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	Date:
	8/1/01

	Subject:
	Revised Client Notification Forms for Child Care Subsidy

	Contact Person(s):
	Rhonda Finlayson

	Attachments:
	

	Attachment Available On – Line:
	A: Approval of Your Application for Child Care Benefits  

B: Denial of Your Application for Child Care Benefits

C: Notice of Intent to Change Child Care Benefits

D: Notice of Intent to Discontinue Child Care Benefits

E: Delinquent Family Share Model Form


I. Purpose

The purpose of this Local Commissioners Memorandum (LCM) is to issue revised forms that must be used by social services districts to provide notification to public assistance and low income clients on actions related to their application for a child care subsidy and/or child care subsidy benefits as required by 18 NYCRR Part 358, 404, and 415.  This LCM replaces 93 INF-5 dated January 21, 1993.  Local equivalents of the required forms must be approved by the Bureau of Early Childhood Services prior to their use.

II. Background

NONE

III. Program Implications

NONE

IV.
Notice Requirements

The requirements to provide notification to applicants and recipients of child care subsidy benefits funded under the New York State Child Care Block Grant and Title XX have not changed.  The forms are revised to delete obsolete references to client responsibilities and to update statements regarding fair hearings.  They also contain changes based on comments from local district staff.  These additional changes are intended to make parents and caretakers more aware of their rights and responsibilities.

Districts must provide the recipient of child care services with adequate and timely notice under certain circumstances.  Adequate notice refers to the information that must be included in the notice.  Timely notice means that a notice is mailed at least ten days before the date upon which the proposed action is to be taken.  Adequate and timely notice must be sent when the district proposes to:

· take any action to discontinue, suspend or reduce child care services; or

· make a change in the manner of payment for public assistance recipients or parents/caretakers who are guaranteed child care and such change results in the discontinuance, suspension, reduction or termination of child care services or forces the recipient to make changes in child care arrangements.

Adequate notice must be sent when the district proposes to:

· accept or deny an application for child care services;

· increase the amount of child care benefits; or

· make a change in the manner of payment for public assistance recipients or parents/caretakers who are guaranteed child care and such change does not result in the discontinuance, suspension, reduction or termination of child care services or force the recipient to make changes in child care arrangements.

V.
Notification Forms

Attachment A: Approval of Your Application for Child Care Benefits notifies applicants they are eligible for child care benefits.  Attachment B: Denial of Your Application for Child Care Benefits notifies applicants that they are not eligible to receive child care benefits or that child care benefits are not available due to the lack of funds.  Attachment C: Notice of Intent to Change Child Care Benefits notifies recipients that the social services district intends to change or suspend their child care benefits.  Attachment D: Notice of Intent to Discontinue Child Care Benefits notifies recipients of child care services that the social services district intends to terminate their child care benefits.

These forms meet the standards for adequate notice.  Two copies of the notice should be sent so that recipients can use one copy to request a fair hearing and retain one for their records.

Attachment E: Delinquent Family Share is a model form to notify recipients that they are delinquent in paying their family share of child care services and to provide these recipients with the opportunity to make satisfactory arrangements for repayment.  If the recipient does not make satisfactory arrangements to repay delinquent shares and the district intends to close the case, the Notice of Intent to Discontinue Benefits must be sent to the recipient

VI. Access to Client Notice Forms

Districts will be notified when forms will be available from the Bureau of Forms and Print Management.  Once available, a supply of forms may be requested by completing form OTDA-876 "Request for Forms or Publications."  In the meantime, districts should reproduce these forms locally.  The client notice forms will be available in Spanish in the near future.

Due to limitations in DSSP software, the redesigned client notice forms are in MICROSOFT WORD and, therefore, are not available on-line through DSSP.  A hard copy of the forms will be sent to each district with this LCM via regular mail.

Districts can obtain an electronic version (in WORD 97) of the client notice forms in Microsoft Outlook.  Network users should go to the Folder List and select: Public Folders, All Public Folders, the Statewide sub-folder, the OCFS sub-folder, the Child Care sub-folder and then the Subsidy sub-folder where the documents are filed

VII. Effective Date

Districts must implement the use of the forms (or an approved local equivalent) within 60 days from the date of this LCM.

VIII.
Contact Person

Questions regarding this LCM or a request for approval of a local equivalent of these forms may be directed to Rhonda Finlayson, Bureau of Early Childhood Services, phone 1-800-342-3715 extension 2-6785 or dial direct (518) 402-6785.  Ms. Finlayson also may be contacted on-line, Userid #90A381.

Issued By

Name: Roger Biagi

Title: Executive Deputy Commissioner
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