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CHANGING TIDES FAMILY SERVICES  
 
 
 
Welcome to community based child care services offered by Changing Tides Family 
Services!  This handbook outlines how parents may obtain financial help with the cost of 
child care, and outlines for child care providers how that financial help can offset the 
family’s cost of care. 
 
This handbook is organized as follows: 

· Introduction 
· Parent Section 
· Child Care Provider Section 
· Information for Both Parents and Child Care Providers 

 
 

Introduction 
 
 
This handbook describes how eligible families can obtain a subsidy to offset the 
expense of child care, and what the procedures are for child care providers to receive 
that reimbursement.  The handbook contains policies and procedures intended to meet 
the standards and regulations of the California Department of Education, which is the 
source of funds for child care assistance discussed in this handbook. 
 
Parents are encouraged to call Changing Tides Family Services at 707-445-9291 or 1-
800-795-3554, or visit our website at www.changingtidesfs.org to obtain free referrals 
for child care services or to start the process to apply for a child care subsidy.  Child 
care providers are also encouraged to contact us in order to obtain information 
regarding child care quality enhancement information, technical assistance, and 
information regarding how to obtain reimbursement for serving healthy meals and 
snacks for children in care. 
 
Changing Tides Family Services offers a wide range of programs in three core areas:  
child care services, developmental disabilities services, and mental health services.  For 
current information, please visit www.changingtidesfs.org.   
 
Se habla español. 
 
This handbook addresses two types of programs that parents may use to obtain a child 
care subsidy: 
 

· Parent Choice Programs – parents may select from any licensed family child 
care home, licensed child care center, license exempt center, recreation 
program, friend, family, neighbor caregiver (These programs include 
Alternative Payment Program, CalWORKs Stage 2 and 3). 
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· Family Child Care Home Education Network – parents may select from 
approximately 80 licensed family child care homes which have agreed to 
provide enhanced services to children in care and to their families. 

 
The rules are the same for parents to be eligible for either the Parent Choice Programs 
or the Family Child Care Home Education Network, and for providers to receive 
reimbursement.  
 
Children served by Changing Tides Family Services must live in the State of California, 
and must have parents who live or work in Humboldt County.  The determination of 
eligibility for child care and development services shall be without regard to the 
immigration status of the child or the child’s parent(s) unless the child or the child’s 
parent(s) are under a final order of deportation from the United States. 
 
The services described in this handbook are for children under age 13 (with preferred 
placement for 11 and 12 year olds in an After School Education and Safety Program 
(ASES) or 21st Century Community Learning Center.  Children with exceptional needs, 
who are age 13-21, may receive continued services under certain conditions. 
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Parent Section 
 
 
Welcome, parents! 
 
 
This section is intended to help parents apply for, obtain, and follow the rules to 
maintain a child care subsidy. 
 
How to Apply for a Child Care Subsidy:  
In each of California’s 58 counties, there is a locally maintained “Centralized Eligibility 
List”, often referred to as the CEL. 
 
In Humboldt County, this list is maintained by Changing Tides Family Services.   The 
Changing Tides Family Services’ programs below use this list to contact families to 
enroll in their programs.  To get on the list, call 707-445-9291 or 800-795-3554.  You 
can also apply through our website at www.changingtidesfs.org or in person at 2379 
Myrtle Avenue, Eureka.    
 
Changing Tides Family Services’ subsidized child care programs include: 

· Parent Choice Programs—Alternative Payment, CalWORKs Stage 2 
and 3 

· Family Child Care Home Education Network 
· Shining Stars Children’s Center (license # 121373676) 

 
When any of the above programs have space to enroll new children, they are required 
to draw parents’ names from the Centralized Eligibility List.  Parents’ eligibility is 
automatically ranked based on State regulations. 
 
Families are automatically contacted by Changing Tides Family Services when spaces 
become available in the Parent Choice Programs or the Family Child Care Home 
Education Network.  Families are contacted in the following order: 
 

1. Families already receiving subsidized child care services through a state funded 
program and about to lose care or deemed “enrolled but waiting” by a state 
funded program. 

2. Siblings of currently enrolled children. 
3. Children who are at risk of abuse/neglect/exploitation. 
4. Families of 11 or 12 year olds who received services from Changing Tides 

Family Services, switched to a designated alternative program, then want to 
switch back to Changing Tides Family Services. 

5. All other families are admitted based on family income, adjusted to family size.  
Families with the lowest income shall be served first.  If two families have the 
same income, any family with an exceptional needs child (as defined by the 
State) shall be admitted first. 
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How to Enroll  
Changing Tides Family Services staff will contact the next eligible family on the 
Centralized Eligibility List.  A phone screening will take place to see if the parent still 
needs child care or if family, income, work, or other needs have changed.  Assuming 
that the parent is still eligible, an appointment will be scheduled with a Case Manager to 
conduct an enrollment appointment.  At the appointment, the parent will be requested to 
complete an “Application for Services”.  This is an important document that the parent is 
required to sign under penalty of perjury.   
 
At the enrollment appointment, the Case Manager will interview the parent to obtain a 
variety of information.  Assuming that all information can be verified, and the family can 
demonstrate eligibility and need for services, the family will be enrolled and issued an 
approval notice of action, within 30 days. 
 
When a parent is enrolled, Changing Tides Family Services will define the “child’s 
certified need for care”.  This definition will influence how much reimbursement can be 
paid to a provider, and may change at any time according to updates in eligibility and 
need for care. 
 
A parent’s current enrollment status is noted on the most current “Notice of Action” 
which has been transmitted to the parent.  The Notice of Action (NOA) contains 
important information including how to appeal a denial of services, termination, or 
change in service authorization. 
 
Parents are required to notify their Changing Tides Family Services Case Manager 
within 5 calendar days of any change in family income, family size, or the need for care.  
Some common examples of when a family is required to contact their Case Manager 
include but are not limited to: 

· New job 
· Job ended 
· New work schedule 
· Got a raise or bonus 
· Got a pay cut 
· Got married 
· Got divorced or separated 
· Parent moved back to or left the home 
· Had a baby 
· Custody changed 
· Parent went to or came back from jail 
· Parent went on or off public assistance 
· Change in class schedule; end of semester 
· Any provider change or desire to change provider 
· Change in address, phone, or contact information 
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Parent Eligibility and Need for a Child Care Subsid y 
Definitions and Documentation  
To obtain reimbursement assistance for the cost of child care, parents must establish 
initial then ongoing eligibility and need.  In this handbook, “parent” means a biological 
parent, adoptive parent, stepparent, foster parent, caretaker relative, legal guardian, 
domestic partner of the parent, or any other adult living with a child who has 
responsibility for the care and welfare of the child. 
 
To determine the family size: 
“Family” means the parents and the children for whom the parents are responsible, who 
comprise the household in which the child receiving services is living.  For the purposes 
of income eligibility and family fee determination, when a child and his or her siblings 
are living in a family that does not include their biological or adoptive parent, “family” 
shall be considered the child and related siblings. 
 
“Parent” means a biological parent, adoptive parent, stepparent, foster parent, caretaker 
relative, legal guardian, domestic partner, or any other adult living with a child who has 
responsibility for the care and welfare of the child. 
 
Parents must submit the names of the parents and the names, gender and birthdates of 
the children identified in the family.  This information shall be documented on a 
confidential application.  Parents are required to provide supporting documentation 
regarding the number of children and parents in the family.  Children may be 
documented by one of the following, as applicable: 

· Birth certificates 
· Court orders regarding child custody 
· Adoption documents 
· Records of foster care placements 
· School or medical records 
· County welfare department records 
· Other reliable documentation indicating the relationship of the child to 

the parent 
 
When only one parent has signed the application and the information indicates that the 
child(ren) in the family has another parent whose name does not appear on the 
application, then the presence or absence of that parent shall be documented by any 
one of the following as applicable: 

· Records of marriage, divorce, domestic partnership or legal separation. 
· Court ordered child custody arrangements. 
· Evidence that the parent signing the application is receiving child 

support payments from that person, has filed for child support with the 
appropriate local agency or has executed documents with that agency 
declining to file for child support. 

· Rental receipts or agreements, contracts, utility bills or other 
documents for the residence of the family indicating that the parent is 
the responsible party. 

· Any other documentation, excluding a self-declaration.  Exception: due 
to the recent departure of a parent from the family, the applicant parent 
may submit a self-declaration signed under penalty of perjury 
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explaining the absence of that parent from the family.  Within six 
months of applying or reporting this change in family size, the parent 
must provide documentation as previously described. 

 
Once all members of the family are identified and d ocumented, eligibility and 
need for care criteria must be met.  
 
1.  Eligibility Categories —Any ONE of the following: 

�� Income eligibility.  Family gross income meets current State requirements 
(between 40% and 75% of California state median income adjusted for 
family size upon enrollment) 

�� Parent is currently receiving public assistance 
�� Homelessness  
�� Child(ren) is receiving protective services through the local county welfare 

department, or is referred by appropriately qualified entities as being at 
risk of abuse, neglect, or exploitation  

 
a. Income Eligibility  
In order to be income eligible, the family must document their total countable income.    

 
Countable Income:  For families that are being certified for income eligibility, staff will 
calculate the “total countable income” of all individuals counted in the family size.  Such 
income includes but is not limited to: 

�� Gross wages or salary, advances, commissions, overtime, tips, bonuses, 
gambling or lottery winnings 

�� Wages for migrant, agricultural, or seasonal work 
�� Public cash assistance 
�� Gross income from self employment minus business expenses with the 

exception of wage draws 
�� Disability or unemployment compensation 
�� Workers compensation 
�� Spousal support, child support received from the former spouse or absent 

parent or financial assistance for housing costs or car payments paid as 
part of or in addition to spousal or child support 

�� Survivor and retirement benefits  
�� Dividends, interest on bonds, income from estates or trusts, net rental 

income or royalties 
�� Rent for room within the family’s residence 
�� Foster care grants, payments or clothing allowance for children placed 

through child welfare services 
�� Financial assistance received for the care of a child living with an adult 

who is not the child’s biological or adoptive parent 
�� Veterans pensions 
�� Pensions or annuities 
�� Inheritance 
�� Allowances for housing or automobiles provided as part of compensation 
�� Portion of student grants or scholarships not identified for educational 

purposes as tuition, books or supplies 
�� Insurance or court settlements for lost wages or punitive damages 
�� Net proceeds from the sale of real property, stocks, or inherited 
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�� Other enterprise for gain 
 

b. Public Assistance —if the basis of eligibility is that the parent is a current aid recipient, 
the parent shall provide documentation of public cash assistance, unless otherwise 
determined by Changing Tides Family Services.   

 
c. Homelessness —a family may be eligible for services if homelessness is documented 
through a written referral from an emergency shelter or other legal, medical or social 
service agency on business letterhead, or a written parental declaration that the family is 
homeless and a statement describing the family’s current living situation. 
 
d.  Child is receiving protective services or refer red by a “legally qualified 
professional” —written referral by County of Humboldt, Child Welfare Services, or other 
legally qualified professional.  Such referral must be presented on the business letterhead 
of the referent, and have been dated within 3 months of the presentation to Changing 
Tides Family Services.  No “need” documentation will be required for this eligibility. 

 
Other eligibility criteria: 
 
a. Parent Former Cash Aid Recipient within the past 24 months.  Same as for public 
assistance “b” above. If the parent of the child was on cash assistance, the date the 
parental cash aid was terminated must be documented. 
 
b. Parent can only enroll onto Stage 3 if timing out from Stage 2 – documentation will be 
generated for the parent regarding this transfer after 24 months off cash aid. 
 
c.  Parent is enrolled on CalWORKs Stage 1, and referred by the County of Humboldt- 
while still on aid or within 24 months of aid ending. 
 
d.  Children age 13-21 with exceptional needs: Children age 13-21, who have 
exceptional needs, may be eligible for services under the following circumstances: 
 

The parent has provided Changing Tides Family Services with a copy of an 
active individual family service plan (IFSP) or individualized education program 
(IEP) that includes a statement that the child requires the special attention of 
adults in a child care setting.  This document must be signed by a legally 
qualified professional, rendering the opinion, and must include his/her name, 
address, license number, and telephone. 

 
2.  Need Categories  
For families who are eligible for services based on income, public assistance, or 
homelessness, parent(s) must document that each parent in the family meets a need 
criterion. 
Need categories are: 

a. Employment 
b. Seeking Employment 
c. Vocational training leading directly to a recognized trade, para-profession, or 

profession 
d. Seeking Permanent housing for family stability 
e. Parental Incapacity 
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Subsidized child care and development services shall only be available to the extent to 
which: 

· The parent has a need as described in a-e above 
· There is no parent in the family capable of providing care for the 

family’s child during the time care is requested, and 
· Supervision of the family’s child is not otherwise being provided by 

school, another person, or other entity 
 
All required documentation mentioned in this handbook must be submitted to: 
 

Child Care Services 
2379 Myrtle Avenue 
Eureka, CA  95501 

 
a.  Employment Documentation  
Changing Tides Family Services requires documentation of the days and hours of 
employment of the parent(s) in the family. 
 
Parent has an Employer 
1)  A Changing Tides Family Services’ Employment Verification Form completed by the 
employer, signed by the parent as a release of information, with the employer’s name, 
address, telephone number, usual hours of business, and  
2)  All payroll check stubs, a letter from the employer, or other record of wages issued 
by the employer for the month preceding the initial certification, an update of the 
application, or the recertification that establishes eligibility for services.  The pay stubs 
should contain the date the check was issued, gross pay amount, pay period, year to 
date, the name of the employed parent, and the name of the employer. 

Changing Tides Family Services will then directly contact the employer(s) to 
verify: 

· Parent(s) salary/wage, rate of pay, potential for overtime, tips or 
additional compensation 

· Hours and days of work 
· Variability of hours and days of work 
· Pay periods and frequency of pay 
· Employment start date for the parent 

Note:  If this documentation is not available, consult with Changing Tides Family 
Services for other options 
 

If the parent is self-employed, a combination of documentation will be considered for 
12 months to 30 days (depending on amount of time in business) preceding the 
initial certification, an update of the application, or the recertification that 
establishes eligibility.  Staff will evaluate on a case by case basis which of the 
following types of documentation are necessary: 

o A Changing Tides Family Services’ Self-Employment Verification 
Form 

o A letter from the source of the income indicating cost of services 
o Profit and loss statement for previous twelve consecutive months 

including the itemized income and expenses 
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o A copy of the most recently signed and completed tax return with a 
statement of current estimated income for tax purposes 

o Other business records such as ledgers, receipts, or business logs 
o Documentation of all non-wage income 
o Self-certification of any income for which no documentation is 

possible 
 
3)  When the pay stubs provided by the parent do not indicate the days and hours of 
employment, Changing Tides Family Services will do one of the following: 

· Telephone the employer to verify information 
· If the variability of the parent’s employment is unpredictable and makes it 

impossible for Changing Tides Family Services staff to verify specific days and 
hours of employment or work week cycles, staff may specify on the application 
for services that the parent is authorized for a variable schedule for the actual 
hours worked.  Staff would then identify the maximum number of hours of need 
based on the week with the greatest number of hours within the preceding four 
weeks and the verification as previously described.  Until the parent’s 
employment pattern becomes predictable, need for services shall be updated at 
least every four months. 

· If the employer refuses or is non-responsive in providing the requested 
information, Changing Tides Family Services staff will record their attempts to 
contact the employer and specify and attest on the application for services to the 
reasonableness of the days and hours of employment based on the description 
of the employment and community practice. 

· If the parent asserts in a declaration signed under penalty of perjury that a 
request for employer documentation would adversely affect the parent’s 
employment, Changing Tides Family Services staff are authorized to: 

o Attest to the reasonableness of the parent’s assertion, and 
o Specify and attest to the reasonableness of the days and hours of 

employment based on the description of the employment and community 
practice 
 

Travel and Sleep Time 
If additional services are requested for travel time or sleep time to support employment 
(does not apply to self-employment), Changing Tides Family Services will determine, as 
applicable, the time authorized for: 

· Travel to and from the location at which services are provided and the place of 
employment, not to exceed half of the daily hours authorized for employment to a 
maximum of four hours per day 

· Sleep, if the parent is employed anytime between 10:00 p.m. and 6:00 a.m., not 
to exceed the number of hours authorized for employment and travel between 
those hours 

 
Self-Employed Parent(s) 
Documentation of Need for self-employment must include:  

a. A parent’s declaration of need under penalty of perjury that includes a 
description of the employment and an estimate of the days and hours worked 
per week 

b. As applicable, a copy of a business license, a workspace lease, webpage 
printouts, trade license, workspace rental agreement, etc. 
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c. To demonstrate the days and hours worked by the parent, a copy of one or 
more of the following: 

· Appointment, mileage, and/or job logs 
· Client receipts 
· A list of clients with contact information or similar records 

 
In addition, Changing Tides Family Services staff must review the above 
documentation, and if acceptable, approve through a statement that the total number of 
days and hours requested per week is reasonable.  If the parent has unpredictable 
hours of employment, Changing Tides Family Services staff shall authorize the parent 
for a variable schedule not to exceed the number of hours needed per week.  Need for 
services for unpredictable hours shall be updated at least every four months. 
 
Changing Tides Family Services may verify need based upon the documentation 
provided and take additional action to verify self-employment that includes any one or 
more of the following: 

· If the self-employment occurs in a rented space, contacting the parent’s leassor 
or other person holding the right of possession to verify the parent’s renting of the 
space 

· If the self-employment occurs in variable locations, independently verifying this 
information by contacting one or more clients whose names and contact 
information have been voluntarily provided by the parent 

· Making other reasonable contacts or requests to determine the amount of time 
for self-employment 

 
In rare instances, after attempting to obtain the information above and documenting 
such attempts, it is still not possible for Changing Tides Family Services staff to make a 
reasonable assessment of the hours needed for self employment, staff are authorized to 
divide the parent’s self-employment income by the applicable minimum wage.  The 
resulting quotient shall be the maximum hours needed per month. 
 
Parents must provide a release to enable Changing Tides Family Services to obtain the 
information it deems necessary to support the parent’s asserted days and hours worked 
per week. 
 
Documentation of Employment in the Home or a Licensed Family Child Care Home 
In addition to obtaining credible documentation such as those described under “Parent 
with Employer” or ”Self Employment”, if the parent’s employment is in the family’s home 
or on property that includes the family’s home, the parent must provide justification for 
requesting subsidized child care and development services based on the type of work 
being done and its requirements, the age of the family’s child for whom services are 
sought, and, if the child is more than five years old, the specific child care needs.   
 
Changing Tides Family Services staff shall then determine and document whether or 
not the parent’s employment and the identified child care needs preclude the 
supervision of the family’s child. 
 
If the parent is a licensed family child care home provider or an individual license-
exempt provider, the parent is not eligible for subsidized services during the parent’s 
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business hours because the parent’s employment does not preclude the supervision of 
the family’s child. 
 
If the parent is employed as an assistant in a licensed large family child care home, and 
is requesting services for the family’s child in the same family child care home, the 
parent must provide documentation that shows all of the following: 

· A copy of the family child care home license indicating it is licensed as a large 
family child care home 

· A signed statement from the licensee stating that the parent is the assistant, 
pursuant to the staffing ratio requirement of CCR Title 22 

· Proof that the parent’s fingerprints are associated with that licensed family child 
care home as its assistant, which Changing Tides Family Services may verify 
with the local community care licensing office,  

· Payroll deductions withheld for the assistant by the licensee, which may be a pay 
stub 

 
Documentation of Seeking Employment 
If a parent’s need for subsidized child care and development services is “seeking 
employment”, such services will be limited to 60 working days (the consecutive 
Mondays through Fridays, excluding any federal holidays) each fiscal year (July 1-June 
30).  (An exception may be approved during certain state specified emergencies). 
 
Child care reimbursements for “seeking employment” shall occur on no more than five 
days per week and for less than 30 hours per week.  The period of eligibility shall start 
on the day authorized by Changing Tides Family Services and extend for consecutive 
working days. 
 
Documentation of seeking employment shall include a written parental declaration 
signed under penalty of perjury stating that the parent is seeking employment.  The 
declaration shall include the parent’s plan to secure, change, or increase employment 
and the days and hours of when services will be necessary.   
 
If a parent has concurrently received services based on employment or vocational 
training for at least 20 working days while receiving services for seeking employment, 
eligibility for seeking employment may be extended for an additional 20 working days.  
For such a parent, services for this purpose shall not exceed 80 working days during the 
fiscal year (July 1-June 30). 
 
If services for seeking work are discontinued, the number of working days remaining in 
the period of eligibility shall be available for a subsequent period of eligibility during the 
fiscal year.   
 
Documentation of Training Toward Vocational Training Leading Directly to a 
Recognized Trade, Para-profession, or Profession 
If the basis of need as stated on the application for services is vocational training 
leading directly to a recognized trade, para-profession, or profession, child care and 
development services shall be limited to six years from the initiation of services or 24 
semester units (or its equivalent) after the attainment of a Bachelor’s Degree.  The 
parent may change his or her vocational goal, but services shall be limited to the time or 
units remaining from the initiation of services for vocational training. 
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The parent shall provide documentation of the days and hours of vocational training with 
the following: 

· A Changing Tides Family Services’ Training Verification Form with a 
statement of the parent’s vocational goal, the name of the training institution 
that is providing the vocational training, the dates that the current training 
period (i.e. a semester) begins and ends, the anticipated completion date of 
all required training activities to meet the vocational goal and upon completion 
of the training period a report card, transcript, or other record to document 
that the parent is making progress toward attainment of the vocational goal. 

· Copy of the current class schedule that is either an electronic print-out from 
the training institution or if unavailable, a document that includes the classes 
in which the parent is currently enrolled, the days of the week and times of 
day of the classes, and the signature or stamp of the training institution’s 
registrar. 

 
A parent shall report any changes in class schedule within 5 calendar days of 
requesting the change from the institution.  Services may be provided for classes 
related to the General Education Department (GED) test or English language 
acquisition if such courses support the attainment of the parent’s vocational goal. 
 
Online or televised instructional classes that are unit bearing classes from an accredited 
training institution shall be counted as class time at one hour a week for each unit.  The 
parent shall provide a copy of the syllabus or other class documentation and, as 
applicable, the web address of the online program.  The accrediting body of the training 
institution shall be among those recognized by the U.S. Department of Education. 
 
Adequate progress must be documented in order to continue services based on 
training.  To make progress each training period, the parent shall earn 2.0 grade point 
average in a graded program or pass the program’s requirements in at least 50% of the 
classes or meet the training institution’s standard in a non-graded program. 
 
The first time the parent does not document adequate progress, the parent may 
continue to receive services for one additional training period, as applicable, to improve 
the parent’s progress.  At the conclusion of that session, the parent shall, in the classes 
for which subsidized care was provided, have made adequate progress.  If the parent 
has not made adequate progress, services while the parent is in training will not be 
authorized.  Services for training in accordance to the need for care will be available to 
the parent 6 months from the notice of action effective date (ending services for 
training). 
 
No later than 10 calendar days after the training institution has released progress 
reports for the training period, the parent shall provide Changing Tides Family Services 
with a copy of the parent’s official progress report.  Changing Tides Family Services 
may require the progress report be sent directly to us from the training institution or 
verify the parent’s progress directly with the training institution.  
 
Changing Tides Family Services shall determine the days and hours needed per week 
and whether the parent is making progress, based on documentation.  Changing Tides 
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Family Services may request that the parent provide a publication from the training 
institution describing the classes required to complete the parent’s vocational goal. 
 
Study Time or Travel Time 
If additional services are requested for study time or travel time to support the 
vocational training, Changing Tides Family Services shall determine, as appropriate, the 
amount of services needed for: 

· Travel to and from the location at which services are provided and the training 
location, not to exceed half of the weekly hours authorized for training to a 
maximum of 4 hours per day; or 

· Study time, including study time for online and televised instructional classes, 
according to the following: 

o 2 hours per week per academic unit in which the parent is enrolled; and 
o On a case by case basis, and as may be confirmed with the class 

instructor, additional time not to exceed on hour per week per academic 
unit in which the parent is enrolled; and 

o On a case by case basis, no more than the number of class hours per 
week for non-academic or non-unit bearing training. 

 
The service limitations shall not apply to parents who can demonstrate that he/she is: 

· As of June 27, 2008 receiving services for vocational training and has attained a 
Bachelor’s Degree; 

· Receiving services from a program operating pursuant to Education Code 
section 66060; 

· Attending vocational training when the parent has been deemed eligible for 
rehabilitation services by the California Department of Rehabilitation; or 

· Attending retraining services available through the Employment Development 
Department of the State or its contractors due to a business closure or mass 
layoff. 

 
Documentation of Parental Incapacity 
If the basis of need as stated on the application for services is parental incapacity, child 
care and development services shall not exceed 50 hours per week. 
 
Documentation shall include a completed Changing Tides Family Services’ Statement 
of Incapacity Form signed by the incapacitated parent authorizing a legally qualified 
health professional to disclose information necessary to establish that the parent meets 
the definition of incapacity and needs services.  This statement shall include: 

· A statement that the parent is incapacitated, that the parent is incapable of 
providing care and supervision for the child for part of the day, and if the parent is 
physically incapacitated, that identifies the extent to which the parent is incapable 
of providing care and supervision 

· The days and hours per week that services are recommended to accommodate 
incapacitation, taking into account the age of the child and the care needs.  This 
may include time for the parent’s regularly scheduled medical or mental health 
appointments 

· The probable duration of the incapacitation and 
· The name, business address, telephone number, professional license number, 

and signature of the legally qualified health professional who is rendering the 
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opinion of incapacitation and, if applicable, the name of the health organization 
with which the professional is associated 

 
The parent signature on the Changing Tides Family Services Statement of Incapacity 
also allows Changing Tides Family Services staff to contact the legally qualified health 
professional for verification, clarification, or completion of the provided statement.  
Changing Tides Family Services shall determine the days and hours of service based 
on the recommendation of the health professional and consistent with State regulations. 
 
Changing Tides Family Services recognizes that situations of parental incapacity may 
involve emergency situations.  Unfortunately, State regulations do not allow for 
exceptions to the regular procedures for enrolling eligible families. 
 
Documentation of Seeking Permanent Housing 
If the basis of need as stated on the application for services is seeking permanent 
housing for family stability, the parent’s period of eligibility for child care and 
development services is limited to 60 working days during the fiscal year.  Services shall 
occur on no more than 5 days per week and for less than 30 hours per week.  The 
period of eligibility shall start on the day authorized by Changing Tides Family Services 
and extend for consecutive working days.   
 
Documentation of seeking permanent housing shall include a written parental 
declaration signed under penalty of perjury that the family is seeking permanent 
housing.  The declaration shall include the parent’s search plan to secure a fixed, 
regular, and adequate residence and shall identify a general description of when 
services will be necessary.  If the family is residing in a shelter, services may also be 
provided while the parent attends appointments or activities necessary to comply with 
the shelter participation requirements. 
 
Changing Tides Family Services shall determine the number of weeks available for 
seeking permanent housing and the child care schedule, which may be a variable 
schedule, based on documentation.  During the period of authorization and if necessary 
to verify need, Changing Tides Family Services may request that the parent provide, no 
more than once a week, either a declaration signed under penalty of perjury describing 
the activities the parent has undertaken during the pervious week to seek permanent 
housing or a signed statement from the shelter, transitional housing agency, or 
homeless support program regarding the parent’s search progress to date. 
 
If the parent does not expect to secure housing prior to the end of the eligibility period, 
the parent may request an extension in a declaration of need signed under penalty of 
perjury that includes an update of the parent’s search plan and either a description of 
the activities undertaken during the previous week to seek permanent housing or a 
signed statement from the shelter, transitional housing agency, or homeless support 
program indicating the parent’s continued need for services; and Changing Tides Family 
Services may authorize an extension of search eligibility for up to 20 additional working 
days.   
 
If services for this purpose are discontinued, the number of working days remaining in 
the period of eligibility shall be available for a subsequent period of eligibility during the 
contract period.   
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Working days used to determine the period of eligibility shall include the consecutive 
Mondays through Fridays, excluding any federal holidays. 
 
Limited Term Service Leave 
If the family will temporarily not have a need for subsidized child care and development 
services, Changing Tides Family Services may grant the family a limited term service 
leave.   
 
Reasons for a limited term service leave shall include medical leave and family leave 
(birth or care of the parent’s newborn, placement of a child with the parent for adoption 
or foster care, and to care for the parent’s child, spouse, or parent who has a health 
condition), and may include, but are not limited to:  break in employment, school break, 
the child’s visit with the non-custodial parent that is not ordered by the court, or family 
vacation in excess of best interest days (see absence policy section).   
 
During a limited term service leave, the family shall not be disenrolled from the program.  
The service agreement shall indicate that no services will be provided during the limited 
term service leave.  A limited term service leave shall not exceed 12 consecutive weeks 
in duration.   
 
The exceptions to this are for a leave from employment or training for medical or family 
leave or when the vocational training program is not in spring, fall, or winter sessions.  
Only in these instances shall a limited term service leave not exceed 16 consecutive 
weeks in duration. 
 
A limited term service leave may be granted for any portion of the fiscal year in which a 
child is attending an After School Education and Safety Program, or federal 21st Century 
Community Learning Centers programs.   
 
Other Documentation Required in Order to Enroll in Subsidized Child Care and 
Development Services  
 
Depending upon the age of the child and the circumstances of the parent(s) any one of 
the following documents may be required: 

· Physician Statement form and immunization records for all children who have not 
entered kindergarten 

· Current custody/visitation schedules/court orders 
· Welfare to Work plans (for Stage 2 and Stage 3) 
· Notification and Certification of 11 and 12 year old children (notice regarding the 

 availability of alternative child development programs) 
· A court document that verifies the days and hours of required community service 

and the beginning and end dates of the community service  
· For Jury Duty, a copy of the jury summons and dates in court 

 
Selecting a Child Care Provider  
When choosing a child care provider, parents usually consider the provider’s rates, 
needs of the family’s schedule, age of the child(ren), provider’s philosophy/program, 
provider’s location, and quality enhancements (such as meal service or transportation).    
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Although Changing Tides Family Services may be temporarily reimbursing part or all of 
the expense of the child care selected, it is the parent’s responsibility to fully meet the 
provider’s financial or program requirements.    Parents may be asked to sign a contract 
by the provider, which is a transaction or business agreement between the parent and 
provider.  Providers are not employees of Changing Tides Family Services.  Should a 
parent’s eligibility or need change or should the provider’s rates change, the parent may 
be fully responsible for all charges owed to the provider. 
 
Quality child care not only helps families to earn an income or learn a trade, but it can 
also support children in their education and development.  Parents are encouraged to 
visit prospective providers, observe their care giving style, and ask about how their care 
will assist their child to grow and develop. 
 

The following is very important  for parents to understand: 
· Parents are not authorized to make a commitment to a provider that Changing 

Tides Family Services will pay for part or all of their care.  Only Changing Tides 
Family Services is authorized to do so.  Child care reimbursements will not be 
retroactive; families must be fully enrolled and authorized before child care 
reimbursements will occur. 

· If choosing an individual who is exempt from licensure (family member, friend, 
neighbor) in some cases the individual must be cleared through the TrustLine 
fingerprint process prior to Changing Tides Family Services being able to make 
any reimbursement.  The TrustLine process can take a week or months.   

· The State of California does not recognize “home-schooling” unless provided by 
a credentialed teacher.  This setting is not considered child care and will not be 
reimbursed. 

· Parents are strongly encouraged to call Community Care Licensing at (707) 445-
6650 in order to obtain a report of the licensee’s public complaint record. 

 
Families are encouraged to choose a provider/s that best suits the needs of their family.  
Per program guidelines, the parent must select a primary provider whose services will 
normally fully meet the schedule needed for the child. The program does not allow 
parents to select 2 (or more) providers and split the care hours for one child, if either 
provider’s schedule could accommodate the child.   
 
The exception is for a child enrolled in a licensed center-based program for the purpose 
of a large group school readiness experience, which may only operate part of the week, 
and another provider (not center-based) for hours beyond the school readiness 
program.   
 
Parent Choice Programs: 
Reimbursement for child care can occur for the following settings:  
 

· licensed small and large family child care homes 
· licensed child care centers and child care centers exempt from licensure 

(such as after school programs that normally charge a fee) 
· license exempt/out-of-home or in-home child care (some restrictions apply) 

and  
· religious/sectarian child care 
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Prior to making a final selection of a child care provider, Changing Tides Family 
Services encourages parents/guardians to carefully interview and visit the provider or 
several providers.  Changing Tides Family Services staff members are available to 
provide information to families regarding how to choose quality child care, and to give 
free referrals to child care providers.  Changing Tides Family Services staff do not 
endorse, rate, recommend, or evaluate programs or providers. 
 
Licensed providers are required by law to make available copies of licensing visits made 
to their homes or centers.  Parents/guardians are strongly encouraged to call the health 
and safety regulator for licensed care, Community Care Licensing at (707) 445-6650, to 
seek the complaint history of any licensed provider.  Changing Tides Family Services 
maintains a record of parental complaints regarding exempt providers.   
 
Specific rules apply to the process for selecting an individual exempt provider.  Please 
ask the Case Manager for the “Exempt Provider” packet. 
 
Family Child Care Home Education Network (FCCHEN): 
 
This program consists of a network of small and large licensed family child care 
providers throughout Humboldt County.  FCCHEN providers offer specific services 
designed to meet the developmental needs of enrolled children.  
 
FCCHEN providers receive support through periodic visits by Changing Tides Family 
Services staff, and have agreed to offer enhanced services.  These include: 

· Ongoing professional development 
· Regular evaluation of the care-giving environment 
· Offering of free, nutritious snacks and meals 
· Provision of developmental assessments of the children in care 
· Offering of a child development curriculum 
 

If enrolled on the FCCHEN program, a parent may choose from those providers who 
have agreed to be FCCHEN participants.  If a parent is currently using a licensed family 
child care provider and the parent wishes continued service with that provider, the 
provider can request to be a FCCHEN participating provider.  If a FCCHEN provider 
chooses to discontinue participation in the program, the parent will need to find another 
participating FCCHEN provider in order to retain the child care subsidy.   
 
What Parents Must Do In Order for Their Provider to  Receive Reimbursement  
After a parent is enrolled, and has selected his/her child care provider, Changing Tides 
Family Services sends the provider a certificate which indicates what the authorized 
schedule is for the child.  The provider will also receive Daily Attendance Sheets. 
 
The parent must sign in and out each day on the Daily Attendance Sheet, using actual 
time in and out.  In addition, at the end of the month, the parent and provider must 
jointly sign the Daily Attendance Sheet.  Signatures must be legal signatures; blue and 
black ink is preferred for documentation purposes.  Pencil or white out on a Daily 
Attendance Sheet will result in no reimbursement for those days affected. 
 
If staff have reason to believe that parents have not been signing in and out each day 
on Daily Attendance Sheets (i.e. the parent signed all days at the end of the month) 
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reimbursement to the provider will be delayed or will not be made, depending upon the 
circumstances.  Please see example of completed Daily Attendance Sheet attached to 
this handbook. 
 
In addition to signing in and out daily, and finally at the end of the month, some parents 
may also be required on a monthly basis to submit monthly activity logs that document 
their eligibility hours.  It is the parent’s responsibility to ensure that these logs are 
received in a timely manner.  These logs are due to Changing Tides Family Services at 
2379 Myrtle Ave. Eureka, CA. by 5pm on the 3rd  day after the end of each month.  
Some parents coordinate giving these logs to the child care provider to submit with the 
provider’s Daily Attendance Sheet.  Parents are advised that in the event the provider 
loses the log, the provider may not be reimbursed for care for that month.  It is 
recommended that parents maintain their logs and submit them directly to Changing 
Tides Family Services. 
����
Continuation of Services                     
Parents are required to initiate contact and connect with Changing Tides Family 
Services within 5 calendar days of any change that could affect their eligibility or need.  
Failure to do so may result in termination of services. 
 
In families where no changes occur, an annual recertification appointment must be 
completed.  At that time, as during an initial appointment, all information must be 
verified again.  A notice of action is mailed to the parent and a letter is mailed to the 
provider indicated that there is a pending termination.  Failure to respond to the notice 
by the deadline will result in termination of services. 
 
For families with unpredictable, fluctuating work schedules, re-certifications must occur 
every 4 months. 
 
For families whose child has been referred for risk of abuse/neglect/exploitation, re-
certifications must occur every 3 months (a one time 12 month recertification is 
authorized for families referred by Child Welfare Services). 
 
Student parents must contact their Case Manager a month prior to the end of any term, 
semester, or conclusion of training activity and inform the Case Manager of their need 
for child care after the training period ends. 
 
Failure to fully recertify prior to the ending authorization date of the current authorization 
will result in termination of services. 
 
Parent Obligations  
In addition to those already described, parents must: 

· Accept mail sent by Changing Tides Family Services to the address on the 
parent’s application for services, 

· Respond to notifications sent by mail (certified mail), 
· Contact the Case Manager immediately if there is no current need for child 

care (see Limited Term Services section) 
 
Parents are strongly encouraged to inform Changing Tides Family Services if their child 
has an Individualized Education Plan (IEP) or Individualized Family Service Plan (IFSP).  
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The reason Changing Tides Family Services encourages families to provide this 
information is: 

�� Children with special needs may be eligible for subsidized services until 
they reach the age of 21 

�� Changing Tides Family Services can better work with providers to meet 
the child’s special need 

 
If parents feel they are not receiving mail from Changing Tides Family Services, they 
can address this problem with the US Postal Service office in their area.  Changing 
Tides Family Services is not responsible for lost mail.  Due to limited resources and the 
high caseloads assigned to staff, Changing Tides Family Services cannot make 
courtesy phone calls to remind parents of their obligations. 
 
Parents are ultimately responsible for ensuring that required documentation is submitted 
on time to Changing Tides Family Services.  Although many parents rely on other 
agencies or individuals to submit paperwork for them, this is not recommended.  Failure 
to submit documentation by the deadline is grounds for termination of services. 
 
Important:  If Changing Tides Family Services pays for the cost of child care to which 
the parent was not eligible or did not have a qualifying need, Changing Tides Family 
Services may bill the parent for that cost of care.  Example:  Parent enrolls at College of 
the Redwoods and is authorized 35 hours a week for care.  Parent drops two classes in 
October, does not notify Changing Tides Family Services, and care is continued to be 
subsidized through December when the parent’s semester grades showed two dropped 
classes.  Changing Tides Family Services would issue a termination of services for 
failing to follow the program rules, and send a bill to the parent for the overpayment to 
the provider. 
 
Attendance Policies  
Parents, or authorized adults 18 years of age or older and noted on the emergency 
card, are to sign in and sign out their children on a daily basis.    A note must be made 
as to the reason for any non-attendance on a regularly scheduled day (See sample 
Daily Attendance Sheet). 

Excused Absences 

Excused absences include:  

When the child or parent is ill and no care is used.  In these instances, the parent 
should write, “parent ill” or “child ill” on each day absent. 

Family emergency, defined as: 

a. Illness or injury of an immediate family member (see definition in the glossary) 
other than the parent or child. 

b. Death or funeral of an immediate family member. 

c. Situations such as family violence, family crisis, or disruption of the normal family 
schedule to the extent that the family or child is temporarily dislocated and the 
parent cannot continue to accompany the child to care. 
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d. Travel to care or activity is impeded by natural disaster or weather conditions. 

e. School field trips/programs if part of the curriculum. 

f. Child observing a religious holiday. 

Court-ordered visitation, defined as time spent with a parent or other relative as required 
by a court of law.  In order for this to be an excused absence, the parent must 
provide a copy of the court order to the Case Manager. 

Absences In the Best Interest of the Child (IBI’s) 

Some absences are considered “in the best interest of the child” (IBI’s).  These include:  

1. Child spending time at home or on vacation. 

2. Visits with immediate family members which are not court ordered.  

3. Parents/guardians enrolled at Humboldt State University or College of the 
Redwoods are allowed to continue with child care services during Spring or 
Thanksgiving Break to allow time for the parent to study.  If the parent chooses not 
to use care during the scheduled days they will count as IBI absences. 

 
IBI absences are excused, but are limited to ten (10) days per fiscal year.  After the 10th 
IBI is used, future absences become unexcused.   
 
The IBI rules do not apply to children receiving child care services for the prevention of 
child abuse or neglect.   

Unexcused Absences 
 
Unexcused absences are limited to ten (10) days per fiscal year.  Absences not covered 
above are considered unexcused.  Unexcused absences in excess of ten (10) days 
constitute grounds for termination of child care services.  If child care services are 
terminated for exceeding the limit for unexcused absences, the child(ren) will not be 
eligible for reimbursement for child care services until the next fiscal year. 
 
Family Fees  
Child care subsidies are intended to be a temporary support to a family.  Many families 
will be required to have a share of cost “family fee” which is due to the California 
Department of Education, billed by Changing Tides Family Services. Family fees are 
charged on a sliding scale established by the California Department of Education, and 
are intended to stretch valuable tax dollars.  The family fee is based on: 
 

o the family’s total countable monthly income and 
o the number of individuals counted in the family size 

 
The family fee can vary based upon which program the child is enrolled.  The part time 
fee is assessed when care is less than 6.5 hours (CCTR contract) or less than 6 hours 
(AP, CalWORKs Stage 2,3, CFCC).  The full time fee assessed when care is 6.5 or 
more hours/day (CCTR contract) or 6 or more hours/day (AP, CalWORKs Stage 2,3, 
CFCC). 
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The parent will receive a Notice of Action regarding the fee amount if any.  Changing 
Tides Family Services will then bill the parent prior to each month of care.  If the parent 
has a fee, the parent will be asked to sign a Family Fee Agreement.  This agreement 
includes the method of billing and payment. 
 
The Family Fee is: 

· Charged for only one child per family. 
· Billed according to the child who is enrolled for the most hours per day. 
· Billed as a part-time or full-time day. 
· Based on scheduled care, whether the child attends or not. 
· Billed to parents in advance. 
· Due from parents on the first of the month. 
· Delinquent if not received by 5pm on the 7th of the month at 2259 Myrtle Ave., 

Eureka, CA  95501. 
· Adjusted after properly completed attendance sheets arrive. 

 
The Family Fee Is Not: 

· Any co-payment owed to the provider because the provider’s rates exceed the 
level of reimbursement Changing Tides Family Services is allowed to pay on 
behalf of the parent. 

 
Family Fee Procedures: 
· Failure to pay family fees in full and on time can result in a Notice of Action being 

sent to the parent which terminates child care reimbursements.   If the parent pays in 
full before the termination date after 2 notices in a 12-month period, Changing Tides 
Family Services may develop a plan with the parent for making payments on time.  
The 3rd notice mailed to the parent in a 12-month period will be considered final. 

· Payment arrangements may be possible for parents who cannot pay their fee in full.  
To arrange a possible payment schedule, parents must contact Changing Tides 
Family Services no later than 5:00 PM on the 7th of the month or the last workday 
prior to the 7th of the month. 

· Only one-payment arrangement at a time will be approved. 
· The parent on file is responsible for paying fees; Changing Tides Family Services 

does not mediate split custody payments. 
· If a parent is paying a family fee for another local subsidized program funded 

through the California Department of Education, a credit may be possible.  Certain 
restrictions apply.  Please contact the Case Manager for more information. 

· If a receipt is needed, please request that with the payment.   
Should a personal check bounce, the parent will be sent a notice of action by the 
Case Manager, and a notice from the Changing Tides Family Services’ Finance 
Department. 

· Write offs and credits of $2.50 or less will be kept on file for one month, then 
removed. 

· All payments must be delivered in a sealed envelope by mail, in person, or through 
the 24 hour mail slot at:   

2259 MYRTLE AVE. EUREKA, CA 95501 
Please do not leave cash in the overnight drop box. 

No change is available at reception. 
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Appeal Procedure 
The appeal procedure is used when a parent believes he/she has received an adverse 
action, as documented on a Notice of Action form issued regarding actions affecting the 
use of California Department of Education subsidized child care programs. 

 
If the parent(s) disagrees with an action, the parent(s) may file a request for a hearing 
with Changing Tides Family Services in writing by 5pm on the deadline listed on the 
Notice of Action.  Upon the filing of a request for hearing, the intended action shall be 
suspended until the review process has been completed.  Child care reimbursements 
may continue during the appeal process.  The review process is complete when the 
appeal process has been exhausted or when the parent(s) abandons the appeal 
process. 
 
Within ten calendar days following the receipt of the request for a hearing, Changing 
Tides Family Services shall notify the parent(s) of the time and place of the hearing.  
The time and place of the hearing shall, to the extent possible, be convenient for the 
parent(s).  
 
The hearing shall be conducted by the designated Quality Assurance Officer, who will 
serve as the hearing officer.  If the Quality Assurance Officer is not available, the 
Division Director or Child Care Services Manager may conduct the hearing and render a 
decision.    
 
The parent(s) or their authorized representative is required to attend the hearing.  If the 
parent(s) or their authorized representative fails to appear at the hearing, the parent(s) 
will be deemed to have abandoned his or her appeal.  Child care reimbursements will 
cease.  Only persons directly affected by the hearing as determined by the hearing 
officer shall be allowed to attend. 
 
Changing Tides Family Services shall arrange for the presence of an interpreter at the 
hearing, if one is requested by the parent(s). 
 
The hearing officer shall explain to the parent(s) the legal, regulatory, or policy basis for 
the intended action.  During the hearing, the parent(s) shall have the opportunity to 
explain the reasons they believe Changing Tides Family Services’ decision was 
incorrect.  Changing Tides Family Services’ staff shall present any material facts being 
omitted by the parent(s). 
 
After the hearing, no other documentation or statements or will be accepted from the 
parent or their representative. The hearing officer shall mail or deliver to the parent a 
written decision within ten calendar days after the hearing.  The written decision shall 
contain procedures for submitting an appeal to the Child Development Division. 
 
If the parent(s) disagrees with the written decision from Changing Tides Family 
Services, the parent has fourteen calendar days in which to appeal to the Child 
Development Division, California Department of Education.  If the parent(s) does not 
submit an appeal request to the Child Development Division within fourteen calendar 
days, the parent(s) appeal process shall be deemed abandoned and Changing Tides 
Family Services may implement the intended action. 
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The parent(s) shall specify in the appeal request the reason(s) why they believe 
Changing Tides Family Services decision was incorrect. A copy of Changing Tides 
Family Services’ notice of intended action and written decision shall be submitted by the 
parent(s) with the appeal request to the Child Development Division. 
 
Upon receipt of an appeal request, the Child Development Division may request copies 
of the basic data file and other relevant materials from Changing Tides Family Services.  
The Child Development Division may also conduct any investigations, interviews, or 
mediation necessary to resolve the appeal.  The decision of the CDD shall be mailed or 
delivered to the parent and to the contractor within thirty calendar days after receipt of 
the appeal request. 
 
Changing Tides Family Services shall comply with the decision of the Child 
Development Division immediately upon receipt thereof.  Changing Tides Family 
Services shall be reimbursed for child care and development services delivered to the 
family which is appealing during the appeal process.  If Changing Tides Family 
Services’ determination that a family is ineligible is upheld by the CDD, services to the 
family shall cease upon receipt of the CDD’s decision by the contractor. 

 
Appeals to Changing Tides Family Services should be sent to: 

Hearing Officer   2379 Myrtle Ave.  Eureka, CA  95501 
 

After local hearing, appeals to CDD should be sent to: 
Appeals Coordinator  1430 N St. Suite 3410, Sacramento, CA  95814 

 
 

 
Parents are encouraged to read the provider section  that follows, and to also read 

the section with information for both parents and p roviders. 
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Providers  
 
Welcome, child care providers! 
 
The following section is intended to assist in clear communication between child care 
providers and Changing Tides Family Services.  Child care providers are encouraged to 
review the previous section regarding “Parents”.   
 
How A Child Care Provider Can Be Eligible to Receiv e Child Care 
Reimbursements on Behalf of a Child  
 
Parent Choice Programs  
Each provider must complete and submit the appropriate packet, depending on the child 
care setting:   

· Licensed small and large family child care homes, or 
· Licensed centers and centers exempt from licensure, or  
· Exempt Relative Out-of-Home, or 
· Exempt Relative In-Home, or 
· Exempt Non-relative Out-of-Home, or 
· Exempt Non-relative In-Home. 

 
See Glossary for definitions of “relative” and “non relative”. 
 
Required documentation includes: 

· Completed packet, depending on care setting, 
· Completed W-9, 
· Provider’s statement of rates and policies on his/her business stationary.  

Changing Tides Family Services reserves the right to request verification of 
provider’s full cost rate from full cost parents or through the Resource and 
Referral database. 

 
All child care providers must be 18 years of age or older. 
 
Each child care provider must notify the Child Care Services office within 5 calendar 
days and in writing of any change in address, rates, or license information.  Although 
providers are free to increase or decrease their rates at any time and as many times as 
they wish, by state regulation Changing Tides Family Services is allowed to honor only 
one rate change per fiscal year.   
 
Licensed child care homes and licensed center-based  providers must submit a 
complete packet that includes: 

· A copy of the current facility license, with verification that fees to Community 
Care Licensing are current. 

· Copy of current rates/ policies put forth to the general public (Fee information will 
need to be updated annually.  Licensed providers and license-exempt centers 
must submit a copy of current rates/policies). 
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License exempt centers must provide: 
Copy of current rates/policies 
Documentation of why the center is exempt from licensure  

 
All providers will be required to sign the “Provider Program Rules Agreement”, which 
indicates they agree to abide by the terms set forth.  These terms include that the 
provider will allow unlimited access to the children by their parents, and state whether or 
not religious instruction or worship is provided, among many other terms.  
 
Annual updates from licensed providers that are required are: 

· Verification of receipt by Community Care Licensing of annual licensing fees.  
Child care reimbursements will not be paid for periods which extend beyond the 
due date of unpaid license fees. 

· Current fees charged to the general public, and current policies related to days of 
non-operation. 

 
Exempt Relatives Out-of-Home (by blood or marriage - aunts, uncles, grandparents) 
must submit: 

· Exempt Provider Payment Authorization form completed by both parent and 
provider. 

· A statement completed by the provider of their rates and policies, signed by the 
parent. 

· Proof of physical address of residence (A utility bill is the easiest way to do this). 
· A Declaration of Exemption from TrustLine Registration Form/Health and Safety 

Self-Certification completed by both parent and provider. 
· Health and Safety Checklist completed by both parent and provider. 
· Copy of valid photo ID (Changing Tides Family Services staff will inform the 

provider which forms of ID are acceptable) to document that the provider is 18 
years of age or older.  

 
Exempt Relatives In-Home, care where child resides (by blood or marriage -  aunts, 
uncles, grandparents) must also submit: 

· Exempt Provider Payment Authorization form completed by both parent and 
provider. 

· A statement completed by the provider of their rates and policies, signed by the 
parent. 

· Proof of physical address of residence (A utility bill is the easiest way to do this) 
· Health and Safety Checklist completed by both parent and provider. 
· A Statement of Understanding regarding in-home care and the obligations of the 

parent as an employer including: 
o proof of parent obtaining a worker’s compensation policy,  
o proof of withholdings made by the parent, and  
o proof of contact made by the parent with the IRS and State Equalization 

Board.   
o Minimum wage must be ensured for this type of care (the parent must pay 

the difference between the maximum reimbursement issued to the 
provider and current minimum wage for this area) 

· Copy of valid photo ID (Changing Tides Family Services staff will inform the 
provider which forms of ID are acceptable) to document that the provider is 18 
years of age or older.  
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Exempt Non-Relatives Out-of-Home  (siblings, great-aunts/uncles, great-
grandparents, neighbors, etc.) must complete and submit the following: 

· Proof of TrustLine clearance.  Child care reimbursements cannot be made to 
exempt, non-relative providers until after TrustLine clearance is received in 
writing at Changing Tides Family Services’ Child Care Services office.   To obtain 
a TrustLine clearance, the potential provider should contact our staff for an 
appointment to complete the LiveScan application and receive information on the 
LiveScan fingerprint process. 

· Exempt Provider Payment Authorization form completed by both parent and 
provider. 

· A statement completed by the provider of their rates and policies, signed by the 
parent. 

· Proof of physical address of residence (A utility bill is the easiest way to do this). 
· Health and Safety Checklist completed by both parent and provider. 
· Copy of valid photo ID (Changing Tides Family Services staff will inform the 

provider which forms of ID are acceptable) to document that the provider is 18 
years of age or older.  

 
Exempt Non-Relatives In-Home, care where the child resides (siblings, great-
aunts/uncles, great-grandparents, neighbors, etc.) must complete the following and 
submit to Changing Tides Family Services in order for child care to be authorized: 

· Proof of TrustLine clearance.  Child care reimbursements cannot be made to 
exempt, non-relative providers until after TrustLine clearance is received in 
writing at Changing Tides Family Services’ Child Care Services office.   To obtain 
a TrustLine clearance, the potential provider should contact our staff for an 
appointment to complete the LiveScan application and receive information on the 
LiveScan fingerprint process. 

· Exempt Provider Payment Authorization form completed by both parent and 
provider. 

· A statement completed by the provider of their rates and policies, signed by the 
parent. 

· Proof of physical address of residence (A utility bill is the easiest way to do this) 
· Health and Safety Checklist completed by both parent and provider. 
· Copy of valid photo ID (Changing Tides Family Services staff will inform the 

provider which forms of ID are acceptable) to document that the provider is 18 
years of age or older.  

· A Statement of Understanding regarding in-home care and the obligations of the 
parent as an employer including: 

o proof of parent obtaining a worker’s compensation policy,  
o proof of withholdings made by the parent, and  
o proof of contact made by the parent with the IRS and State Equalization 

Board.   
o Minimum wage must be ensured for this type of care (the parent must pay 

the difference between the maximum reimbursement issued to the 
provider and current minimum wage for this area) 

 
For the Family Child Care Home Education Network  
Family Child Care Home Education Network (FCCHEN) providers need to submit the 
following, which must be approved prior to any reimbursements being processed:   
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· A copy of the FCCHEN provider’s license or verification of renewal 
· A copy of provider’s rates/fees/contract as presented to the general public 
· A completed W-9 
· A signed Provider Program Rules Agreement 
· Signed receipt that the FCCHEN provider has received, read, understands, 

and agrees to follow the Parent and Provider Handbook 
· Signed FCCHEN Provider Agreement for the current fiscal year 
· Other paperwork/documentation listed above for licensed homes. 

 
Child Care Providers Are Independent Contractors  
The relationship between Changing Tides Family Services and providers participating in 
the subsidized child care programs is that of independent contractor.   Any provider is 
neither an employee nor agent of Changing Tides Family Services. 
 
How to Receive Reimbursement for Child Care Service s for Certified Children  
Changing Tides Family Services will mail to participating providers certificates which 
reflect each child’s authorized schedule.  The certificates (see example) are mailed 
directly to each provider. Providers should review these closely, because if the provider 
is aware that a child’s schedule has changed but the parent has not informed Changing 
Tides Family Services, delays may arise in processing the reimbursement.  Providers 
are encouraged to remind parents to contact Changing Tides Family Services if there 
has been a change in schedule.      
 
Providers are encouraged to carefully review the ce rtificate.  It provides helpful 
information, such as when services are scheduled to begin and end, and the number of 
hours that are authorized for each child.  Other helpful information on the certificate 
includes: 

· “payment based on verification of (parent’s) need”,  which means that the parent 
is obligated to provide Changing Tides Family Services additional MONTHLY 
information in order for reimbursement to be processed.   

· “payment based on actual hours used”, which means that the parent is not 
authorized for set hours and the parent will be responsible for paying the provider 
for any absences.  Changing Tides Family Services pays “actual hours” 
schedules on an hourly basis rounded to the nearest quarter hour for payment.   

· “parent may have a copayment”, which means that Changing Tides Family 
Services will apply the provider’s rate or ceiling reimbursement, whichever is 
less.  Of the possible reimbursement ceilings according to the certified need for 
child care, the lowest will be applied. 

 
The following conditions make a valid certificate n ull and void: 

· If altered, modified, or in any way changed (other than the signature) by non-
Changing Tides Family Services staff,  

· upon parent’s or child’s loss of eligibility,  
· upon child’s last day of care or when limited term services leave begins, 
· when subsequent certificate(s) are issued to modify previous certificates,  
· when voided by Changing Tides Family Services representative,  
· a “notice of certificate ending” or “notice of client termination” is mailed to the 

provider. 
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Daily Attendance Sheets (DAS ) 
Daily Attendance Sheets (see example) are the source legal documents used to verify 
care used and to assist in calculating provider reimbursements.  Changing Tides Family 
Services sends one Daily Attendance Sheet per child per month to providers on a 
monthly basis.  In rare instances, the parent may be issued the attendance sheet to 
deliver to the provider.  Providers are encouraged to call Changing Tides Family 
Services if he/she has not received daily attendance sheets for enrolled subsidized 
children by the first day of the month.   
 
As discussed in the “Parent” section, parents are to sign in and sign out their child on a 
daily basis.  At the end of the month, both the parent and provider must sign the sheet.   
 
The Daily Attendance Sheet is then due in the offices of Changing Tides Family 
Services. 2379 Myrtle Ave., Eureka, CA. 95501 by 5:00 PM the 3rd of the month after 
care was provided.  Changing Tides Family Services will not accept Daily Attendance 
Sheets that have been generated, created, or duplicated by providers.   
 
Instructions To Providers For Receiving Timely Reimbursements:   

· Please return to Changing Tides Family Services one daily attendance sheet per 
child per month, following the instructions above 

· The adult dropping the child off must sign the child in each day, using his/her 
legal signature 

· The adult picking the child up must sign the child out each day, using his/her 
legal signature 

· In completing the daily attendance sheet, parents and providers must: 
o Dark blue or black ink is preferred (no pencil under any circumstances) 
o Parents must sign the attendance sheets daily 
o Parents must put actual times in and out, noting a.m. or p.m. 
o Sign with legal signatures 
o The child is expected to be signed in using exact times 
o Overnight child care should be recorded by ending the 24 hour period at 

11:59 p.m. and beginning the next 24 hour period at 12:00 a.m. 
· If a child is absent, the parent must write the specific reason (“child ill’, “with 

grandma”, etc.) on the appropriate date and sign.  No times should be recorded 
since the child did not attend 

· If a provider charges for any day the facility is not open, the provider should write 
“Non-operation day” on the daily attendance sheet 

· Any error on the daily attendance sheet should be crossed out, corrected, and 
initialed by the person who made the mistake.  Please do not use “white out” or 
correction fluid 

· The authorized parent and the provider must sign as indicated on the attendance 
sheet at the end of the month verifying that the information on the attendance 
sheet is true and correct, under penalty of perjury 

�� If the parent is paying the provider for care out of pocket (for time not covered by 
the program), please note that on the day or set of hours with “private pay”, to 
avoid an overpayment for care used while not under a certified need for care (i.e. 
personal shopping, seeing a movie, etc.) 
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At The End Of The Month 
In order for providers to receive reimbursements within 5 working days after the 20th of 
the month after which care was provided, completed daily attendance sheets must be 
received by Changing Tides Family Services by 5:00 PM on the 3rd day of the month 
following the month child care was provided.  Daily attendance sheets may be mailed or 
delivered to 2379 Myrtle Avenue, Eureka, 95501.  If the 3rd falls on a holiday, weekend, 
or a day of office closure, attendance sheets may be submitted by 5:00 p.m. on the 
following workday. 
 
Daily Attendance Sheets Submitted After the 3 rd of the Month After Care Was 
Provided  
Changing Tides Family Services appreciates that timely reimbursement of the parent’s 
child care is a vital business issue to child care providers.  Staff make every effort to 
issue reimbursements as soon as possible.  Changing Tides Family Services strives to 
“process” all reimbursements within 5 working days after the 20th day after the month 
care was provided.  This commitment, however, only extends to Daily Attendance 
Sheets submitted by the deadline. 
 
Please be aware of the following policies: 

· In no instance will payment be made for a Daily Attendance Sheet that is more 
than three months late.  For example, a Daily Attendance Sheet completed in 
September but submitted for payment in January will not be honored for 
payment. 

· The fiscal year end close is June 30 of each year.  In order for Changing Tides 
Family Services to close its books in preparation for the annual external audit, 
any Daily Attendance Sheet for the months of April, May, or June must be 
submitted no later than July 15 (or the next working day, if the 15th falls on a 
weekend). 

 
 
 
 
 

 
 

See the example Daily Attendance Sheet and Certific ate for Payment  
on the next 2 pages  
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Reimbursements to Providers  
Providers may select to receive reimbursement through direct deposit or “hard copy” 
check.  Direct deposit is preferred and removes mail time (which can take a week or 
longer) or the possibility of lost or stolen checks. 

 
Reimbursements for child care are intended to be temporary and may very likely not 
cover the provider’s usual and customary rates.  The reimbursement amount is 
calculated based the child’s certified need for care, age, child care schedule, and type 
of care selected by the parent.  Any difference between the amount reimbursed by 
Changing Tides Family Services and what the provider’s rates are (i.e. a co-pay for 
services) reflect a business arrangement between the provider and parent:������������  
 ����

�� The California Department of Education has established maximum 
reimbursement ceilings for child care reimbursements in Humboldt County.  
Changing Tides Family Services calculates provider reimbursements taking 
into account the child’s certified need for care, the provider’s rates, the actual 
charges, the reimbursement ceiling, the age of the child, and the type of child 
care setting.  If more than one ceiling category presents itself, the lowest 
ceiling will be selected. 

 

�� The maximum reimbursement ceilings may be changed by the California 
Department of Education.  Advance notice to parents or providers may not be 
possible. 

 

�� Provider rate/fee changes will be honored once in a fiscal year and only if 
submitted to Changing Tides Family Services one month prior to taking effect.   

 

�� Child care providers that regularly charge for absences will be paid in 
accordance with their usual customary policies, up to the maximum 
absences/closures/caps established by the California Department of 
Education. 

�� If payment is based on monthly verification of the parent’s need, the parent is 
required to submit monthly documentation to Changing Tides Family 
Services.  Prior to any reimbursement being made to the provider, the 
parent’s information will be compared to the attendance sheet.  This may 
affect the provider’s actual reimbursement. 

�� Reimbursement for the “notice” of children leaving care is not available.  
Providers are encouraged to call Changing Tides Family Services if a child/ 
family is absent more than 3 scheduled days. 

�� Payment for scheduled days a facility is closed (“non-operation day”) to all 
children is limited to 10 days of non-operation per fiscal year. 

�� Reimbursement for days in which the family must find alternate care due to 
the closure of the primary provider’s facility will be limited to 10 days per fiscal 
year. 

�� Reimbursement for days in which the child is ill and must attend alternate 
care are limited to 10 days per fiscal year. 

�� Reimbursement cannot be issued for care used when a school aged child 
would normally be attending public or private school. 

�� Reimbursement cannot be issued for time when the child is receiving any 
other child care and development services. 
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�� Once daily attendance sheets are submitted to Changing Tides Family 
Services, these legal documents will not  be mailed or given to the parent or 
provider for “corrections” the parent or provider wish to make. 

 
It is up to parents and providers to negotiate any and all child care expenses which are 
not reimbursed by Changing Tides Family Services.     
Additional Information: 

· Child care reimbursements may be delayed in the event of catastrophe, delay 
in the signing of the state budget, and other factors out of the control of 
Changing Tides Family Services. 

· Care will not be eligible for reimbursement for any licensed provider if 
he/she/it falls under revocation, or temporary suspension order by Community 
Care Licensing.  Parents will receive notice as soon as practicable. 

 
Adjustments May Be Made After Payment Is Issued If: 

· auditing of records reflects provider errors in charges submitted for payment 
· the maximum amount that can be paid changes retroactively 
· changes occurred in the funding source rules and/or regulations 
· a calculation error was made by Changing Tides Family Services staff 

 
Overpayments To Providers  
Unfortunately, sometimes funds must be recovered because Changing Tides Family 
Services based its payment upon inaccurate information submitted by the child care 
provider.  If such a situation arises, Changing Tides Family Services shall actively 
pursue recovering the funds paid out for the child care services in the following manner: 

�� The provider will be billed for the ineligible child care services or charges for 
which Changing Tides Family Services paid,  

�� Changing Tides Family Services will attempt to recover funds by developing a 
repayment plan with the provider    

�� If the provider does not respond to the repayment plan or misses the payments 
as outlined in the repayment plan, a claim may be filed with Small Claims Court 
or sent to a collections agency.  If the provider still refuses to pay the claim, the 
matter may be referred to the Humboldt County District Attorney’s office. 
 

How to Support Receiving Timely Reimbursement  
�� Both providers and parents/guardians are responsible for completing attendance 

sheets according to program rules.  If Changing Tides Family Services receives 
information that necessitates an investigation of either the parent, provider, or 
both, a delay or non-payment may occur.   

�� Ensure that Daily Attendance Sheets are submitted completely, accurately, and 
on time.  Changing Tides Family Services will not pay for days in which times, 
signatures, or absence reason is missing. 

�� Overlaps in times/days claimed by 2 or more providers will delay 
reimbursements.  Please be aware that Changing Tides Family Services staff 
may compare claims from various programs (Respite Services, Child Care Food 
Program, FCCHEN, CalWORKs Stage One, etc.) to help resolve questions and 
support program integrity. 



Parent & Provider Handbook for Subsidized Child Care Services 
Changing Tides Family Services   

35 

· Providers should ensure that their license is valid and proof of payment of current 
fees is on file with Changing Tides Family Services.  

· Provision of inaccurate, false, or questionable information by either the provider 
or parent may delay reimbursement. 

· Please write legibly on the Daily Attendance Sheet and any correspondence. 
· Ensure that adequate postage is on any packet or envelope that contains Daily 

Attendance Sheets.  Failure to do so can delay receipt of these items and can 
delay the reimbursement. 

· If parents or providers are uncooperative in communicating with Changing Tides 
Family Services staff regarding attendance questions, eligibility or need 
questions, scheduling questions or other questions, payment may be delayed.    

 
Termination of a provider from services  
Changing Tides Family Services may terminate its relationship with a provider under the 
following circumstances which include, but are not limited to, 

· Provider threatens staff or parents or is verbally or physically abusive. 
· The provider endangers the safety of the child(ren) in his/her care. 
· The provider is no longer in possession of a current facility license issued by 

Community Care Licensing, or has moved without notifying Changing Tides 
Family Services in a timely manner (and forfeited their license). 

· The provider charges Changing Tides Family Services a higher rate than that 
charged to the general public. 

· Demonstration of fraud or collusion to fraud. 
 

Information for Both Parents and Providers  
 
Declaration Of Operation And Non-Discrimination 
Changing Tides Family Services operates in accordance with all applicable state and 
federal laws.  The program does not discriminate on the basis of sex, sexual orientation, 
gender, ethnic group identification, race, ancestry, national origin, religion, color, or 
mental or physical disability, in determining which children are served.�We welcome the 
enrollment of children with disabilities and exceptional needs. 
 
Confidentiality 
Changing Tides Family Services will maintain confidentiality regarding the use or 
confidential disclosure of information regarding parents, children and providers.  
Information may be shared as necessary with the California Department of Education 
and its agents or other subsidized contractors, Community Care Licensing, or Changing 
Tides Family Services agents (auditors, legal advisors, business associates, and other 
authorized entities).   
 
Parents and providers should be aware that Changing Tides Family Services staff from 
different programs may exchange information regarding parents, providers, or children 
served as necessary in order to support program integrity.   Information may also be 
released outside of Changing Tides Family Services with a signed Changing Tides 
Family Services Release of Information from the parent, or if a valid subpoena is issued 
to Changing Tides Family Services 
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Data Collection 
Changing Tides Family Services is required to collect the following data: 

· the parent’s social security number (if the social security number is not available 
Changing Tides Family Services is required to submit the first and last name of 
the head of the household), 

· whether the family is above or below 75% of the state’s median income (this only 
applies to some child protective services families,  

· if the family is receiving public assistance, 
· the documented need for receiving child care,  
· the zip code of the parent’s residence address,  
· whether the family has one parent,  
· date the family first received subsidized child care services, 
· type of child care, 
· the name of the child care provider, 
· gender of the parent and child, 
· race and ethnicity (if of Hispanic or Latino descent) of the child. 

 
This information may be reviewed by: Changing Tides Family Services employees, 
representatives of the State of California or the Federal Government, independent 
auditors, or others as described in the “Confidentiality” section above, as necessary for 
the administration of these programs.    
 
Fraud  Policy 
Fraud is defined as intentional deception/s or misrepresentation/s made by a person 
with knowledge that the deception could result in some unauthorized benefit to 
him/herself or some other person. 
 
Funds that pay for subsidized child care services are public taxpayer dollars.  Changing 
Tides Family Services is required to actively prevent fraud and to act promptly if fraud is 
suspected. 
 
If any party obtains child care funds or benefits by deliberately providing inaccurate or 
incomplete information, Changing Tides Family Services shall actively pursue 
recovering such funds.  Parents are required to accurately represent their income, 
family size, age of child(ren), work schedule, daily sign in and sign out, and any 
changes to same as well as to all aspects of program participation described in this 
Handbook.  Providers are required to accurately represent attendance, rates charged to 
the general public, change in licensing status, and all other information described in this 
Handbook.   
 
Credible information received by Changing Tides Family Services from any source 
regarding possible misuse of public funds will be treated seriously and investigated by 
Changing Tides Family Services staff and/or law enforcement.  Recovery of funds may 
be pursued through a collection agency, small claims court, or the District Attorney’s 
office.  Falsification of information or any deliberate act that wrongfully secures child 
care payments is cause for termination from the program. 
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Reasons for Termination/Cease In Payment Of Services 
The following partial list includes circumstances that may result in termination of child 
care services for parents or cease in reimbursements to providers: 
 
Parents: Providers: 
Family eligibility or need ends Loss of license, temporary suspension 

order or provider placed on probation by 
Community Care Licensing 

Failure to pay family fee according to 
established payment arrangement 

Provider is no longer eligible to receive 
payments, per TrustLine or other source 
 

Failure to use child care services for a 
period of 30 days or more (applies to 
Parent Choice programs).  Abandonment 
of services (no contact from parent for 3 or 
more scheduled days, applies the 
FCCHEN). 

Failure to follow terms as established in 
the Changing Tides Family Services 
Provider agreement 
 

More than 10 unexcused absences Changing Tides Family Services’ concern 
regarding the health and safety of children 
in care 

Child no longer age eligible Inability or refusal to submit properly 
completed paperwork, including 
attendance sheets. 

 
Applies to Both Parents and Providers: 
Falsification of information 
Lack of cooperation with Changing Tides Family Services staff, including use of 
offensive/foul language, making threats to Changing Tides Family Services staff, 
vendors, customers, or clients.  Parents who threaten/use offensive/foul language 
toward providers. Providers who threaten/use offensive/foul language toward parents. 
Sending inappropriate or offensive communications of any type to any Changing Tides 
Family Services staff member 
Non-compliance with any rule which would prevent Changing Tides Family Services 
from complying with appropriate guidelines 
Catastrophic events out of the control of Changing Tides Family Services 
Program funding is reduced or terminated 
Failure to submit required information/documentation in a timely fashion 
Failure to follow program rules 
The parent or provider is involved in criminal conduct or theft of any kind involving 
Changing Tides Family Services staff or Changing Tides Family Services locations 
The parent or provider carries firearms or weapons on the premises of any Changing 
Tides Family Services locations 
The parent or provider uses alcohol or illegal drugs on Changing Tides Family Services 
premises or is under the influence of alcohol or illegal drugs on Changing Tides Family 
Services premises 
 
 
 
 
 



Parent & Provider Handbook for Subsidized Child Care Services 
Changing Tides Family Services   

38 

Reinstatement: 
· Families or providers who are terminated due to failure to follow program rules 

shall remain ineligible to receive child care services for a period of six months 
beginning from the effective date of termination. 

· If termination is due to non-payment of fees owed to Changing Tides Family 
Services, the family will remain ineligible six months after fees are paid in full. 

 
In Addition: 
Providers and parents/guardians may be deemed ineligible to receive services from 
Changing Tides Family Services (except for CEL services for parents) for a period of 1-
5 years, as determined by the Changing Tides Family Services Executive Director. 

 
Parent’s Rights Under Licensed Care 
The California Department of Social Services, Community Care Licensing, requires 
each licensed child care provider to issue a “Notification of Parents’ Rights Form” to 
each enrolled family.  In addition, Community Care Licensing visit reports are a matter 
of public record.  Parents are encouraged to contact the local Community  
Care Licensing office 445-6550 to obtain information regarding any licensed provider 
under consideration.  In addition, parents can also obtain information regarding 
registered sex offenders from the Internet Web site maintained by the Department of 
Justice at www.meganslaw.ca.gov. 
 
Child Abuse Reporting 
Changing Tides Family Services’ staff are mandated reporters of suspected child 
abuse.  In addition, California law requires licensed child care providers to report 
instances of suspected child abuse. 

Conflict Of Interest 

Employees of Changing Tides Family Services (who may also be participating parents 
or child care providers) must disclose to Changing Tides Family Services designated 
Quality Assurance Officer any of the following: 

· Any relationship of the employee or the employee’s immediate family to any 
childcare provider receiving reimbursements on behalf of a parent. 

· Any relationship of the employee or the employee’s immediate family to any 
parent participating on any child care subsidy program managed by Changing 
Tides Family Services. 

· Any relationship of the employee or the employee’s immediate family to any 
other employee or Board member of Changing Tides Family Services. 

In any instance where any of the above relationships exist, steps will be taken to reduce 
the potential of fraud or collusion regarding program services. 
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Hold Harmless Provision 
Parents and providers shall hold Changing Tides Family Services harmless for actions 
related to the administration of the programs and the reporting of health, safety, and 
other law violations and program requirements. 

Uniform Complaint Policy 
It is the intent of the Changing Tides Family Services to fully comply with all applicable 
state and federal laws and regulations.  Individuals, agencies, organizations, students 
and interested third parties have the right to file a complaint regarding the Changing 
Tides Family Services’ Child Care and Development Program’s alleged violation of 
federal and/or state laws.  This includes allegations of unlawful discrimination (Ed Code 
sections 200 and 220 and Government Code section 11135) in any program or activity 
funded directly by the State or receiving federal or state financial assistance. 
 
Complaints must be signed and filed in writing with the California Department of 
Education. 

Child Development Division 
Complaint Coordinator 

1430 N Street, Suite 3410 
Sacramento, CA  95814 

 
If the complainant is not satisfied with the final written decision of the California 
Department of Education, remedies may be available in federal or state court.  The 
complainant should seek the advice of an attorney of his/her choosing in this event. 
A complainant filing a written complaint alleging violations of prohibited discrimination 
may also pursue civil law remedies, including, but not limited to, injunctions, restraining 
orders, or other remedies or orders. 

 
Grievance Procedure 
The grievance procedure may be used by parents, providers, or other vendors who have 
a complaint regarding Changing Tides Family Services’ services, and which is not 
addressed by the appeal procedure or uniform complaint procedure.  A copy of the 
Grievance Procedure is available through Changing Tides Family Services 
Administration, designated Quality Assurance Officer, 2259 Myrtle Ave., Eureka, CA. 
95501.  (707) 444-8293, fax (707) 444-8298. 

Supportive Services To Families & Providers 
A variety of resources are available through Changing Tides Family Services for 
families and child care providers.  Resources include free child care & social service 
referrals, help in choosing child care, a resource lending library, provider training and 
technical assistance, in-home respite care and other services for children and adults 
with developmental disabilities, and mental health services for eligible children and 
youth.   
 
Changing Tides Family Services’ webpage lists helpful information for families and child 
care providers.  Some forms are available to download and print.  Visit us at 
www.changingtidesfs.org or send us an email at info@changingtidesfs.org.  We can 
also be contacted for Resource & Referral Services at 445-9291. 
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Glossary Of Important Words  
 
Absence 

Absences are days in which a child is scheduled to attend care, but does not.  
These are categorized as excused, in the best interest of the child, and 
unexcused.   

 
Abandonment Of Services 

Abandonment of services (not making contact with program staff or the child care 
provider) for 3 scheduled days under the CCTR Family Child Care Home 
Education Network is grounds for termination of services.  

 
Alternative Payment Program 

This program, also known as AP, offers child care reimbursements for families 
with qualifying child care eligibility and need criteria.  Enrolled families may select 
from a range of child care settings (parent choice) including center-based, 
licensed family child care, and non-licensed care, such as with adult relatives, 
neighbors, etc.. 

 
Business Days 

Business days are the days that the child care services office is scheduled to be 
open to the public.  The Child Care Services office at 2379 Myrtle Ave, in Eureka, 
is open to the public Monday -Friday 8:30-12:00 & 1:00-5:00, except on legal 
holidays. 

 
California Department Of Education (CDE) (“The Stat e”) 

The California Department Of Education, through its Child Development Division 
is the source of funds for the programs addressed in this handbook. 
 

Centralized Eligibility List (CEL)  
This list is for families waiting for an available space for any state funded CDE 
child care program in Humboldt County.  Changing Tides Family Services 
maintains this list for numerous child care organizations.  To place a name on the 
list, go to www.changingtidesfs.org  or call 707-445-9291 or 800-705-3554. 

 
Certificate For Payment 

A Certificate For Payment contains the dates child care services are scheduled 
to begin and end, the child care schedule for which payment is authorized, and 
the name of the child care provider.  A Certificate For Payment is issued for each 
child enrolled.   

 
Case Manager  

The Case Manager is the Changing Tides Family Services’ staff person that is 
the main point of contact for the parent/guardian, and is the person who 
maintains eligibility documentation for families. 

 
Changing Tides Family Services 

Changing Tides Family Services Is a nonprofit family resource agency.  
Changing Tides Family Services manages numerous child care subsidy 
programs and social services.    
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Child Care Services  

These are the eligibility, payment, referral and other supportive services for 
families and providers receiving subsidized child care services through Changing 
Tides Family Services.  The staff who operates these services is known as Child 
Care Services Staff, and the Changing Tides Family Services’ office at 2379 
Myrtle Ave.  Eureka is referred to as the Child Care Services Office. 

 
Co-Payment 

A co-payment is the difference between a provider’s fees and the maximum 
Changing Tides Family Services pays as a child care subsidy.  

 
Daily Attendance Sheets 

Daily attendance sheets are the source legal documents used to generate 
reimbursements to child care providers. Blank daily attendance sheets are sent 
to providers for each child enrolled each month.  Parents and providers must 
record actual attendance on a daily basis, and sign the daily attendance sheet at 
the end of each month.  The daily attendance sheets should then be submitted to 
Changing Tides Family Services, 2379 Myrtle Ave., Eureka, CA. 95501 by 5:00 
p.m. the 3rd of the month after which care was provided. 

 
Excused Absence 

This type of absence from care includes illness of the parent or child, family crisis 
or emergency, field trip as part of the school curriculum, and observing a 
religious holiday. 

 
Failure To Use Services 

Failure to use services consists of not using child care services for a period of 30 
days or more.  This is grounds for termination of services from the Alternative 
Payment and CalWORKs Stages 2 and 3 programs. 

 
Family 

Family means the parents and the children for whom the parents are responsible, 
who comprise the household in which the child receiving services is living.  For 
the purposes of income eligibility and family fee determination, when a child and 
his or her siblings are living in a family that does not include their biological or 
adoptive parent, “family” shall be considered the child and related siblings. 

 
Family Child Care Home Education Network (FCCHEN) 

This program is a network of both small and large licensed family child care 
providers throughout Humboldt County.  FCCHEN providers offer specific 
services designed to meet the developmental needs of enrolled children in 
addition to subsidized child care.   

 
Family Fee 

If a family’s income falls between 40% and 75% of the state median income, the 
family will have a fee. The fee depends on state median income, family size, and 
scheduled hours of care.  This fee is not  related to co-payments, which are 
between the parent and his or her child care provider. 

 



Parent & Provider Handbook for Subsidized Child Care Services 
Changing Tides Family Services   

42 

Fiscal Year  - The Fiscal Year Is July 1- June 30. 
 

In-The-Best-Interest (IBI) Absence 
A best interest absence occurs when a child spends time at home or is on 
vacation.  A maximum of ten IBI absences are allowable per fiscal year. 

 
Immediate Family Member: 

An immediate family member is defined as:  husband, wife, father, father-in-law, 
stepfather, mother, mother-in-law, stepmother, brother, brother-in-law, 
stepbrother, sister, sister-in-law, stepsister, son, son-in-law, stepson, daughter, 
daughter-in-law, stepdaughter, aunt, uncle, niece, nephew, grandfather, 
grandmother, grandson, granddaughter, cousin, registered domestic partner, or 
person(s) living in the household. 

 
Legally Qualified Professional 

A legally qualified professional is a person licensed under applicable laws and 
regulations of the State Of California to perform legal, medical, health or social 
services for the general public. 

 
Limited Term Services Leave  

If the family will temporarily not have a need for subsidized child care and 
development services, Changing Tides Family Services may grant the family a 
limited term service leave, not to exceed 12 weeks in duration. 

 
Notice Of Action 

A Notice Of Action is the formal notification to parents that Changing Tides 
Family Services has made a decision (Approval, Change, or Denial Of Services) 
regarding family fees, family size, need for care, recertification date, etc. 
 

Parent 
Parent means a biological parent, adoptive parent, stepparent, foster parent, 
caretaker relative, legal guardian, domestic partner, or any other adult living with 
a child who has responsibility for the care and welfare of the child. 

 
Regional Market Rate 

The Regional Market Rate is a statistically derived amount, completed by the 
California Department of Education, which sets the maximum amount Changing 
Tides Family Services can pay to a child care provider. 

 
Signature 

A Legal Signature, for the parent/guardian (as signed on the Application for 
Services) and for the provider (as signed on W9 or other provider paperwork).   

 
 
Unexcused Absence 

An absence that is not categorized as excused or in the best interest will be 
considered unexcused.  Unexcused absences in excess of 10 days constitute 
grounds for termination.   
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Changing Tides Family Services Locations  
 

Child Care Services  
2379 Myrtle Ave.  Eureka, CA  95501  
(Corner of Myrtle Ave. and Glenwood, Eureka) 
(707) 445-9291, Fax (707) 445-9292 
1-800-795-3554 
24-Hour voice mail and mail drop are available.   Accessible by public bus.  
Open Mon.- Fri. 8:30-Noon and 1:00-5:00 except for legal holidays.  

Apply for child care subsidies, submit documentation & attendance sheets 
Meet with Case Managers 
Obtain free child care referrals, child care and parent resource library 
Child Care Food Program & Family Child Care Home Education Network 

 
CalWORKs Child Care Program 
445 W. Washington, Eureka, CA  95501 
(707) 268-3417 or 268-3470, Fax 476-9160 
 
Shining Stars Children’s Center 
110 W. Sonoma, Eureka, CA 95501 
(707) 443-7048, Fax 268-3937 
License #121373676 

This preschool program is open Monday-Friday, 7:30 a.m. to 5:30 p.m., year-
round, low staff to child ratios 

Ages served:  2-start of kindergarten 
Trained staff, licensed program, evaluated by California Department Of 

Education 
Nutritious breakfast, lunch and afternoon snack served daily 
 

Administration and Finance    
2259 Myrtle Ave.,  Eureka, CA  95501 
(707) 444-8293 Or (800) 795-3554, Fax (707) 444-8298 

Drop off or pay family fees here 
 
Family Empowerment Services 
805 7th St., Eureka, CA. 95501 
(707) 445-1195, Fax (707) 445-1802 

Services include individual and group therapy, case management and 
brokerage services, therapeutic behavioral services, and other mental 
health services which are intended to support children and youth up to age 
20. 

Staff include licensed clinicians and other highly trained personnel. 
Changing Tides Family Services' mental health services are accredited by the 

California Alliance of Child and Family Services. 
 
Special Needs Services 
3300 Glenwood Ave., Eureka, CA. 95501 
445-5183, Fax (707) 445-5184 

· In home respite care  
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· Support services to individuals who have developmental disabilities and who also 
have significant behavior challenges  

· Family support to parents who have just learned that their child has a 
developmental disability or who may be at risk of having one  

· Assistance in locating and paying for child care  

· Training opportunities for child care providers to enhance their skills caring for 
children who have special needs  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


