Alabama Child Care Subsidy Program
Consumer Statement

The mission of the Child Care Subsidy Program is to provide Alabama’s families with equal access
to affordable and quality child care services as they participate in work, educational or training
activities. There are many factors to consider when selecting a child care provider. The following
information is designed to help you make an informed choice regarding the best child care option
to meet the needs of your family.

Child Care Management Agencies (CMAs) manage the subsidy program by determining eligibility
providing resources and referrals, authorizing child care services, and registering subsidy
providers. The CMA will provide the following information to families at initial and continuing
application periods: '

¢ Application for Subsidized Child Care

¢ Parent Agreement — details the applicant’s responsibilities as a recipient of the Child Care
Subsidy Program

¢ Parental Choice form — explains parent has free choice when selecting a child care provider

¢ Notice of Client’s Rights — notifies of parent’s right to request a fair hearing or
administrative review if not satisfied with actions of the CMA

¢ Human Resources & Civil R"ights pamphlet

* Choosing Child Care in Alabama pamphlet

e Putting It Together for Those Who Need Us pamphlet — information on DHR programs
o Child Abuse Hurts pamphlet

e TAS Quick Reference Guide — instructions for reporting child care attendance using the -
Time and Attendance System Point of Service device

e 211 Connects handout — information about community resources

Child Care Provider License and Compliance

Child Care centers in Alabama lcgally operate in one of two ways: licensed or licensed exempt;
while child care homes must be licensed. Providers wishing to participate in the Child Care
Subsidy Program must be licensed or meet an exemption legally authorized by the state per the
Child Care Safety Act of 2018. Licensing provisions ensures compliance with health and safety
standards, which include on-going training, comprehensive criminal background checks, and
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compliance with ratios and group sizing for all providers wishing to participate in the Child Care
Subsidy Program regardless of licensing status. Licensing occurs every two (2) years. For more
information about a provider’s license or exemption, date of last inspection, or history of provider

violations, go to https://apps.dhr.alabama.gov/daycare/daycare search and select the desired
provider. '

Child Care Provider Quality Information ,
Licensed child care providers are guided on a path of continuous quality improvement through
Alabama’s Quality Rating and Improvement System or Alabama Quality STARS. This program
awards STAR levels to early childhood care and education programs that meet set program
standards. Although the program is voluntary, most licensed child care providers are STAR rated
and information regarding their rating can be found on the statewide directory. To find more
information on Alabama Quality STARS visit the website at www.alabamagqualitystars.org.

Finding a Child Care Provider

You may contact the CMA to obtain information about a specific provider. To identify the CMA
that serves your county, go to hitps:/dhr.alabama.gov/chi d-care/subsidy-overview/child-care-
management-agencies/ and click on your county in the map. In addition, information regarding
child care providers may also be found on the website at https://dhr.alabama.gov/child-
care/subsidy-overview/. There is a Statewide Day Care Directory which may be sorted by county,
zip code, center/home name, or license status.

Additional Resources

To obtain information about other resources for your family contact DHR child care licensing
intake at 1-866-528-1694. Additional resources can also be found on DHR’s website at
www.dhr.alabama.gov/child-care/information-for-parents/. These resources include assistance on
local resources for Medicaid, Pre-K, and services for children with developmental delays and
disabilities including developmental screenings.

Filing a Complaint
To file a complaint regarding a child care provider, contact the Office of Child Care Licensing
Intake at (334) 242-1425 or toll free at 1-866-528-1694.




Family Guidance Center of Alabama
2358 Fairlane Drive

Montgomery, Alabama 36116
Telephone: (334) 270-4100

Fax: (334) 244-1689

INITIAL ELIGIBILITY REQUIREMENTS

***Please submit copies, not originals of all items required***

Date: County:

Dear Client:

You have contacted our office for initial application for child care services with Family Guidance Center of
Alabama. In order for us to determine your eligibility and place your child/children into care, you must
complete the enclosed application and return the following required documents:

Check stubs for last four weeks of employment (2 most recent if paid bi-weekly) (client and spouse) (must be
working a minimum of 15 hours per week). For new employment you may get verification by
supervisor/manager on company letterhead to include start date, pay rate, pay frequency & hours per week
expected to work.

Proof of residence (must be current within the last 30 days)
(utility bill, bank statement, work or school I.D with address, check stubs, children’s current school record,
property tax statement)

Verification of any other family income received (i.e, .Family Assistance (FA), SSI, Social Security, Pensions,
Unemployment Compensation, etc.) by you or any other member of your household

______ Current official class schedule (if applicable) (must be a full-time student)

___ Picture ID or Driver's License (client and spouse)

______ Birth Certificates for all household family members under the age of 18

____Medical documentation for any disabled parent (if not employed) for a two parent household

____ Completed application, Parent Agreement, and Parental Choice, signed and dated (Attached)

____ Completed alternate Cardholder Form (Attached)

______The name and address of the day care you wish to use

Please remember that we must receive all the checked information above in order to complete the eligibility process.
Failure to submit all required information will result in denial of application. If you have any questions, please
feel free to call us at (334) 270-4100.

Your application and required documents may be submitted to your local Family Guidance Center office in
person, or you may mail it to:

Family Guidance Center of Alabama Paperwork can be returned by:
2358 Fairlane Drive Fairlane Drive Drop box, Mail, Fax, or Email
Montgomery, Alabama 36116 Fax: (334) 244-1689

Email: childcare@familyguidancecenter.org
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CHILD CARE FACT SHEET

For Persons Applying For or Receiving Child Care Services
WHO IS ELIGIBLE FOR SERVICES?

You may be eligible for services if you are making your home in Alabama and are employed and/or enrolled in school/training and
making no more income than is allowable (see Initial Eligibility Monthly Income Scale).

WHAT IS THE ALLOWABLE INCOME AND HOW MUCH IS THE WEEKLY FEE?

Income is gross income before taxes. social security or any other deductions are made. Regulations allow for no deductions to gross
income. Family income includes wages from employment, SSI, SSA, etc. Weekly gross income is multiplied by 4.333 to compute
monthly income.

WHO IS INCLUDED IN A FAMILY?

Family means the basic family unit consisting of an adult and his or her spouse (including common law), children under 18 years of age,
and minor parents under 18 years of age and their children, related by blood, marriage, or adoption, who are residing in the same
household. A member of this basic family unit temporarily out of the home continues to be considered as part of the family.

Considered as separate families are:

o Related persons 18 years of age or over, other than spouses, who live together.

e  Unrelated persons 18 years of age or over who live together.

e  Children for whom the Department of Human Resources has custody of and who are in foster care.
e Individuals under 18 years of age who are married.

INITIAL ELIGIBILITY MONTHLY INCOME SCALE AND PARENTAL FEE CHART
Weekly Fee Per Child:

0-100% FPL 101-110% 11-120% 121-130% 131-140% 141-150% 151-160% 161-170% 171-180%
FPL FPL FPL FPL FPL FPL FPL FPL
$0.00 $18.00 $21.00 $24.00 $27.00 $30.00 $33.00 $36.00 $39.00

$0-1643 $1644-1808 $1809-1972 | $1973-2130 $2137-2301 $2302-2465 $2466-2629 $2630-2794 $2795-2958
$0-2072 $2073-2279 $2280-2486 | $2487-2693 $2694-2900 | $2901-3108 $3109-3315 $3316-3522 | $3523-3729
$0-2500 $2501-2750 | $2751-3000 | $3001-3250 | $3251-3500 | $3501-3750 $3751-4000 $4001-4250 | $4251-4500
$0-2928 $2929-3221 $3222-3514 $3515-3807 $3808-4100 | $4101-4393 $4394-4685 $4686-4978 | $4979-5271
$0-3357 $3358-3692 $3693-4028 $4029-4364 $4365-4699 | $4700-5035 $5036-5371 $5372-5706 | $5707-6042
S0-3785 $3786-41064 $4165-4542 | $4543-4921 $4922-5299 | $5300-5678 $5679-6056 $6057-6435 $6436-6813
>=§ $0-4213 $4214-4635 $4636-5056 | $5057-5477 $5478-5899 | $5900-6320 $6321-6741 $6742-7163 | S7164-7584

Family Size:
Qla|o]|e|w]|w

Note: All new applicants must enter under the Initial Eligibility Monthly Income Scale.

CONTINUING ELIGIBILITY MONTHLY INCOME SCALE AND PARENTAL FEE CHART

Weekly Fee Per Child:
181-190% FPL 191-200% FPL
$42.00 $45.00

2 $2959-3122 $3123-3287

" 3 $3730-3936 $3937-4143
5 4 $4501-4750 $4751-5000
B 5 $5272-5564 $5565-5857
8 6 S6043-6378 $6379-6713
= 7 $6814-7192 $7193-7570
>=8 $7585-8005 $8006-8427

Note: All continuing applicants must have a family income that does not exceed the $45.00 column in order to be eligible at
recertification.

INCOME CUTOFF - ENDS PARTICIPATION PRIOR TO END OF 12 MONTH ELIGIBILITY PERIOD
Family Size: 2 3 4 5 6 7 >=8
DN e $4258 $5260 86262 $7264 $8266 $8454 $8642

All child care programs managed by the Child Management Agency are administered in accordance with the Civil Rights Act of 1964, the Rehabilitation Act of 1973,
the Americans with Disabilitics Act of 1990, and all other federal and state civil rights laws.

DHR-CMA-7001(January 1, 2024)



NOTICE OF CLIENT’S RIGHTS

If you are not satisfied with the action of the Child Care Management Agency because your
application was denied, your application was not acted on within 30 days, or your child care
services were reduced or terminated, you may take the following steps:

(1) Ask for an administrative review with the Child Care Management Agency.
Or

(2) Ask for a formal hearing. The request must be made in writing by you or your legal
representative, must clearly state the reason for your complaint, and must be signed and dated
by you. You may send your request to the Child Care Management Agency, who will forward
it to the Department of Human Resources Administrative Hearing Office.

Who may ask for a hearing?

You or someone legally appointed to represent you may request a hearing.

How much time do you have to request a formal hearing?

Your written request must be made to the Child Care Management Agency within 60 days of the
alleged offense(s). Be sure to include your current address.

What are the hearing procedures?

The State Department of Human Resources will send information about hearings to the person
requesting the hearing. A representative of the State Department of Human Resources will conduct
and preside over the hearing.

How do you withdraw a hearing request?

You may voluntarily withdraw the hearing request at any time prior to the resolution of the
complaint by the Administrative Hearing Officer. The withdrawal must be in writing, must be
signed and dated by you and must clearly indicate the reason(s) for your decision. You may send
your withdrawal to the Child Care Management Agency, who will immediately forward it to the
Administrative Hearing Officer.

Nondiscrimination...
All child care programs managed by the Child Care Management Agency are administered in

accordance with the Civil Rights Act of 1964, the Rehabilitation Act of 1973, the Americans with
Disabilities Act of 1990, and all other federal and state civil rights laws.

DHR-CMA-3005 (October 1, 2022)




Child Care Parent Agreement

Parent Name Case ID

1.

I understand information given to the Child Care Management Agency is needed to determine
my eligibility or continued eligibility for child care assistance. I understand all information
given is confidential and any other use or disclosure will be made only for certain limited
purposes allowed under State and Federal laws and regulation. Such purposes include but are
not limited to, establishing eligibility, determining amount of assistance, and providing
services to applicants and recipients.

[ understand the submission of a social security number (SSN) is voluntary. I will not be denied
services, nor will services be withheld if I choose not to provide the SSN for myself or other
family members. Should I choose to submit the SSN for myself or other family member, I
understand the SSN will only be used in the administration of the Child Care Subsidy program
to help verify my income, make changes to my case, and assemble research data. I understand
my SSN may also be used in program reviews.

I understand that any information I have given is subject to verification by an authorized
representative of the Child Care Management Agency and/or the Department of Human
Resources and I hereby give my permission to obtain such verification. This may involve the
agency contacting child care providers, an employer, bank, school/training facility, Internal
Revenue Service, Social Security Administration, Veterans Administration, Unemployment
Compensation Agency, or other parties.

[ understand I am not obligated to report changes. However, I may report changes that are
beneficial to my family. I agree to notify the Child Care Management Agency (either verbally
or in writing) within 10 calendar days of any change that occurs in:

e Family size or composition (birth, death, child leaving or entering home)
e My address and/or home phone number

e My childcare needs, including hours, level (infant/toddler, preschool, before/after school)
and amount (full-time, part-time) of care needed.

[ agree to pay my childcare provider the weekly fee assessed by the Child Care Management
Agency. The amount of this fee will be shown on my current Certificate of Child Care Award
or Amendment to Certificate of Child Care/Notice of Action.

[ understand and agree to the following policies regarding parent fee payment:

o The full weekly parent fee is due for my child(ren) even when (s)he is absent due to
sickness, vacation, or the provider is closed (approved closings only).

e Parent fees are due on Monday for the current week and must be paid for the entire week.
Parent fees will not be refunded for any partial week of service.

e Failure to pay parent fees may result in termination from services.
e lagree to notify this agency if my child(ren) is absent from childcare for more than 5 days.

DHR-CMA-8009 (October 1, 2022) Page 1 of 2

Alabama Department of Human Resources
Child Care Subsidy Program




7.

10.

i

12,

13.

I understand I may be required to repay the Department for any assistance received due to
providing incorrect or false information or failing to provide information concerning changes
in my circumstances within 10 days of the date of the change(s). A repayment agreement will
be completed to recoup any overpayment.

I understand that should I knowingly give any false information or withhold any information
regarding my situation, I may be liable for criminal prosecution for fraud.

I have been given a copy of the Civil Rights Pamphlet (at initial interview), and a statement of
my rights and procedures for appeal. I understand that I may request a review and/or hearing
within 60 days if I am not satisfied with any decision of the Child Care Management Agency.

I certify that all my children in need of child care are citizens or legal immigrants of the United
States.

I certify that I am currently residing in Alabama.

[ understand that my child care services are subject to termination if I give my Time and
Attendance System (TAS) swipe card to my child care provider or an individual employed by
the child care provider, or allow my child care provider or an individual employed by the child
provider to swipe my TAS card for purposes of recording attendance.

[understand that my child care services are subject to termination if I do not use my Time and
Attendance System (TAS) swipe card to record my child(ren) attendance at the child care
provider.

I certify that I have read and/or had read to me all the statements on this form and I understand that
I must comply with the agreements and/or certifications.

Parent Signature Date
CMA Worker Signature Date
DHR-CMA-8009 (October I, 2022) Page 2 of 2

Alabama Department of Human Resources
Child Care Subsidy Program




STATEMENT OF PARENTAL CHOICE

I; , hereby certify that I have made the choice of
provider(s) to provide child care services for my child(ren).

I certify that parental choice has been explained to me and I understand [ am free to choose
any legally operating child care provider, including a licensed child care center, a licensed
family or group day care home, a relative who resides outside of my home, or any other
excepted from licensure child care setting, such as a YMCA.

I understand that I may change my chosen child care provider anytime by providing the
Child Care Management Agency with written or verbal notice.

[ understand that I have the right to have access to my child(ren) anytime upon my request
to my child care provider, and if the provider fails to provide such access I should report
this refusal to the Child Care Management Agency immediately.

I have discussed my child's care with this provider, and [ understand that if my chosen
provider charges additional rates and fees that I am solely responsible to the provider for
the full amount of the additional charges, including, but not limited to, the following:

» Registration fees;

» Late pick-up fees;

» Any amount greater than the maximum amount of subsidy and my assigned
parental fee; and,

» Any other mandatory or optional rates and fees.

I understand that these additional rates and fees are in addition to the parental fee I am
required to pay as a condition of my child's eligibility for subsidy. I further understand that
I am not required to select a provider that charges additional rates and fees and that [ have
made this choice of my own free will.

Parent Signature Date Case ID

CMA Worker Signature Date

DHR-CMA-8006 (October 1, 2022)

Alabama Department of Human Resources
Child Care Subsidy Program




Family Guidance Center of Alabama
2358 Fairlane Drive, Building H
Montgomery, AL 36116
Phone: (334) 270-4100 Fax: (334) 244-1689

ALTERNATE CARDHOLDER AUTHORIZATION

Parent Name

Parent ID

GENERAL INFORMATION

The Alabama Electronic Payment System (EPS) is used to track attendance for a child participating in Alabama’s Child Care
Subsidy Program (Subsidy Program) for child care providers registered with the Subsidy Program. The system involves the use
of a swipe card, by the parent. The parent or their designated alternate cardholder-document attendance by swiping their card
through a point-of-service (POS) device at the child care facility.

Parents actively participating in the Subsidy Program can be issued two (2) swipe cards; one card for the parent and one for an
alternate person. The alternate person (cardholder) can be a spouse or someone else who assists the parent in taking the child to
anc from the child care facility. The alternate cardholder cannot be the child care provider or anyone who is employed by
or acts on behalf of the child care provider.

I. AUTHORIZATION OF ALTERNATE CARDHOLDER New Change
Complete the information below to authorize issuance of a second card for an alternate person (cardholder) to assist in recording
attendance for your child.

I wish to authorize the following person as an alternate cardholder.

First Name: Last Name:

Residential Address:

City: State: Zip:

Date of Birth: / / Relationship to Parent:

I understand that the alternate cardholder is responsible for assisting in recording attendance for my child. 1
understand that I am responsible for all actions/swipes made by the alternate cardholder on my behalf. I certify that the
alternate cardholder is not the child care provider, or anyone employed by, or acting on behalf, of the child care
pravider.

Signature of Parent Date

11. NO ALTERNATE CARDHOLDER
I choose not to have an alternate card issued for my Subsidy Program case. I understand no alternate swipe card will be issued
and no alternate cardholder will be designated for my case.

Signature of Parent Date

I11. WITHDRAWAL OF ALTERNATE CARDHOLDER

[ wish to remove all prior designated alternate cardholder information from my case. I understand that by signing this form the
alternate cardholder’s swipe card will be_inactivated. Furthermore, I understand that T am solely responsible for tracking my
child’s attendance at the child care facility.

Signature of Parent Date

DHR-CMA-8011 (October 1, 2022)

Alabama Department of Human Resources
Child Care Subsidy Program




What is the Alabama TAS?

Alabama’s TAS is a new way of report-
ing child care attendance that will reduce
paperwork and improve accuracy for
providers participating in the Child Care
Subsidy Program. Cardholders (parents)
must report their child's attendance by
using a swipe card with the provider’s
card reading device called a Point of
Service (POS) device.

Who is the Cardholder?

The cardholder is the parent or individ-
ual responsible for the child. Cardhold-
ers are identified in the child care case
at the time eligibility is determined. The
cardholder (parent) may designate an-
other individual to receive a card. They
are called the alternate cardholder.

POS Devices

What is a point of service (POS)
device?

A POS device is a card reading device
used to record time and attendance of
children. It looks and works just like a
credit or debit card machine that you
see at stores except instead of record-
ing financial transactions the provider’s
POS records attendance transactions.

Who receives a POS device?

Providers who are caring for at least
one child receiving Child Care Subsidy
Program funding publicly funded child
care and have completed a provider
agreement with our vendor, Affiliated
Computer Services (ACS) will receive a
POS device.

How do I get a POS device?

You will receive a Provider Packet from
ACS. The packet will include a cover let-
ter, the Alabama TAS Provider Equip-
ment Agreement form, a Banking
Information Form, and a copy of the
Equipment Installation Guidelines. This
equipment agreement and the enclosed
Banking Information Form must be
signed and returned to ACS. ACS or it's
subcontractor Media Riders Incorporated
(MRi) will contact you to schedule an on-
site visit to install the POS device. You
will receive training on how to use the

| Alabama Childcare Provider FAQ_Final.indd 1

Provider Frequently Asked Questions (FAQs)

POS device at the time of installation.

Do I have to use a POS device?

Yes. All providers participating in the
Child Care Subsidy Program must use
the POS device for subsidized children.
ACS will only reimburse you pay for
care that is recorded through the TAS
system.

I am designated by DHR as a “Rela-
tive Care Provider”. Will I be given
a POS device?

No you will not be given a POS device.
You will continue reporting attendance
using the Enrollment Attendance Verifi-
cation (EAV) form. as you do now.

How will the POS connect with the
TAS System?

The POS must connect with the ACS
Host System by the means of an analog
telephone line or an internet connec-
tion. Please refer to the Equipment
Installation Guidelines included in the
Provider Package sent to you by ACS
for further details.

How many POS devices will I re-
ceive?
You will receive one (1) POS device at

no cost to you for every 50 subsidized
publicly funded children in your care.

Do I have to pay for the POS device?

No. There is no cost for a standard
installation and normal wear and tear.
You will be asked to pay for the equip-
ment ONLY if the equipment is de-
stroyed, stolen or not returned to ACS
when requested.

Who do I call if I have a question

about my device or need assistance?

For questions about your equipment,
please call the TAS Provider Help Desk
at 1-866-316-5450.

Swipe Cards

How does the swipe card work?

The cardholder (parent) and any alter-
nate cardholder will receive a swipe
card. When the cardholder drops off
or picks up the child from care, they

|
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Alabama Time and Attendance System(TAS)

will swipe their card through the POS
device to record the time that the child
was picked up or dropped off. These
swipes are called “attendance transac-
tions.”

What if there is more than one child
in the family?

Each child is assigned a unique two-
digit number (ex. 01, 02, and so on).
Child numbers are can be written on on
the card carrier that parents caretakers
receive with their card. and on all regu-
lar notices sent by the CMA. county.

Will the POS indicate whether the
child is authorized?

Yes. Once the cardholder swipes

their card, the POS device will display
whether the attendance transaction for
the child is approved or denied. This is
also printed on the receipt and dis-
played on the Alabama Provider Web
Portal.

What if the cardholder is unable to
report the child’s attendance with
the swipe card?

Cardholders or Alternate Cardholders
can catch up on missing days by back
swiping using the “Previous Check
In”, and “Previous Check Out” and
“Absence” process on the POS device.
These transactions are often called
“backswipes”. They have 10 calen-
dar days to enter these attendance
backswipes. (Current day, plus 9 days
from day the transaction should have
occurred.)

Who is responsible for maintenance
and replacement costs for the POS
device?

ACS repairs or replaces malfunctioning
equipment free of charge. In the case
of replacement, the old device must

be returned to ACS, and the provider

is given a pre-paid shipping label to
use for returning it. See the Provider
Equipment Agreement for more details.

FOR MORE INFORMATION
PLEASE GO TO:
WWW.DHR.ALABAMA.GOV

AL ECC PFAQ 06/11
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Alabama

" :Qué es el sistema TAS de Alabama?
El sistema TAS de Alabama es una nueva
manera de registrar la asistencia al cui-
dado del nifio. Ustad es responsable de
registrar fa asistencia de su hijo Utilizando
una tarjeta magnética (s1m1lar auna,
tarjeta de débito) y la lectorz, d taqelas
del provesdords cuidado d= s hijo que
se denomina “dispositivo d_; punto de
sanvicia” (POS). :

;Quién es el portadorde la tagjeta?

" El portador de la tarjeta esel padre o la

- parsona responsable del nifio. Los porta-
dores de tarjstas se identifican en la car-
pata de cuidado del nifio en el momento
de determinar si éste redne los requisitos
necesarios. El padre puede designar a
otra persona para que reciba una tarjeta.
Esta persona recibe el nombre de “portz-
dor de tarjsta alternativo™.

:Debo utilizar el sistema TAS de

Alabama? -

Si. El Departamento de Recursos Huma-
"nos de Alabama les pagara z los proves-
dores Gnicaments por el cuidado que

se registre a través del sistema TAS de

- Alabama. Sise rehusa a pasar latarjeta,
su elegibilidad para recibir beneficios de
cuidado del nifio podra ser cancelada y
usted sera responsable del pago de cual-
quier cuidado qus-se proporcione.

;Puedo continuar eligiendo a
cualquier proveedor para que cuide
ami hijo? -

. El proveedor debe haberse registrado
en ia Agencia de gestion del cuidado
de nifos (CMA) para qué se'le paguen
los servicios provistos en nombre de las
familias que reciben fondos del Programa
de subsidio para el cuidado de nifios. Si
su proveedor no esta reglstrado enla
CMAy no participa del programa de
subsidios, Usted podria tener que hacer--
se responsable del pago de cualquier
cuidado que le hayan brindada.

.:Puedo utilizarmais deun provcedor*

Si. Sin embargo cada proveedor debe
estar registrado en la Agencia para el
manejo del cuidado-de nifios (CMA):

Preguntas frecuentes de lospa res/po

¢Cdémo sabrd mi proveedor que
cumplo los requisitos para recibir

‘servicios de cuidado de nifos?

Una vez que escoja un proveador, éste re-
cibira las copias de las notificacionas de la
aprobacion y ds cambios. Las noiificacio-
nes incluiran la cantidad de horas sema-
nales quehan sido aprobadas, |a cantidad
méxima de reambolso por el cuidado y

el fotal de copago que le corresponds a
ustad. Sitiena un copago, dabz pagarlo
directameante 2 su provezdor.

:Cémo funciona mi tarjeta
magnética?

Usted registrara las vaces que su hijo re-
cibe cuidado utilizando una tarjeta magné-
tica y el lector de tarjeias de su provaedor.
Al pasar su tarjeta, se registra la fachay
la hora de llegada o partida d= su hijo.

:Cémo activo mi tarjeta magnética?
Una vez que hay'a racibido |2 tarjsta,
comuniguese con |2 Linea de ayuda para
portadores de tarjatas al 1-866-960-662¢
y siga las indicacionass para escoger su
Numero de identificacidon personal (PIN)
de 4 digitos.

¢Qué ocurre sino puedo registrar
la asistencia de mi hijo?

Puede registrar los dias perdidos utifi-

zando el proceso de “Entrada anterior”,
"Salida anterior' y “Ausencia" del lector
de tarjetas magneticas. Es importants
recordar que usted sélo cuenta con 10

dias calendario para rsalizar estos pro-
cedimientos.

:Es posible que otra persona pueda
¢S P q P P
dejar o recoger a mi hijo?

Si. También puede designar a otra perso-

na para que reciba una tarjeta que pueda
utilizar para registrar la asistencia en su

. nombre. Sin embargo, usLed es Iespon-

sable de asegurarse de que se reporte
con precision la asistencia d° su hijo.

:Puedo entre 21_':1 le mi tarjete 2 mi
¢ g t]

proveedor para que haga el registro
en mi nombre?

“No. N puede entrégarfe su tarjeta al

proveedor de cuidados-de su hijonia

ninguna persona que actile eh nombre
del proveador. Sile entrega la tarjeta

a un provasdor, estara infringiendo las
polificas y las reglas del DHR. Esto podria
provocar la cancelacion de los bensficios
de cuidado del nifio y su provesdor podria
ser eliminado del Programa de subsidios
para 2| cuidado de nifios.

Sitengo nifios con diferentes
proveedores, ;necesito més de una
tarjeta? ‘

No. La tarjeta funcionara 2n las instalacio-

nes ds cualquier proveedor a las cuales
sus hijos estén autorizados z asistir,

Sitengo mas de un hijo, ;necesito
mas de una tarjeta?

No. Pueds registrar la asistencia de todos
sus hijos con una sola tarjéta.

:Qué debo hacer si olvido mi PIN,
sidafio o plerdo mi tarjeta?

Para resolver probl=mas con su tanet: 0
su PIN, comuniquese con la Linea de
ayuda para portadores de tarjetas al
1-866-960-6629. Este numero de teléfono

también esta impreso en el anverso de su
tarjeta. v

¢Qué ocurre sirecibo un mensaje
de error en el lector de tarjetas?

Su proveedor recibiré una lista de men-
sajes de error y sus significados. Si ef
lector de tarjetas indica que su hijo no

es elegible, comuniguese coh el respon-
sable del caso de-su hijo en su CMA.

STDESEA OBTENER MAS
INFORMACION VISITE:
WWW.DHR.ALABAMA.GOV

AL ECC CFAQ 0511



Alabama ECC

Point of Service (POS) Quick Reference Guide for the Time and Attendance System (TAS)

This Quick Reference Guide provides instructions for PARENTS and their authorized cardholders on reporting child care attendance using the TAS Point of Service device (POS).

Cardholder Functions

CHECKIN PREVIOUS CHECKIN

POS Screen Display

Provider Action

SWIPE CARD to Begin

Swipe Card

Please ENTER PIN

Enter PIN on POS
Press Enter

Attendance Type? Press “2” for Check Out
Enter Child # __ Enter TAS Child #
Press Enter (See * NOTE)
Wait for Authorization

ABSENCE

POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card
Please ENTER PIN Enter PIN on POS

POS Screen Display Provider Action POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card SWIPE CARD to Begin Swipe Card
Please ENTER PIN Enter PIN on POS Please ENTER PIN Enter PIN on POS
Press Enter Press Enter
Attendance Type? Press “1” for Check In Attendance Type? Press “3” for Prev Check In
Enter Child 1# __ Enter TAS Child # Date: MM/DD Enter MM/DD (12/31)
Press Enter (See * NOTE) Press Enter
Wait for Authorization Time: HH:MM (08:00) Enter HH/MM (08:00)
Press Enter
1AM / 2-PM Enter “1” for AM or “2” for PM
CHECK OUT _ _
Enter Child1# __ Enter TAS Child #

Press Enter (See * NOTE)

Wait for Authorization

PREVIOUS CHECK OUT

POS Screen Display Provider Action
SWIPE CARD to Begin Swipe Card
Please ENTER PIN Enter PIN on POS
Press Enter
Attendance Type? Press “4” for Prev Check Out
Date: MM/DD Enter MM/DD (12/31)
Press Enter
Time: HH:MM (08:00) Enter HH/MM (08:00)

Press Enter

Press Enter 1-AM / 2-PM Enter “1” for AM or “2” for PM
Attendance Type? Press “s” for Absence Enter Child 1# __ Enter TAS Child #
Date: MM/DD Enter MM/DD (12/31) Press Enter (See * NOTE)
Press Enter Wait for Authorization
Enter Child1# __ Enter TAS Child #
Press Enter (See * NOTE)
Wait for Authorization

State of Alabama
Department of Human Resources

Child Care Services Division
Time and Attendance System

Conduent Cardholder Call Center:
1.866.960.6629

IMPORTANT REMINDERS

* You must use your TAS card to report all time and attendance each day.
* NOTE: If you are recording the same action for more than one child,
enter in the next child # and press
ENTER. When all children have been recorded, press ENTER again.

* If you lose your card, you must call the Xerox Cardholder Call Center for
a replacement.

* Do not leave your swipe card with your provider.

CONDUENT a

© 2017 Conduent Business Service, LLC. All rights reserved.
Conduent and Conduent Agile Star are trademarks of Conduent
Business Services, LLC in the United States and/or other countries.
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Alabama ECC

Point of Service (POS) Quick Reference Guide for the Time and Attendance System (TAS)

This Quick Reference Guide provides instructions outlines the most common PROVIDER actions on the Point of Service device.
Below are instructions for child care providers on how to access reports, void parent errors, perform a case inquiry and send store and forward transactions

Provider Functions
EXCEPTIONS REPORT VOID TRANSACTION

POS Screen Display Provider Action POS Screen Display Provider Action
SWIPE CARD to Begin Press F4 for Provider Options SWIPE CARD to Begin Press F4 for Provider Options
User Pwd Enter Password User Pwd Enter Password

(ex: 123456) (ex: 123456)
Provider Options Press “1” for Reports Provider Options Press “2” for Void Transaction
Reports Press “2" for Exceptions Enter Tran # Key in up to 12-digit Transaction Number
Date: MM/DD Enter MM/DD (12/31) Press Enter

Press Enter Printing Complete Wait for Receipt to Print
Approved Wait for Receipt to Print Note: Transactions can be voided for up to 10 calendar days

DAILY ATTENDANCE REPORT

STORE AND FORWARD

POS Screen Display Provider Action POS Screen Display Provider Action
SWIPE CARD to Begin Press F4 for Provider Options SWIPE CARD to Begin Press F4 for Provider Options
User Pwd Enter Password User Pwd Enter Password
(ex: 123456) (ex: 123456)
Provider Options Press “1” for Reports Provider Options Press “3" for Send SAF's
Reports Press “1” for Daily Attendance Note: Stored transactions will transmit and clear the device when telephone or
internet connectivity is restored.
Date: MM/DD Enter MM/DD (12/31)
Press Enter
Approved Wait for Receipt to Print 2 Q
POS Screen Display Provider Action

SWIPE CARD to Begin Press F4 for Provider Options
User Pwd Enter Password

(ex:123456)
Provider Options Press “4” for Case Inquir

Enter Case ID

Key in Case ID Number
Press Enter

Approved

Wait for Receipt to Print

ALTAS
Child Care Provider Help Desk:
1.866.316.5450

Provider Web Portal:
www.alacctas.com

Contact your local Child Care Management Agency for
questions regarding Eligibility and Payment Policies.

CONDUENT a

© 2017 Conduent Business Service, LLC. All rights reserved.
Conduent and Conduent Agile Star are trademarks of Conduent
Business Services, LLC in the United States and/or other countries.

05/2017 ALECCTASQRGo517
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NEED HELP?

CONTACT 2-1-1
Your bink lo communily resources

Where can | volunteer?

Where do | go during a disaster?

What senior services are available in my area?

cAI_I_ Dial 2-1-1 or 888-421-1266

TEXTText your zip code to 898-211

EHA Visit 211connectsalabama.org

Child & Family ServiceseFood Assistance
eUtilities & Housing ServiceseEducation &
Training ServiceseHealth & Mental Health

ServiceseDisaster Relief & Recovery

United
Way =

Connects Alabama  njted Ways of Alabama

FIND HELP LOCALLY
2-1-1 links the caller to:

» Basic Human Needs: food, clothing, shelter, and other
basic needs

+ Physical & Mental Health: health insurance programs,
Medicaid and Medicare, intervention services, support
groups, counseling, drug and alcohol intervention,
victim services, and rehabilitation

+ Employment Support: Eamed Income Tax Credit
(EITC), financial assistance, job training, transportation
assistance, education programs, and foreclosure
prevention services

» Support for Senior Citizens: adult day care, respite
care, home health care, transportation, specialized
services for individuals of all ages with disabilities, «
employment assistance

« Support for Children, Youth, & Families: child care,
after-school programs, family resource centers,
mentoring, tutoring, and protective services

Are there child care programs in my area?

Where can | get help with food for my family?

How do | get connected to services for veterans?

Where can | find affordable housing?

How do | receive help with health care and prescriptions

GET HELP DURING A CRISIS

During a disaster such as a hurricane
or tornado, a 2-1-1 Contact
Specialist links the caller to:

+ Emergency Shelters « Grief Counseling

« Food Distribution Centers ~ « Clean-up Crews

« State and Federal Assistance * Potable water, ice, food

« Volunteer Opportunities « Emergency Financial
Assistance

GIVE HELP

Get linked with a local nonprofit that
could benefit from your time and
talents.

ONLINE SERVICES

Visit www.211connectsalabama.org
to do online searches or “chat” with
one of our Contact Specialists.

TEXT YOUR ZIP CODE TO 898-211




