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Steps to Complete the Child Care Application Process

It is very important that you have child care assistance available to do your job search or if you are offered a job.

Listed below are the steps you should follow to make sure you have your child care ready when you need it.  

Step #1_______Complete the Child Care Programs application form during your intake or return them to your financial worker within 5 days.

Step # 2_______Your financial worker will review and tell you if you must give us more information.  If you are on MFIP or DWP, you will also be meeting with your employment counselor who will write in your employment plan that you must have your child care assistance opened.  

Step # 3_______Start looking for a provider right away.  

· It may take time to find the right provider for your children.

· You should allow about 10 working days for your financial worker to process your case.

· You do not want to delay your job search or starting a job because you do not have child care.

Step #4_______Contact your financial worker when you have found a provider.  Be sure to have the provider’s full name, address, phone number.  Tell your worker if your provider is licensed or unlicensed.

If you choose a licensed family home or a child care center, steps 5 – 8 will not be done.

Step #5_______Background Checks.  If you want to use an unlicensed provider, the county is required by law to do a background check on all people living in the provider’s home.

· Your financial worker will send forms to you to give to your provider to sign and return.  

· No further action can be taken or any payments made on your child care until the information from your provider is received.  

· If your provider is not approved, no payments can be made on your behalf even if your provider started caring for your children.

· You should ask your provider to return these forms to the county immediately.

Step #6_______A background check on previous arrests and convictions is done on all persons 13 or over living in the home of your provider. This may take some time so remember to plan ahead.

Step #7_______The background check is returned and your provider is approved.  Go to Step #9

Step #8 The background check is returned and your provider is disqualified.  You must select a different provider and

start with step # 3.

Step #9 _______Your financial worker will open your child care case (if all other verifications are received). 

Once your child care provider is approved

Step #10_______Your financial worker will send you and your provider an authorization form showing which children can receive child care assistance and the start and end dates.  
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