract by no later than the end of each month following the end of the quarter.  If the quarterly Level of Service (LOS) report is not submitted by your agency this will result in either a delay of renewing the contract or your quarterly payments. 

Agency:  Enter both the name of the Provider Agency and the name of the program if different.

Contract #:  Enter the DFD contract number.

Contract Term: Enter the term of the contract.

Component:  Enter the abbreviation for the child care component for this report from the list below:

         Infant-DCINF


Before and/or Afterschool Care-DCBAS
         Preschool-DCPS


Before and/or After Kindergarten-DCBAK  
         Summer Camp-DCSUM                       
Reporting Period: Enter the quarterly period for this report.  Each quarter should be included on the report for the entire contract year. ( Final report shows all four quarters information on report.)
Unit Of Service: Enter the Unit of service the LOS is measured by: The unit of service for all day care components is usually days unless otherwise negotiated by your DFD Contract Administrator.  

A. Contract Month – Fill in the first through the twelfth months of your contract. 

B. Contract slots – The number of contracted DFD slots for each component (You can find this in your DFD contract in your Annex C2).  This should be the same from month to month unless your contract slots are modified. If your contract is modified and your number of slots changes, you must submit revised reports.

C. Slots Filled – Indicate the total number of children enrolled for the component at the end of each month.

D. Monthly Contract Units – Enter your current contracted LOS from the ‘Total Monthly Units’ column (on the ‘Monthly Contracted Level of Service Page’) of your Annex A.  Do include PCADS (Presumptive Child Attendance Days) with an explanation in comments and a letter explaining circumstances.

E. Actual Units – Enter the actual attendance of children enrolled (slots filled) for the specific program component. Do not include holidays and training days.

F. Monthly LOS % - For programs completing this report manually, divide the ‘Actual Units’ by the ‘Monthly Contract Units’ (B/A). 

In the Microsoft Excel format noted above, this column is calculated automatically. 

G. Cumulative LOS % -For programs completing this report manually, divide the Year To Date (YTD) ‘Actual Units’ by the YTD ‘Monthly Contract Units’.

In the Microsoft Excel format noted above, this column is calculated automatically.

H. Avg. Weekly Fee at the end of the Quarter – Provide most recent fee information on the average weekly fee (based on assessed fee information not fees collected) for children in the contracted component.  

This would be calculated by totaling the weekly fee assessment for each child and dividing by the # of children you have reported.  DYFS Foster Children served by the component should reflect a fee of $0.00 but should be included in the count.  Your Program must maintain documentation supporting the average weekly fee reflected on this report for any required program monitoring or audits.

I. # of Children on the Waiting List – Indicate the number of children at the end of each quarter on the waiting list.

J.   Self-explanatory.
Comments – Any other comments needed to clarify the information provided.

Agency Signature – Signed by the Program Director to verify the information provided  

ANNEX D

PAYMENT METHOD  

All CBC contracts are paid on a quarterly basis.  An advance payment for the three months is made at the start of the contract.  Three additional quarterly payments are made in the 4th, 7th and 10th month of the contract.   For example, a January contract will receive payments in January, April, July and the final payment in October (If your agency has enrolled in the ACH (Automated Clearing House) payment system, contract installment payments will be wired directly to the bank).

REPORTING REQUIREMENTS
All CBC agencies are required to submit a Quarterly Level of Service Report (LOS).  In order to receive payment, the completed the  LOS Report must be submitted to the address below within 1 month following of the end of the quarter.  You can email, fax or mail to the following address:

New Jersey Division of Family Development

Contract Administration Unit

PO Box 716

Trenton, NJ 08625-0716

FAX Number: 609-588-2257

CTRX PROCESS AND REQUIREMENTS 
Eligibility is determined by the center and the child CANNOT start until determined eligible.  Submit application with all verification and supporting documents along with a Batch Header to the CTRX Unit within 30 calendar days of determination.  Should CTRX require additional or missing documentation, the submitted forms will be returned to the agency and the agency will be required to submit all requested documentation within 10 calendar days of receipt.  No child can begin services before eligibility has been determined and certified by the agency.  All documents must be mailed to the CTRX Unit.  An agency may also be mandated and scheduled to attend CTRX training(s).  Payments may be reduced if the agency fails to accurately report/submit an approved application.

All CBC components must follow the reporting requirements for the DFD CTRX Child Care Eligibility Reporting System. Please remember that eligibility and turnaround documents, which are part of a computerized child care reporting system, should be returned to the following address:

New Jersey Division of Family Development

Child Care Operations CTRX Data Entry Unit

P.O. Box 716

Trenton, NJ 08625-0716  
Please Note: It is extremely important that the Quarterly LOS Report and CTRX documentation is submitted accurately and in a timely manner.  Failure to do so could result in a possible delay of payment and/or fiscal penalties during your contract or recoupment of contract funding upon closeout of your contract.   


