DEPARTMENT OF CHILDREN AND FAMILIES
Division of Family and Economic Security
Bureau of Working Families


Application and Instructions for Wisconsin Works Contracted Child Care Funding

Calendar Year 2016

	
	Application Due Date:  October 30, 2015
	




INTRODUCTION 

The Department of Children and Families provides funding to Wisconsin Works (W-2) Contractors to provide on-site child care and contracted child care slots at a regulated provider for the children of W-2 applicants and participants under the W-2 Contracted Child Care program. 

The purpose of W-2 Contracted Child Care is to assure that children are in a quality child care setting while their parents are pursuing W-2 activities. On-site child care or contracted child care slots help program staff assure that child care issues will not keep a parent from participating in assigned activities prior to establishing permanent child care arrangements. Non-regulated (exempt) programs must restrict services to children whose parents remain on-site at all times. Exempt programs will be required to meet licensing requirements and provide a plan for any requirement they cannot meet. The Division of Early Care and Education can provide technical assistance regarding child care regulation requirements. Use the following link to contact your regional licensing specialist: http://dcf.wisconsin.gov/childcare/licensed/contact.htm. 

In completing this application, keep in mind that W-2 Contracted Child Care must not replace the local child care market and the Wisconsin Shares child care subsidy. The on-site child care program or contracted child care slots must not draw families away from suitable regulated care and the Wisconsin Shares program.

DETAILED INFORMATION

How to Apply: To apply for W-2 Contracted Child Care funding, complete the application in this packet. A separate application must be completed for each child care site for which funding is requested. Applications are due October 30, 2015. 

Applications must be sent by email to: neng.thor@wisconsin.gov 

How the application will be reviewed: Review of the application will focus on several key questions.
· Is this a competent child care plan? Factors reviewed will include training and experience of staff, adequacy of the physical facility, appropriateness of activity plans and materials, etc.
· For new unregulated on-site child care, has appropriate expertise been involved in setting up the plan and facility?
· Are the requested slots for on-site child care a realistic projection of use? Is it supported by historical use? Is there appropriate data and analysis?
· Will the on-site child care program serve children from families who are not W-2 applicants or participants? If yes, does the budget and cost allocation plan fairly reflect the various programs and usage?
· Are administration and oversight appropriate?
· If the plan is to contract for child care slots at a regulated provider, is the plan cost effective and will it establish an adequate number of child care slots that will be utilized in order to justify cost?

DCF will review all applications and work with contractors to clarify and modify applications if needed.

Allocations: Allocations are based on each W-2 Contractor’s projected need based on the experiences of administering the 2015 Contracted Child Care program. 

Reporting: For each month, contractors must submit an Aggregate Child Care Reporting form.  The reporting form must reflect only children funded from the W-2 Contracted Child Care funds. A copy is included in this application. 

In addition, contractors must have available for review a copy of the parent sign in documents for each month.  These documents must show:  Date; Time-In; Time-Out; Child's Name; Parent's Name; Child's Age; and Fund Source charged if using cost allocation. The attendance document does not need to be submitted monthly, but the department reserves the right to request a copy of the attendance document for any month in the contract period.

Please note that information such as social security number, PIN, service used, and children's health status is confidential and cannot be recorded in a publicly displayed log. 

Copies of your attendance document may be two-sided, but must be legible.

Payment Requests: The payments for this program will be processed through the department's Central Office Reporting (CORe) system. CORe Line Code 2312 must be used for direct services while CORe Line Code 2311 must be used for administrative costs. The total administrative costs shall not exceed 5% of the final, approved Contracted Child Care budget. Additional information on reporting expenses through the CORe system can be found at http://dcfcore.wisconsin.gov/.

Payment: Reimbursement is based on reported actual expenditures up to the contracted funding level.  

APPLICATION INSTRUCTIONS

Below you will find the directions for filling out the attached application. You will need to complete an application for each on-site program you plan to operate and for each provider you plan to contract with for a slot(s). Sections I - IV apply to W-2 Contractors who plan to operate on-site child care. Section V applies to W-2 Contractors who plan to contract with regulated providers for a slot(s). W-2 Contractors can use both on-site and contracted child care slots throughout the geographical area.

The application consists of five (5) sections:  
1.	W-2 Contracted On-site Child Care Data; 
2.	On-site Budget and Funding; 
3.	On-site Child Care Program Description;
4.	On-site Administration Plan; and
5.	Contracted Slots at a Regulated Child Care Provider.

SECTION I	W-2 CONTRACTED ON-SITE CHILD CARE DATA 

A. W-2 Contractor Data. Provide data about the responsible parties for contract administration.

B. Site Data. Provide data about the on-site child care contact.

C. Request. Identify the size of the program you plan to operate.

· Requested Funding. State the dollar amount that is needed to operate this on-site child care program.

· Number of W-2 Children Served. State the number of children you anticipate caring for on an average day whose parents are in the W-2 program. 

· Total Number of Children Served. State the number of children you anticipate caring for on an average day. This should 	include all of the children from all funding sources that you anticipate caring for on an average day. (If you intend to serve   
      only W-2 families you do not need to fill out this section.)

D.	Justification. The data provided will be used to identify the reasonableness of your requested slots.

E.	Explanation of projection and justification for requested W-2 on-site child care slots. Explain the reasons you anticipate serving the average number of eligible children per day stated in your justification. For new programs, base the projections in the Justification on information about the number of W-2 applicants and participants, as well as any information from other sources.

SECTION II	ON-SITE BUDGET AND FUNDING

A. 	Budget. Provide the detailed budget for the on-site child care center. 

B.	Revenue. Show all sources of revenue anticipated for 2016 that will support the proposed on-site child care center.  

SECTION III	ON-SITE CHILD CARE PROGRAM DESCRIPTION. 
A. Overall program description. The description must include all of the following items: 

· The physical facility, including overall floor space, and a description of general areas within the care facility (such as reading nook, art tables, napping space, food preparation and serving, diapering, bathroom and hand-washing, and outdoor or large motor activity space).

· The anticipated activities and how they will be organized for a multi-aged, drop-in care group.

· Staffing. Include the number of staff, their qualifications, and their years of teaching experience.

· The materials available for the program (such as books, art supplies, puppets, cots and cribs, tricycles, and puzzles).

· The food plan. Will meals or snacks be served? Will parents provide food?

· Security plan. This should include the building’s: fire evacuation plan, severe weather plan(s), etc.

· How the program will accommodate families with Limited English Proficiency (LEP), including exchange of information between LEP parents and staff and communication between LEP children and staff, sufficient to assure health, safety, emotional support, and appropriate care giving.

· How special needs will be addressed, including children who require medication, have allergies, require special feeding, and other arrangements to participate in activities.

SECTION IV	ON-SITE ADMINISTRATION PLAN

A.	Tracking. Describe the forms and information required from families, both for day-to-day management of the program, and 	for reporting purposes. Keep in mind that some information is confidential and cannot be recorded in a publicly displayed 	log.

· Sign-in / Sign-out log or form. What information will this log contain, and will it be filled out by parents or by staff?  Provide a copy or draft copy. What is your method for assuring security and confidentiality of information? 

· Data collected on individual forms. List the confidential information you collect. Examples include social security numbers, PINs, program the person is visiting, and a child's health information.

· Method for tracking children to be reported for W-2 Contracted Child Care. Describe how the program will identify and track children whose parents are W-2 applicants and participants and can be charged to W-2 Contracted Child Care.

B.	Oversight of Subcontracted Programs. If a subcontract is planned, describe how the W-2 Contractor will oversee the 	operation and administration of the on-site child care program.

C.	New On-site Child Care. If this is a new on-site child care program, identify the individual(s) used to prepare this application. Describe the expertise the consultant provided. 

D.	Cost Allocation. Cost allocation discussions are encouraged at on-site locations where co-located assistance programs can be found. Developing cost allocation plans is required if non W-2 parents are using child care at on-site centers. Describe the cost allocation process as well as how services will be tracked by funding source.

SECTION V	CONTRACTED SLOTS AT A REGULATED CHILD CARE PROVIDER

A.	W-2 Contractor Data. Provide data about the responsible parties for contract administration. 

B.	Contracted Slot Data. Provide data about the contracted child care contact. 

C.	Request. Identify the budget and the number of contracted slots.

D.	Justification. The data provided will be used to identify the reasonableness of the number of requested slots.

E.	Explanation of projection and justification for the requested W-2 child care slot(s) with a regulated provider. Explain the reasons you anticipate serving the average number of eligible children per day stated in your Justification. 

F.	Budget. State costs related to contracting for slots with a regulated child care provider.

G.	Tracking. Describe how the provider will track and provide data to the W‑2 Contractor timely for monthly reporting.

· Sign-in / Sign-out log. List the data that will be tracked for the sign-in / sign-out log.  Describe how the data will be made available to the W-2 Contractor.

· Data for ACF-800.  Describe how the provider will track data needed for the monthly Child Care Aggregate Report ACF-800.

· Security for Confidential Data. Describe how the provider secures confidential information.
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Personal information you provide may be used for secondary purposes [Privacy Law, s. 15.04(1) (m), Wisconsin Statutes].

	Section I	W-2 CONTRACTED ON-SITE CHILD CARE DATA 

	A.	W-2 Contractor Data

	Name –  W-2 Contractor
[bookmark: _GoBack]     
	Name – W-2 Contractor Contact 
     

	Mailing Address – W-2 Contact 
     
	City
     
	Zip Code
     

	Telephone Number – W-2 Contact 
[bookmark: Text2](   )    -     
	Email – W-2 Contact 
     

	Geographical Area
|_| BOS North Central
|_| BOS Northeast
|_| BOS Southeast
	
|_| BOS Southwest
|_| BOS Western
|_| BOS Northwest
	
[bookmark: Check1]|_| Milwaukee East Central
|_| Milwaukee Southern
|_| Milwaukee West Central
	

	B.	Site Data

	County 
     

	Name – On-site Child Care Program
     

	Physical Address – On-site Child Care
     
	City
     
	Zip Code
     

	Name – On-site Child Care Contact
     
	Telephone Number – On-site Child Care Contact
(   )    -     

	Type of child care regulation at this site:   |_| Licensed |_| Certified |_| Exempt

	Method of Operation:
|_|  Child care is provided directly by the requesting contractor
|_|  Child care is subcontracted to another contractor

	SUBCONTRACTOR

	Name – Subcontractor
     

	|_| Yes	|_| No    Does subcontractor operate other child care sites?

	|_| Yes	|_| No    Are any of those sites licensed or certified?

	C.	Request

	Requested Funding:
     

	Number of W-2 Children Served (average day):
     

	Total Number Children Served (average day):
     

	D.	Justification – Projected Activity Level for 2016

	Hours of on-site child care operation:
     
	W-2 Hours of operation:
     

	Average number of children served per day (duplicated):
     
	Average number of W-2 children served per day (duplicated):
     

	Maximum number of children who can be cared for at any one time (per licensing standards):       
	Average number of hours of care a child receives per day:
     

	Average number of hours of care a child receives per week:
     
	Average number of staff to be present at all times:
     

	E.	Explanation of projection and justification for requested W-2 on-site child care slots.  
     




	
Section II	ON-SITE BUDGET AND FUNDING

	A.	Budget



	Expenses
	A. 
W-2 Contracted Child Care 
	B.
Other Funding
	C.
Total Program 


	Direct Service Personnel
	     
	     
	     

	Salary
	     
	     
	     

	Fringe
	     
	     
	     

	Consulting
	     
	     
	     

	Training
	     
	     
	     

	Supplies
	     
	     
	     

	Space Costs
	     
	     
	     

	[bookmark: Text7]Other (     )
	     
	     
	     

	Other (     )
	     
	     
	     

	Other (     )
	     
	     
	     

	Other (     )
	     
	     
	     

	Administration
	     
	     
	     

	TOTAL
	     
	     
	     



	B.	Revenue

	Anticipated Revenue

	Source
	Amount
	

	W-2 Contracted Child Care
	     
	

	Partner Programs 
	     
	

	Parent Fees
	     
	

	Grants
	     
	

	Fund-Raising
	     
	

	Other (Please Describe)
	     
	

	TOTAL
	     
	

	



	SECTION III	ON-SITE CHILD CARE PROGRAM DESCRIPTION

	Overall program description.  See Instructions.
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	SECTION IV	ON-SITE ADMINISTRATION PLAN

	A.	Tracking. 

	List the data that will be collected on sign in / sign out log.  Identify who will complete the sign in / sign out.
     

	List the confidential information that will be collected.  Describe how this data be collected.  Describe how this data will be kept confidential.
     

	Describe how you will identify and track children of parents who are W-2 applicants and participants.  Describe how you will track the data necessary to complete the monthly Child Care Aggregate Report ACF-800. 
     

	B.	Oversight of subcontracted programs 

	     

	C.	New On-site Child Care

	Identify the consultant and the expertise provided to develop this application.
     

	D.	Cost Allocation



	If non W-2 children are using on-site child care, describe the plan to allocate the costs of your on-site program among the funding sources.  Include how you will track services and costs by funding source.

Description of plan:      


	

	SECTION V	CONTRACTED SLOTS AT A REGULATED CHILD CARE PROVIDER

	A.	W-2 Contractor Data

	Name –  W-2 Contractor
     
	Name – W-2 Contractor Contact 
     

	Mailing Address – W-2 Contact
     
	City
     
	Zip Code
     

	Telephone Number – W-2 Contact  
(   )    -     
	Email – W-2 Contact 
     

	Geographical Area
|_| BOS North Central
|_| BOS Northeast
|_| BOS Southeast
	
|_| BOS Southwest
|_| BOS Western
|_| BOS Northwest
	
|_| Milwaukee East Central
|_| Milwaukee Southern
|_| Milwaukee West Central

	B.	Contracted Slot Data

	County
     

	Name – Regulated Child Care Program
     
	Name – Provider Contact
     

	Physical Address for Contracted Slots
     
	City
     
	Zip Code
     

	Telephone Number – Provider Contact
(   )    -     

	Type of child care regulation at this provider: |_| Licensed |_| Certified

	C.	Request

	Requested Funding:
	     
	

	Number of Slots:
	     
	

	

	D.	Justification – Projected Activity Level for 2016

	Average number of W-2 children served per day per slot (duplicated):
	     
	

	
	
	

	Average number of hours of care a child receives per day:
	     
	

	Average number of hours of care a child receives per week:
	     
	

	

	E.	Explanation of projection and justification for requested W-2 child care slots with a regulated provider.  

	     

	

F.	Budget

	Cost per slot per year:
	     
	

	Total costs for all slots per year:
	     
	

	Other costs:
	     
	

	Funding from other sources:
	     
	

	


	G.     Tracking

	1.	List the data the provider will collect on the sign-in / sign-out log.  Describe how this data will be made available to the W-2 Contractor monthly.
     

	2.	Describe how the provider will track the data (unduplicated count of families and children and a duplicated count of children) necessary to complete the monthly Child Care Aggregate Report ACF-800. 
     

	3.	Describe the provider’s method for assuring security of confidential information.
     







CHILD CARE AGGREGATE REPORT ACF-800 - adapted for W-2 Contracted Child Care Services
	CONTRACTED CHILD CARE REPORT
	

	
SERVICES PROVIDED FOR(MONTH/YEAR):       
	
	
	
	

	 Name of W-2 Agency:
     

	


	
CATEGORY/TYPE OF CHILD CARE

	Contact Person Name, Phone and Email:
     
	
	NAME OF THE LICENSED OR REGULATED PROVIDER:
	NAME OF THE UNREGULATED (EXEMPT) PROVIDER:

	

	

TOTAL
	

	


	
	
	
	

	Services Provided:
1. Number of families receiving child care services, this month: (Unduplicated)
	     
	
	

	2. Number of children receiving child care services, this month: (Unduplicated)
	     
	
	

	3.  Total number of children served this month: (Duplicated)
	     
	
	



INSTRUCTIONS FOR AGGREGATE REPORT FOR CONTRACTED CHILD CARE
Local agencies with approved W-2 Contracted Child Care Agreements must submit a Child Care Aggregate Report.  Reports are due by the 15th of the month following the report month.

Report only children and families who are funded through W-2 Contracted Child Care Funds under the Services Provided section (questions 1 through 3).  Report an unduplicated count of contracted child care families and children served for questions 1 and 2.  For unduplicated counts, a child may only be counted once for the reporting period.  Report the duplicated count of children receiving services for question 3.  For duplicated counts, a child may only be counted once per day (e.g., if a child attends four days within the reporting month, count as four children).

Submit this report to Neng Thor, DCF/Bureau of Working Families, 201 E. Washington Ave, Room A200, P O Box 8916, Madison, WI  53708-8916 or send it by Email to: neng.thor@wisconsin.gov.


