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GENERAL POLICY & REGULATION

The information in this manual section contains direction and procedure regarding the
generation of correspondence for the Subsidized Child Care Program.

The Pennsylvania’s Enterprise to Link Information for Children Across Networks
(PELICAN) Child Care Works (CCW) system is the formal record keeping system
for the Subsidized Child Care program. The Office of Child Development and Early
Learning (OCDEL), Bureau of Subsidized Child Care Services (BSCCS) expects the
Child Care Information Services (CCIS) to use the Correspondence Subsystem within
PELICAN CCW.

PELICAN CCW has the capacity to store all correspondences that generated by the
CCIS and includes archive and purge functionality managed by the Department of
Public Welfare’s (DPW or Department) Bureau of Information Systems (BIS). BIS is
responsible for the Information Technology (IT) needs of the Department which
range from ensuring that DPW staff have personal computers to do their jobs, to
planning, developing, implementing and managing very complex automated systems.

The CCIS may not print file copies of forms, letters or notices except as mandated by
OCDEL BSCCS, when copies are required by the Office of the Inspector General
(OIG) during an investigation of fraud, during an audit or when copies are required
for participation in appeal or other hearings.

The following sections outline the policy and regulatory requirements of notification

specific to the type of child care program under which the individual receives
subsidized child care.

Return to Table of Contents

See Manual Section “500.12.3.1 — Questions — 500.1 — General Policy &
Regulation”

500.1.1 Temporary Assistance for Needy Families (TANF), Food
Stamp (FS) & General Assistance (GA) Child Care Programs

The majority of the notification for individuals receiving child care
related to the TANF, FS and GA/WS2 child care programs is generated
within the Client Information System (CIS). However, there are
circumstances in which PELICAN CCW automatically generates
correspondence in response to:

1. A case and/or an individual in a case failing enrollment rules.
2.  Limitations of CIS in generating a specific notice.

3. A TANF or Transitional Cash Assistance (TCA) case closing
that is potentially eligible for Former TANF.

4. A plcwho is receiving TANF, FS or GA benefits requesting
subsidized child care for the first time.
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As set forth in § 165.43(a) (relating to requests for special
allowances for supportive services and time frames for eligibility
determinations), “The CAO shall document an oral or written
request for a special allowance for supportive services. A written
decision approving or denying the request shall be issued by the
CAO no later than 15-calendar days following the request.”

The CAO sends a notice from CIS informing the applicant of
eligibility or ineligibility for TANF, FS or GA/WS2 benefits;
however, not all notices generated from CIS address eligibility for
child care. In addition, it is possible for an applicant to be
determined ineligible for child care enroliment although the
applicant is eligible for subsidized child care related to the benefits
received through the CAO.

Per policy, the CCIS is responsible for issuing a notice to the p/c
informing the p/c of eligibility or ineligibility for child care
enrollment no later than15 calendar days following the request for
child care (i.e., the date the TANF,FS or GA case appears in the
CIS Inbox in PELICAN CCW).

As set forth in 8 133.4(b)(2), “Advance notice is used to provide the
client with timely and adequate advance notice of a proposed action
so that the client has the opportunity either to provide or to clarify
information needed to establish the client’s continued eligibility or
to appeal the decision.” § 133.4(b)(3) clarifies that “The Advance
Notice shall be mailed at least 10 days before the proposed action is
taken.”

The CAO is responsible for sending a Notice of Adverse Action
(AA) from CIS informing the p/c of ineligibility for TANF, FS or
GA/WS2 benefits, including the child care associated with the
benefit; however, not all notices generated from CIS address
eligibility for child care. In addition, it is possible for a case and/or
individual child to be determined ineligible for child care
enrollment although eligibility for the benefits received through the
CAO continue.

Per policy, the CCIS is responsible for issuing an AA to the p/c
when the case and/or an individual child becomes ineligible for
child care enrollment. PELICAN CCW is designed to generate an
AA when a CIS-generated AA does not address ineligibility for
the child care related to the benefit. If the CIS-generated AA
addresses child care ineligibility, PELICAN CCW will not
generate an AA unless an enrollment rules failure exists also.

When PELICAN CCW does not generate an AA, the CCIS is
required to manually discontinue/close all active enrollments,
as appropriate, to generate a Child Care Stop Letter. See
Manual Section “500.8.10 — Child Care Stop Letter” for
additional information.

Return to Table of Contents

See Manual Section “500.12.3.2 — Questions — 500.1.1 -TANF, FS &
GA/WS2 Child Care Programs”
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Former TANF (FT), Head Start/Prekindergarten (HS/PK) &
Low-Income (LI) Child Care Programs

As set forth in § 3041.84 (relating to family file), “The eligibility
agency shall establish and maintain a separate file for the family
of each p/c who applies for subsidized child care. The family file
shall contain documents pertaining to eligibility determination,
redetermination, subsidized child care authorization, co-payment
agreements and copies of written notices required by

55 Pa.Code, Chapter 3041. A p/c or an authorized representative
has a right to examine the family file.”

Per policy, the CCIS may not print file copies of forms, letters or
notices except as mandated by OCDEL BSCCS, when copies are
required by the Office of the Inspector General (OIG) during an
investigation of fraud, during an audit or when copies are required
for participation in appeal or other hearings.

As set forth in 8 3041.85 (relating to record retention), “The
eligibility agency shall retain family files, completed application
forms, written notices, books, records and other fiscal and
administrative documents pertaining to subsidized child care.
Records shall be maintained for at least 6 years from the end of the
fiscal year in which subsidized child care has been provided or until
an audit or litigation is resolved. The fiscal year is a period of time
beginning July 1 of any calendar year and ending June 30 of the
following calendar year.”

EXAMPLE:  The CCIS begins paying subsidized child care for a
family on 3/1/2010. The family continues to
receive subsidized child care until determined
ineligible. The AA expires on 12/29/2010. The
CCIS must retain the family file until 6/30/2017 or
until an audit or litigation is resolved.

As set forth in § 3041.124 (relating to notification of p/c and child
care provider), “The eligibility agency shall notify the p/c of the
family’s eligibility status within 30 calendar days of receiving a
signed application. If the eligibility agency determines a family
eligible for subsidized child care, the eligibility agency shall notify
the family’s child care provider of the family’s eligibility status.”

Per policy, the CCIS must send a Child Care Eligible Notice to the
p/c when the family is determined eligible. The CCIS must use the
Enrollment Summary to notify the family’s child care provider of the
family’s eligibility status and indicate information pertaining to the
child(ren)’s enrollment(s).

As set forth in 8 3041.161 (relating to general notification

requirements), “The eligibility agency shall notify the p/c in writing
no later than 10 calendar days prior to taking an action that affects
the family’s eligibility status for subsidized child care or results in a
change in the amount of the family’s subsidized child care benefit.”
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In addition, “Following the preparation of a written notice, the
eligibility agency shall:

(1) Mail or hand-deliver within 1 working day of preparation,
the original and one copy of the notice to the parent or
caretaker:;

(2) Notify the family’s child care provider as soon as the family
is determined eligible or ineligible for subsidized child care;
and

(3) Retain a copy of the notice in the family file.”

Prior to the generation of correspondence within PELICAN CCW, the
notice template did not include an easily identifiable way in which the
p/c could submit an appeal so the p/c was instructed to submit a copy of
the notice. As a result of this design limitation, the regulation required
the CCIS to mail the original and one copy of the notice to the p/c.

When the correspondence subsystem was designed in PELICAN CCW,
the notice template was redesigned so the p/c could detach the bottom
portion of the notice when submitting an appeal request, rather than
having to return an entire copy of the notice. As a result of the notice
redesign, the CCIS will mail the original notice only to the p/c. A copy
of the notice may be generated for the p/c at any time, upon request. See
Manual Section “500.9.4.6 — Creating a Duplicate” for additional
information.

In addition, the CCIS is not required to notify the provider when a
family is determined ineligible as the CCIS has not yet been given
adequate information regarding the provider, such as name and address.

Return to Table of Contents
See Manual Section “500.12.3.3 — Questions — 500.1.2 —-FT, HS/PK &

L1 Child Care Programs”

DEFINITIONS AND ACRONYMS

See manual section “101 — Definitions and Acronyms” for a complete,
alphabetical listing of definitions and a table of acronyms.

Return to Table of Contents

GOALS & OBJECTIVES
See Manual Section “500.12.1 — Goals” and “500.12.2 — Objectives”

Return to Table of Contents
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CORRRESPONDENCE TYPES

Correspondence in PELICAN CCW falls into one of the following three categories:
1. Forms
2.  Letters

3.  Notices

The following subsections describe the differences between the types of
correspondences generated by PELICAN CCW.

Return to Table of Contents

See Manual Section “500.12.3.4 — Questions — 500.4 — Correspondence Types”

500.4.1 Forms

Forms expedite the capturing of information from a p/c or provider. The
CCIS uses forms to:

1. Assist in the determination of initial or ongoing eligibility.
2.  Establish or update an enrollment.

3. Notify the provider of modifications to an enrollment or a
co-payment associated with an enrollment.

4.  Assist in the processing of a payment request based upon the
child(ren)’s attendance.

5. Notify the p/c and/or provider of details associated with
payment for subsidized child care services provided to a
child(ren).

PELICAN CCW generates the following forms:
1. Enrollment Summary

Attendance Invoice

Payment Summary

Redetermination Packet

o &M N

Client Advance Payment Summary

Return to Table of Contents

See Manual Section “500.12.3.5 — Questions — 500.4.1 — Forms”
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Letters

Letters are correspondences designed for informational purposes.

Letters, unlike notices, do not include appeal rights for a p/c.

PELICAN CCW allows a CCIS user to add supplemental text to a letter,
as appropriate.

PELICAN CCW generates the following letters:
1.  CareCheck Appointment Letter

Change in Primary Worker Letter

Child Care Stop Letter

Funds Available Letter

Funds not Available Letter

Missing Information Letter

Non Compliance Letter

Outstanding Balance Letter

© oo N o 0o A~ N

Recoupment Letter

[EEN
©

TANF Transfer Letter

[EEN
=

Waiting List Funds Available

[EEN
N

Welcome Letter

Return to Table of Contents

See Manual Section “500.12.3.6 — Questions — 500.4.2 — Letters”
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Notices

Notices are a prescribed printed communication from the CCIS that
include, but is not limited to, information for the p/c that informs the p/c

of:

Eligibility or ineligibility for subsidized child care.
An increase or decrease in subsidized child care benefits

The need for additional verification or other information in order
to maintain eligibility.

A change in the family’s weekly co-payment amount.
The decision to grant or deny a co-payment waiver.

The decision to grant or deny a waiver based on domestic or
other family violence.

Suspension or disruption of subsidized child care.

Confirmation of voluntary withdrawal from the Subsidized
Child Care program.

Notices include the reason for the action, the regulatory citation for the
authority to take the action, the appeal rights for the p/c and explanation
regarding how the p/c may appeal a decision or action.

PELICAN CCW generates the following notices:

1.

2.

AA

Application Rejection Notice
Child Care Confirmation Notice
Eligible Notice

Enrollment Eligible Notice
Enrollment Ineligible Notice

Ineligible Notice

Return to Table of Contents

See Manual Section “500.12.3.7 — Questions — 500.4.3 — Notices”
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APPEAL RIGHTS

Pages 3 and 4 of ALL notices are the same and include the appeal rights for the p/c
and explanation regarding how the p/c may appeal a decision.

This section of the notice informs the p/c of the address and telephone number of the
local Legal Services Office the p/c may contact if the p/c wishes to secure legal aid to
resolve the issue.

If a p/c has concerns regarding the location of the local Legal Services Office, the p/c
may contact the CCIS to discuss whether there is another office located closer to the
p/c’s work or home.

This section also explains the p/c’s appeal rights.

This section notifies the p/c of the following:

1. The p/c has 30 days from the date PELICAN CCW or the CCIS generates
the notice to appeal the decision. There is also explanation for the p/c
regarding how subsidized child care may continue during the appeal process
if the CCIS receives the written appeal from the p/c no later than 10 days
from the date of the notice. The date by which the p/c must submit the
appeal in order to continue subsidized child care during the appeal process is
displayed in bold.

2. If subsidized child care continues and the Hearing Officer finds in favor of
the Department, the p/c may be required to pay back the funding that was
paid on the p/c’s behalf for child care.

3. The rights to appeal any CCIS or Departmental action, or failure to act, and
to have a hearing if dissatisfied with any decision to deny, discontinue or
change the subsidized child care request.

4. If achange in subsidized child care eligibility is caused by a State or Federal
law, regulation or policy change, the p/c may appeal the change; however
the p/c will not be granted a hearing unless the p/c is appealing the
correctness of the eligibility determination. If the p/c is only challenging the
law, regulation or policy, the p/c’s appeal will be dismissed by the
Department but may be appealed to a higher court.

5. At the hearing the p/c can present to the Hearing Officer the reason he
thinks the decision made by the CCIS is incorrect and present evidence or
witnesses in his behalf. The p/c has the right to represent himself or to have
anyone represent him.
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6. If the p/c speaks a language other than English and needs an interpreter, the
p/c may contact the CCIS so the CCIS can arrange to provide an interpreter.

7. If the p/c and his representative would like to meet with the CCIS staff to
discuss the matter informally or to present information, which might change
the proposed action, the p/c may call the CCIS. This will not delay or
replace the p/c’s fair hearing.

8.  The p/c’s request for a hearing must be postmarked or received by the CCIS
within 30 calendar days of the date of the notice. If the CCIS does not
receive the request within the 30-day time limit, the p/c’s appeal will be
dismissed without a hearing.

9. To appeal and request a hearing the p/c must put the appeal in writing as
follows:

a.  Include a copy of the notice.

b.  Provide a telephone number where the p/c may be reached and
provide an exact address.

c.  Complete and return the bottom portion of the notice indicating if a
telephone or face-to-face hearing is preferred; if a reasonable
special accommodation is needed because of a hearing impairment
or other disability; if an interpreter is needed and if so, for what
language; the reason a hearing is requested; and if subsidized child
care is requested to continue at the current amount pending the
hearing decision.

10. The hearing locations are available as follows:

Location County of Residence

Erie for: Cameron; Clarion; Crawford; Elk; Erie; Forest; McKean;
Mercer; Potter; Venango; and Warren

Adams; Centre; Cumberland; Dauphin; Franklin; Fulton;

;I)?_meurg Huntingdon; Juniata; Lancaster; Lebanon; Lycoming; Mifflin;
' Montour; Northumberland; Perry; Snyder; Union; and York
ngrllladelphla Bucks; Chester; Delaware; Montgomery; and Philadelphia

Allegheny; Armstrong; Beaver; Bedford; Blair; Butler; Cambria;
Pittsburgh for: | Clearfield; Fayette; Greene; Indiana; Jefferson; Lawrence;
Somerset; Washington; and Westmoreland

Reading for: Berks; Lehigh; Northampton; Schuylkill

Wilkes-Barre | Bradford; Carbon; Clinton; Columbia; Lackawanna; Luzerne,
for: Monroe, Pike, Sullivan, Susquehanna, Tioga, Wayne, Wyoming

See the examples of pages 3 and 4 below.

Page 13 of 328



CORRESPONDENCE

Finalized 3/24/10
Page 3
Paga 3of 4
SECTION C: Appeal Information
LEGAL HELP AVAILABLE AT: APPEAL AND FAIR HEARING
LEGAL SERVICES INC H you disagree with our decision, you have the right 1o appeal. See attached form for a
213-A NORTH FRONT STREET complete explanation of your right 1o appeal.

HARRISBURG, PA 17101
(717 ) 232.0581

IF YOU HAVE CONCERNS ABOUT THE LEGAL
AID ADCRESS LISTED, CONTACT THE CCIS
TO DISCUSS WHETHER THERE IS ANOTHER
OFFICE LOCATED CLOSER TO YOUR MOME
OR WORK

Delach here

Arhough you have 30 days rom the date above o appedl, the CCIS must receve your
writlen appeal on or bedore 121282005 in order for your subsidized child care o
cantinue pending the hearing decision. Your child care will nol continue pending the
hearing decision whan the change Is due 1o State or Federal Law, reguiation or poiicy,

M your subsidized child care continues and the Hearing Ollicer finds in faver of the
Department you may ba required 10 pay back the funding that was paid on your behall
for child care.

Datach here

l IF YOU WISH TO APPEAL, COMPLETE AND RETURN TO THE CCIS THE INFORMATION ON THE BACK OF THIS NOTICE |

Harisburg, PA 17103-1801

Notice 1D:
APPLICANT NAME AND ADDRESS
JOHN CO RECORD CAT
$THST
HARRISBURG, PA 171 89 9359890 cc
Plesze cormect your address here if recassary
CCIS ADDRESS WORKER 1D:
CCIS of Dauphin County TELEPHONE:
110 N. 26th Svest DATE: 12/168/2005

Notice 1D:

Page 4
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Paga 4 of 4

'YOUR RIGHT TO APPEAL TO A FAIR HEARING

You have the right 1o appeal ary Chid Care Information Senvices (CCIS) agency or Departmental action oc failure to act, and to have a
hearing ¥ you are dissatistied with any decision 1o deny, discontinue or change your subsidized child care reguast.

Il & change in your subsidized chid care eligbility is caused by a State or Federal law, regulation o pelicy changs, you may appeal the
changa; howevar you will not ba granted a haaring unfess you are appeaing the coreciness of your efigiblity datarmination. If you ara
only chaflenging the law, reguiation or palicy, your appeal will be dismssed by the Depariment but may be appealed to a higher court,
Al the hearing yau can present ta the Hearing Officer the reasan you thirk the dacision made by the CCIS is incorrect and present
ovidance or witnesses In your awn behall, You hawe the right to reprasent yourself or 1o have anyone represent you.

If you speak a language othar than Engish and naed an interpreter, please contact your CCIS 80 amangaments can te made 1o provide
an interprater,

I you and your raprecantative would like 1o meet with the CCIS staf to discuss the matter informally of o presant infoemation which
might change the proposed action, please call your CCIS workar. This wil not delay or replace your fair haaring,

Your raquest for & hearng must be postmarked or recelved within 30 calendar days of the date of thie notice. If your request is not
roceived within the 30.day tme Smit, your appeal wil be dsmissed without a hearing.

If you appeal, tha haaring wil focus on your family's crcumsiances at the tme of the CCIS agancy’s dacison.
To appeal and request a hearing you must put the appeal in writing as folows.

1. Include a copy of your notce,

2. Give a number where you can be reached.

3. Giva your exact Bdoress.

4. Complate and return the boftom partian of e notce,

Erie for: Camaron, Clarion, Crawford, Ek, Enig, Forest, McXean, Mercer, Potter, Varango, Warren

Harrisburg for: Adams, Centre, Cumberland, Dauphin, Frankin, Fultan, Huntingdon, Juriasa, Lancaster, Lebancn, Lycaming. Mifflin,
Montour, Narthumberland, Perry, Snyder, Unicn, Yark.

Philadelphla for: Sucks, Chestar, Dalaware, Mantgomery, Philadalphia,

Pittsburgh for : Allagheny, Armetrong, Beaver, Bedlord, Blair, Butler, Camtria, Clearlield, Fayetie, Greene, Indana, Jeflarson, Lawvence,
Somerset. Washingion, Westmareland

Reading for: Berks, Lehigh, Northamton, Schuylkill.

Wilkes-Barre for: Bradford, Carbon, Clinton, Columbia, Lackewanna, Luzerne, Monroe, Pike, Sullivan, Susquahanna, Tiega. Wayne.
Wyoming.

Detach here Dotach here
[ IF YOU WISH TO APPEAL, COMPLETE AND RETURN TO THE CCIS THE INFORMATION BELOW . ]

Notice ID:
Phase chack one of the boxes 1 3how which type of hEarng you want: [[] 1mama [:] |wanta
fekephane haaring. face-%04ace hearing.

D Pleaze chack if you require any reasonable specal accommodaton because of a hearing imparment or cther disability.
[]  Preass check it you need an inferpreter. What language” 7
NOTE: If you ask for an interpraler ut 1alor get your own inerprator, plase call the Office of Hearinga and Appesls (7 17) 783-3050.

|'WANT TO REQUEST A HEARING BECAUSE: (Amach addticral pages ¥ necessary.)

[: Check harg £ you do not want your d chid care to &t the curant amount pending the hearing decision.

Parent / Carataker Signature Addvess Telephone No. (betwaen B AM. and5 P.M.) Date
Parent / Caretaker Rep. Signature  Address Tetaphona No. (batwean 8 AM. and 5P M) Date
Notce 10:

Return to Table of Contents

See Manual Section “500.12.3.8 — Questions — 500.5 — Appeal
Rights”
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CORRESPONDENCE TEMPLATE VERSUS VERSION

PELICAN CCW automatically generates correspondences based upon predetermined
templates. A correspondence template consists of fixed and variable text. The fixed
text included in the template never changes. Variable text may change depending
upon the actions taken by the CCIS user or the circumstances at the time PELICAN
CCW generates the correspondence.

A correspondence template is different from a correspondence version.

A correspondence version indicates that PELICAN CCW generated the same
correspondence multiple times. A correspondence may have multiple versions
because the CCIS user generated a duplicate copy of the correspondence or so a copy
may go to a different/secondary recipient. The primary recipient’s version of the
correspondence has a Correspondence ID that ends in a "-1"; the secondary and
duplicate recipient versions are sequentially numbered, starting from "-2".

PELICAN CCW automatically generates a provider version of certain
correspondences upon generation of the client version.

PELICAN CCW generates both versions using the same correspondence template.
As a result, both versions include the same basic information.

The client version, however, may contain personal demographic information that is
variable and is not included in the provider version, such as the specific reason for
ineligibility (i.e., the failure reason(s)) or discontinuing an enrollment (i.e.,
disqualification details), or family income.

Examples of correspondences that PELICAN CCW generates with a client and
provider version include:

1. Notice of Adverse Action (AA)
2. Child Care Stop Letter

3. Enrollment Summary

PELICAN CCW generates a “Group” version when the CCIS manually chooses to
process multiple correspondences as a single Portable Document Format (PDF) rather
than as multiple PDFs. The “Group” version applies to the following
correspondences:

1.  Attendance Invoices
2 Payment Summary

3. Recoupment Letter
4

Redetermination Letter/Packet
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The following table lists each correspondence alphabetically and indicates the name
of each correspondence and the version(s)s that are associated with the
correspondence.

Version |
Provider Client

AA Notice X X
Application Rejection Notice X
Application Transfer Letter X
Attendance Invoice X
CareCheck Appointment Letter X
Change in Primary Worker Letter — CLIENT
Change in Primary Worker Letter - PROVIDER X
Child Care Confirmation Notice
Child Care Eligible Notice
Child Care Ineligible Notice
Enrollment Eligible Notice
Enrollment Ineligible Notice
Enrollment Summary X
Former TANF Transfer Letter
Funds Available Letter
Funds Not Available Letter
Missing Information Letter — CLIENT
Missing Information Letter - PROVIDER
Noncompliance Letter
Outstanding Balance Letter
Payment Summary
Recoupment Letter
Redetermination Letter/Packet
Waiting List Funds Available Letter
Welcome Letter

Correspondence Name

X

XXX XXX XX XX

XX X[ X]x

XXX

PELICAN CCW processes “Client” and “Provider” versions of a correspondence as
separate requests. This means that each correspondence processes through the
Correspondence Statuses separately.
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PELICAN CCW consists of the following types of correspondence templates:

1.  “Correspondence Type” Templates.
» Form.
v Dependent upon the type of form.

v" Varies from one form to the next based upon how the form is
used.

> Letter.
v" Standard letter-format.
v" Contains fixed and variable text.

v Supplemental text may be entered for certain
correspondences.

> Notice.
v" Standard notice-format.

v" Includes appeal rights and information on how the p/c may
appeal on pages 3 and 4.

2. “Client” versus “Provider” Templates.

»  PELICAN CCW determines the “Client” versus “Provider”
correspondence template depending upon to whom PELICAN
CCW will send the correspondence.

»  When the primary caretaker (i.e., the p/c designated as the primary
caretaker on the Child Care Request page) is the intended recipient
the version type 1s “Client”.

»  When the provider is the intended recipient the version type is
“Provider”.

3. “CIS” versus “PELICAN CCW” Templates.

»  PELICAN CCW determines the “CIS” versus “PELICAN CCW?”
template depending upon the child care program associated with
the case (i.e., the Co/Record Number).

»  “CIS” templates include regulatory cites related to 55 Pa.Code,
Chapter 168 (relating to child care); whereas, “P” templates
include regulatory cites related to 55 Pa.Code, Chapter 3041
(relating to subsidized child care eligibility).

>  When the case is associated with the TANF, FS or GA/WS2 child
care programs the version type is “CIS”.

> When the case is associated with the FT, HS/PK or LI child care
programs the version type is “P”.
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The following table lists each correspondence alphabetically and indicates the type(s)

of correspondence templates are associated with the correspondence.

Correspondence Name

TEMPLATE

Form

Letter | Notice

Client

Provider

CIS

PELICAN
CCw

AA Notice

X

Application Rejection Notice

Application Transfer Letter

Attendance Invoice

CareCheck Appt. Letter

Change in Prim. Worker Letter

Child Care Stop Letter

Child Care Conf. Notice

Child Care Eligible Notice

Child Care Ineligible Notice

Enrollment Eligible Notice

Enrollment Ineligible Notice

X | X | X | X]|X

Enrollment Summary

Former TANF Transfer Letter

Funds Available Letter

Funds Not Available Letter

Missing Information Letter

X | X[ X|X|X|X|X|X|X|X|X|X|X

Non Compliance Letter

Outstanding Balance Letter

X | X | X | X | X]|X

Payment Summary

Recoupment Letter

X | X | X | X | X

Redetermination Letter/Packet

WL Funds Available Letter

Welcome Letter

X | X | X | X

X | X | X | X | X

Return to Table of Contents

See Manual Section “500.12.3.9 — Questions — 500.6 — Correspondence Template

versus Version”
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INDIVIDUAL FAILURE REASON CODES

PELICAN CCW generates the AA (related to all child care programs), Ineligible
(related to PELICAN CCW child care programs only) and Enrollment Ineligible
(related to CIS child care programs) notices using both “Individual” and “Family
Composition” Failure Reason Codes. When PELICAN CCW generates an
“Individual” Failure Reason Code, there are occasions during which PELICAN CCW
pulls information from pages that capture individual demographic and other
individual-specific information, including but not limited to:

» Individual Name
Annual Income
FPIG %

Total Work Hours
Total Training Hours

Immunization Status

YV V ¥V V VYV V

Citizenship Status

»  Disqualification Details

PELICAN CCW does not process data correctly when the CCIS applies an
“Individual” Failure Reason Code at the “Family Composition™ level because
PELICAN CCW cannot determine from which page to pull the variable data.
Therefore, the CCIS should never apply an “Individual” Failure Reason Code at the
“Family Composition” level.

EXAMPLE: A CCIS processes a redetermination for a FT case and revises the
employment and training hours based upon the verification the
p/c submitted. The CCIS changes the employment hours from
15 hours/week to 10 hours/week, and changes the training hours
from 10 hours/week to 5 hours/week. When assessing eligibility,
PELICAN CCW fails the case for not meeting the work-hour
requirement. The CCIS incorrectly applies Failure Reason Code
“020” — Work/Training Combo at the “Family Composition”
level. When PELICAN CCW processes Failure Reason Code
“020” PELICAN CCW attempts to pull total number of work
hours/week from the Employment & Wage page and the total
number of training hours/week from the P/C Training
Information page but is unable to do so because the level was
incorrectly applied.

Return to Table of Contents

See Manual Section “500.12.3.10 — Questions —500.7 — Individual Failure
Reason Codes”
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CORRESPONDENCE DETAILS

The following subsections provide detailed descriptions for each of the
correspondences generated by PELICAN CCW.

500.8.1

Adverse Action (AA) Notice

The CCIS sends an AA to inform a p/c the family or an individual in the
family has become ineligible for subsidized child care. The CCIS may
generate an AA only when a case or individual becomes ineligible for
subsidized child care (i.e., the Eligibility Status is “Ineligible Adult” or
“Ineligible Child”).

A CCIS sends an AA to inform the p/c of ineligibility for subsidized
child care due to a change in circumstances or lack of compliance and to
notify the p/c that the p/c has 13 calendar days (i.e., the AA period) to
provide new or needed information to resolve the AA.

As set forth in § 3041.165(c), “The AA must include the decision or
proposed action; the date the action will occur; the reason for the
decision or proposed action and information about how to become
eligible; a citation, and brief explanation in simple, nontechnical
language, of the applicable section of 55 Pa.Code, Chapter 3041 or
other applicable law that is the basis for the decision or proposed
action; the name, address and telephone number of the local legal
services office where the p/c may obtain free legal representation;
and the right of the p/c to appeal the decision and how to appeal as
specified in 88 3041.162 and 3041.171 (relating to notice of right to
appeal; and appealable actions).”

The CCIS must generate a Child Care Confirmation Notice when:

1. Subsidy is suspended.
2. Subsidy is disrupted.

3. Thereis achange (i.e., an increase or decrease) in the assigned
weekly co-payment.

For additional information regarding generation of the Child Care
Confirmation Notice, see Manual Section “500.8.7 — Child Care
Confirmation Notice”.

The CCIS may not generate or send to the p/c an AA prior to the date
the case or individual is ineligible.

PELICAN CCW automatically generates an AA using a standard notice
template to ensure all regulatory requirements are met.
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PELICAN CCW also generates a copy of the AA for the provider, if an
enrollment currently exists for an affected child. The provider copy
does not include confidential client information or appeal information.
PELICAN CCW generates only one AA for each failed case and will not
generate an additional AA unless the initial AA is satisfied. This means
that PELICAN CCW prevents generation of a second AA for a case if
one is currently active.

If PELICAN CCW generates an incorrect AA and the CCIS discovers
the problem before the AA is printed, the CCIS user may correct the AA
by satisfying the initial AA, creating the correct conditions to generate
the second, corrected AA and assessing, and confirming eligibility
again.

PELICAN CCW does not automatically cancel the first, incorrect AA;
therefore, the CCIS user must manually suppress the initial AA. In the
circumstances listed below, PELICAN CCW does not generate an AA
and the individual's and/or case’s eligibility ends that night during the
nightly batch process.

PELICAN CCW does not generate an AA if child care is ended on the
Child Care Request page due to any of the following reasons:

1. Voluntary Withdrawal;
Moved Out of Household;
Worker Error;

Change in custody; or

o > w0 D>

Lost appeal.

Section A of the AA lists all individuals for the case and their eligibility
statuses. Section B lists calculations for all the household income
information entered into PELICAN CCW. Section C provides all
information related to the appeal process as discussed in Manual Section
“500.5 — Appeal Rights”.
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The following table includes a complete listing of the current conditions that cause generation of the AA for a case receiving subsidized child care under
the FT, HS/PK or LI child care programs. The yellow highlighted rows indicate “Individual” Failure Reason Codes.

Failure

Short Description

* When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Re ulator PELICAN CCW (i.e., FT, HS/PK, LI d CIS (i.e., TANF, FS, .. o q
Reason gustory ) case 50 his inicator was estabished ( hlp fhe ser Long Description Trigger for Generation
Citation
Code understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to return to work no later than 183 System; Tracks 183 days from the
. — calendar days from the date you were excused from disability onset date and if no end date
001 | §3041.48(2) Single plc disability - AA - P the work requirement due to a disability; therefore, entered prior to 184" day fails when
your family is ineligible for subsidized child care. eligibility is assessed and confirmed.
The information you submitted to the CCIS indicates
that <NAM_CHLD> is 13 years of age or older and | System; Fails when assessing and
8 3041.12(b) . i i does not have a disability or delay and is not confirming eligibility if DOB indicates
L 8 3041.12(c) Cillle QEr g = =P incapable of caring for himself; therefore, your that the child is > 13 without a
family or a member of your family is ineligible for disability.
subsidized child care.
You are not meeting the work requirement of a ) .
. . Manual; Update failure reason code.
minimum of 20 hours of work per week as specified
003 | §3041.51(f)(1) Work Req - Head Start - AA in § 3041.43 (relating to work, education and

training); therefore, your family is ineligible for
subsidized child care.

System uses “016 (Work) / 020
(Work/Training Combo)” as generic.
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Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, .. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to submit acceptable verification of the System; Selecting “NA” for disability
004 | §3041.70 Verification - Disability - AA parent's or caretaker's disability to the CCIS; verification on the Parent Disability
' y therefore, your family is ineligible for subsidized page, clicking save, assessing and
child care. confirming eligibility.
You failed to self certify the child's age and the CCIS | System; Selecting “NA” for DOB
e is unable to determine whether the child is under 13 | verification on the Individual Info. Page,
005 | 83041.12 (b) Verification - DOB - AA years of age; therefore, your family or a member of clicking save, assessing and confirming
your family is ineligible for subsidized child care. eligibility.
You failed to submit acceptable verification System; Selecting “NA” for education
e . regarding the education requirement to the CCIS; verification on the Teen Parent
006 | §3041.67 Verification - Education - AA therefore, your family is ineligible for subsidized Education page, clicking save, assessing
child care. and confirming eligibility.
You are not meeting the work-hour requirement as . . q _
specified in the regulations for a teen parent; Syst_er_n_, Assessing and confirming
007 | §3041.43(b) Work Req - Teen - AA-P ' eligibility when no employment or teen

therefore, your family is ineligible for subsidized
child care.

parent education information is entered.
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Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, .. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
. . e System; Selecting “NA” for
s 30550 et | ETPOYent vericaton on
008 | §3041.65(b) Verification - Work - AA g g in K-hour requ Employment & Wage page, clicking
to the CCIS; therefore, your family is ineligible for : O
§ 3041.67 - . save, assessing and confirming
subsidized child care. s
eligibility.
Following an initial determination of eligibility, a
family shall remain financially eligible for subsidized
child care as long as the annual income does not Svstem: Assessing and confirmin
009 | §3041.41(b) Over Income - AA exceed 235% of the FPIG. You reported adjusted el>i/ ibili’t g g
annual income of $<ANUL_INC> that is g Y.
<PCT_OF_FPIG>% of FPIG; therefore, your family
is ineligible for subsidized child care.
You have !ndlcated the_ child for who_m subsidy is System: Selecting “NA” for foster child
requested is a foster child and you failed to submit e h lationshi
§3041.72 ificati hil acceptable verification to the CCIS regarding your verlflcatlon on t“e Re a,t’lons 'P page
010 § 3041.3 Verification - Foster Child - AA relationship to the child: therefore, your family or a after selecting a “foster” relationship,

member of your family is ineligible for subsidized
child care.

clicking save, assessing and confirming
eligibility.
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Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, s . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Your 90-day time period h_as e>_<p|red a_md your chll_d System; Tracks 90 days from the date
does not have age-appropriate immunizations and is selected “No. Tn. Process” and fails on
011 | §3041.46(b) Immunization - 90 Days - AA - P not exempt from immunization; therefore, your the 91° da v;/he,rl eliqibility is assessed
family or a member of your family is ineligible for ay g y
s . and confirmed.
subsidized child care.
Our records indicate that your child,
<CHLD_NOT_IMZ_EXMT>, does not have age- _ D .
appropriate immunizations, you are not willing to .SyStem.’ SfleCting ,NO' .NOt Wl!h“g to
N - immunize your child and you failed to submit to the fmmuize or NA f(.)r immunization
012 | §3041.46(a) Immunization - Not Willing - AA - P e - : verification on the Child Care Request
CCIS the necessary self-certification of exemption ace and clicking save. Then assessin
from immunization; therefore, your family or a gng confirmin 3" ibil.it g
member of your family is ineligible for subsidized g elgrotity.
child care.
You are requesting subsidized child care for a child ) .
who is currently receiving subsidy in another case iSn)gISit(?aTc;rl\cl)?]t tﬂ;ecc:ﬁirllg g:‘; ;ftggg{[
013 | §3041.31(c) Joint Custody - AA - P and you failed to submit verification of joint custody; g

therefore, your family or a member of your family is
ineligible for subsidized child care.

page, clicking save, assessing and
confirming eligibility.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) L. . .
Reason Citation cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code itatio which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
You failed to submit acceptable verification of family | System; Selecting “NA” for maternity
014 | 8304177 Verification - Maternity Leave - AA - P leave to the CCIS; therefore, your family or a leave verification on the Employment &
' y member of your family is ineligible for subsidized Wage page, clicking save, assessing and
child care. confirming eligibility.
The verification you submitted to the CCIS indicates ] i .
that <CTK_NOT_MET WRK_REQ> is not working '[Srglsr:?rr? ;}rgecﬁ'ig?(i?]c’“g;vz %?] ‘;‘r’]'éh no
016 | §3041.43(a) Work-hour Req - AA - P at least 20 hours per week or an average of at least 20 g g
_ Lo Employment & Wage screen, then
hours per week; therefore, your family is ineligible assessing and confirming eligibilit
for subsidized child care. g g €lg Y-
System; Tracks 84 days from the
You failed to return to work no later than 84 calendar | maternity leave begin date on the
. days from the first day of family/maternity leave; Employment & Wage page and fails on
017 §3041.20(2) Return from Maternity - AA - P therefore, your family is ineligible for subsidized 85th day when eligibility is assessed and
child care. confirmed, if no “date returned from
break” is entered.
You failed to submit acceptable verification of gzzttehr;; |Sn ilgrcnt;ngn mﬁofﬁ;\’fgg&?gon
018 | §3041.65(c) Verification - Other Income - AA - P unearned income to the CCIS; therefore, your family

is ineligible for subsidized child care.

Detail page, clicking save, assessing and
confirming eligibility.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) L. . .
Reason Citation cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code itatio which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
§ 3041.65(a) You failed to submit acceptable verification Manual; Update failure reason code.
019 § 3041.65(b) Verification - Income - AA - P regarding income and/or the work-hour requirement
§ 3041-67 to the CCIS; therefore, your family is ineligible for System uses “008 (Verification — Work
' subsidized child care. — AA)” as generic.
When a parent or caretaker attends training and
works at least 10 hours per week, the eligibility
agency shall count the time spent in the training . 3
toward the 20 hour per week work requirement. SYSEl, TOELS e employ_m_ent/ self
employment hours and training hours
020 | §83041.43(b)(3) Work/Training Combo - AA - P You reported a combination of <NUM_WRK_HRS> ngtg;igdaggdfigi ]\c/ivrr::]agde: thbe"':(?t/allsis )
work hours and <NUM_TRAN_HRS> training hours 20
per week. This combination does not meet the work- '
hour requirement as stated above; therefore, your
family is no longer eligible for subsidized child care.
You failed to self-certify that your child,
<CHLD_NOT_CITZ>, is a citizen of the United , o ,
States or is an alien lawfully admitted for permanent Si%[]?ztzzr;,hiselsiztthigorﬁﬁzazlnfjoif/i dual
021 | §3041.47 Child's Citizenship - AA-P residence or is otherwise permanently residing in the P

United States under color of law; therefore, your
family or a member of your family is ineligible for

subsidized child care.

Information Detail page, clicking save,
assessing and confirming eligibility.
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CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) L. . .
Reason Citati cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code Iitation which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
§ 3041.65(a) You failed to submit acceptable verification System; Selecting “NA” for
022 § 3041.65(b) Verification - Self-Emplovment - AA - P regarding income and/or the work-hour requirement | employment verification on the Self-
§ 3041-67 ploy to the CCIS; therefore, your family is ineligible for employment page, clicking save,
' subsidized child care. assessing and confirming eligibility.
You failed to return to work no later than 183 System: Tracks 183 days from the
calendar days from the date you were excused from disability onset date and if no end date
024 | §3041.48(a) Return from Disability - AA - P the work requirement due to a disability; therefore, ye th .
. L entered prior to 184™ day fails when
your family or a member of your family is ineligible el .
- . eligibility is assessed and confirmed.
for subsidized child care.
You failed to submit acceptable verification System; Selecting “NA” for training
025 | 5304167 Verification - Training - AA - P regarding the training requirement to the CCIS; verification on the Parent Training page,
' g therefore, your family is ineligible for subsidized clicking save, assessing and confirming
child care. eligibility.
026 Rollup reason P P ' | or all children in the case are determined

or all children in the family fail to meet eligibility
requirements under 55 Pa.Code, Chapter 3041.

ineligible in Open/Ongoing mode/status.
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CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) L. . .
Reason Citati cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code Iitation which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
You failed to submit to the CCIS verification of S ystem; Se!ectl'ng nf;,, to the question
§ 3041.42(a) I . Pennsylvania residency; therefore, your familyora |, 20SS /¢ livein PA? onthe =
027 ' Verification - Residence - AA - P S e 7 Household Information screen, clicking
8 3041.66 member of your family is ineligible for subsidized : T
i save, then assessing and confirming
child care. S
eligibility.
You failed to submit information required to System; Selecting "No™ to the question
e . N complete your redetermination of eligibility; Has the Redetermination packet been
028 | §3041.131(d) Verification - Redetermination - P L L returned?” on the Full Redetermination
therefore, your family is ineligible for subsidized L .
. page, clicking save, assessing and
child care. - AP
confirming eligibility.
You failed to pay your co-payment to the provider;
therefore, your family is ineligible for subsidized
child care. If you pay the delinquent co-payment by | System; Deselecting cc request on the
. < > idi ' i i i i
031 8 3041.105 Delinquent Co-pay - P DT_NTC_13>, subsidized child care will continue | Child Care Request page with a reason

without interruption. If you do not pay the
delinquent co-payment by <DT_NTC_13>,
subsidized child care will be terminated on
<DT_NTC_ 14>

of “Delinquent Co-pay”, clicking save,
assessing and confirming eligibility.
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CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) L. . .
Reason Citati cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code Iitation which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
. System; Deselecting cc request on the
83041.19(a) Your Ch'.ld has be.en absent for more than 10 Child Care Request page with a reason
033 Absence - AA - P consecutive days; therefore, your family or a member « A
8 3041.19(b) A - . of “10-day absence”, clicking save,
of your family is ineligible for subsidized child care. . .0 o
assessing and confirming eligibility.
Your child failed to return to care within 90 calendar | System; Uncheck cc request using the
035 | §3041.21(h) Suspension - 91st Dav - AA - P days from the date your child's subsidy was reason “90 days suspended subsidy” and
' P y suspended; therefore, your family or a member of click save. Then assess and confirm
your family is ineligible for subsidized child care. eligibility.
The verification you submitted to the CCIS indicates | Manual; Update failure reason code.
there is no need for subsidized child care; therefore,

036 | §3041.3 No Need for Care - AA-P your family is ineligible for subsidized child care. Deselecting cc request using “No need
Should you need subsidized child care at any time in | for care” will result in “026 (Rollup
the future, you may reapply. Reason)”.

The verification you submitted to the CCIS indicates
that <CTK_NOT_MET_WRK_REQ> is not working Svstem: Sinale b/c with a permanent
037 8 3041.43(a) Disability - Permanent - AA - P at least 20 hours per week or an average of at least 20 Y » >INgIE P P

hours per week; therefore, your family is ineligible
for subsidized child care.

disability.
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CORRESPONDENCE

Finalized 3/24/10

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it

Failure means this failure reason code and short description exists for both
Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) L. . .
Reason Citati cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code Iitation which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
The verification you submitted to the CCIS indicates | System; Tracks 183 days from the
that <CTK_NOT_MET_WRK_REQ> is not working | disability onset date and fails on the
038 | §3041.43(a) Disability - Temporary - AA - P at least 20 hours per week or an average of at least 20 | 184™ day when eligibility is assessed
hours per week; therefore, your family is ineligible and confirmed if no employment
for subsidized child care. information is entered.
The verification you submitted to the CCIS indicates %ﬁg:lt Tlrgg\ljz gg ?ﬁfalog?] ttrr]]ee
that <CTK_NOT_MET_WRK_REQ> is not working | £ 17 %em 2 Wg ® tace and Tails o
039 8 3041.43(a) Maternity Leave - AA - P at least 20 hours per week or an average of at least 20 P tﬁ/ ge page a
_ e the 85™ day when eligibility is assessed
hours per week; therefore, your family is ineligible . . )
- . and confirmed if there is no end date
for subsidized child care.
entered.
You failed to submit acceptable verification of your | System; Selecting “NA” for child
040 |§3041.76 Verification - Child's Disability - AA - P child's incapability of caring for himself to the CCIS; | disability verification on the Child
' y therefore, your family or a member of your family is | Disability page, clicking save, assessing
ineligible for subsidized child care. and confirming eligibility.
You failed to return to work no later than 30 calendar | System; Uncheck cc request using the
041 8 3041.20(3) Break Expired - AA - P days from the first day of your regularly scheduled reason “failure to return from break”

break in work, education or training; therefore, your
family is ineligible for subsidized child care.

and click save. Then assess and confirm
eligibility.
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CORRESPONDENCE

Finalized 3/24/10

Failure
Reason
Code

Regulatory
Citation

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both
PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA)
cases so this indicator was established to help the user understand to
which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice

Long Description

Trigger for Generation

042

§ 3041.16(a)

P/C Receiving TANF - AA

Our records indicate that you are currently receiving
TANF; therefore, your family is ineligible for
subsidized child care as set forth in 55 Pa.Code,
Chapter 3041 (relating to subsidized child care
eligibility).

System; Deselecting cc request on the
Child Care Request page with a reason
of “Parent receiving TANF”, clicking
save, assessing and confirming
eligibility.

043

§ 3041.16(¢)

Enrollment - AA-P

You failed to select an eligible provider and enroll
your child within 30 calendar days following the date
the eligibility agency notifies the parent or caretaker
that funding is available or that the family's current
child care provider is ineligible to participate in the
subsidized child care program; therefore, your family
or a member of your family is ineligible for
subsidized child care.

System; Deselecting cc request on the
Child Care Request page with a reason
of “Child not enrolled”, clicking save,
assessing and confirming eligibility.

044

§ 3041.108(d)
§ 3041.109(h)

Co-pay Exceeds COC - AA-P

Your co-payments for 1 month are equal to or exceed
the monthly payment of care; therefore, your family
is ineligible for subsidized child care.

System; Deselecting cc request on the
Child Care Request page with a reason
of “Co-pay exceeds cost of care”,
clicking save, assessing and confirming
eligibility.
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CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) .. . .
Reason Citati cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code Iitation which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
You failed to select a provider and enroll your child | System; Deselecting cc request on the
no later than 30 calendar days following the date Child Care Request page with a reason
045 | §3041.133(c) Enrollment - WL - AA funding is available; therefore, your family or a of “Child not enrolled from WL”,
member of your family is ineligible for subsidized clicking save, assessing and confirming
child care. eligibility.
The information you submltted to the_C(_:IS indicates Manual: Override eligibility to fail and
that a parent or caretaker in your family is not date fail q
meeting the work requirement as set forth in 55 update failure reason code.
046 | §3041.142(a)(1) | Work Req-FT - AA Pa.Code, Chapter 3041 (relating to subsidized child .
AL A System uses “016 (Work) / 020
care eligibility); therefore, your family is ineligible (Work/Training Combo)” as generic
for subsidized child care. g & '
You failed to attend a face-to-face interview and have Sf.fzm; Deselecting cc rquist on the
not requested an extension based on hardship; Child Care Request page with a reason
048 | §3041.144(a) F2F - AA-P N ] of “Face to face requirements”, clicking
therefore, your family is ineligible for subsidized . o
. save, assessing and confirming
child care. S
eligibility.
Based on the verification you submitted to the CCIS, a’f:g”& DesF,aeIectlng cc reql.th on the
. it appears that a parent or caretaker in the home is 'ld Care Request page with a reason
422 | §3041.14 P/C Available - AA - P of “P/C Available for Care”, clicking

available to care for the child(ren); therefore, your
family is ineligible for subsidized child care.

save, assessing and confirming
eligibility.
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Finalized 3/24/10

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both

Failure
Reqgulator PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA .. . .
Reason Cgt ti y cases so this indié;lifor was establisheg ?ghelp th((le (:Jser understand tg Long Description Trigger for Generation
Code Iitation which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
Our records indicate that you are the operator of a System; Deselecting cc request on the
child care facility and space is available to enroll Child Care Request page with a reason
426 | §3041.16(c) P/C Owner/Operator - AA - P your child(ren) in the facility you operate; therefore, | of “P/C is Owner/Operator”, clicking
your child(ren) are ineligible for child care save, assessing and confirming
enrollment. eligibility.
Subsidized child care may not be used as a substitute ) .
. . System; Deselecting cc request on the
for a publicly funded educational program, such as hild ith
. kindergarten or a specialized treatment program Chi C?re Request page wit | 8 reason
427 | §3041.16(b) Publicly-funded Ed Prog - AA - P - . ' of “Publicly-funded Edu Available”,
Our records indicate that a publicly funded L . -
) . ! _ clicking save, assessing and confirming
educational program is available; therefore, your elicibilit
child is ineligible for child care enrollment. g Y-
Our records indicate that you have been disqualified ) .
. e . N System; Deselecting cc request on the
for 6 months. Your disqualification period is from Child Care Request page with a reason
a8 | 53041.189(a), Disqualification - 6 months - AA SIDUIE SIEEINPISQILNS (il of “Disqualified six months”, clicking

(b)(1), (c)

<DTE_END_DISQLN>. Your disqualification
period has not yet expired; therefore, your family is
ineligible for subsidized child care.

save, assessing and confirming
eligibility.
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CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) .. . .
Reason Citati cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code Itation which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
Our records indicate that you have been disqualified Svstem: Deselecting cc request on the
for 12 months. Your disqualification period is from C}/‘“d Cfare Re uestg age v?/ith a reason of
a29 | 83041.189(a), Disqualification - 12 months - AA SOV e N OIS Ll o sualiied twelve moaths”, olick
(b)(2), (c) g <DTE_END_DISQLN>. Your disqualification Savlgq;i;;;n V;fla’iomn;’ﬁmfn cheking
period has not yet expired; therefore, your family is li i’bilit g g
ineligible for subsidized child care. g y-
Our records indicate that you have been (S:yr/]si,:grrgaE)ee;eeleﬁtelgtg ZC éequlijtftac;z;?fn of
§ 3041.189(a), . . permanently disqualified from the Subsidized Child | ... . g Pag » qe 1
430 Disqualification - Permanent - AA . o Disqualified permanently”, clicking
(b)(3), (c) Care program; therefore, your family is ineligible : q 7
for subsidized child care Save, assessing an confirming
' eligibility.
You failed to submit verification of legal custody of
901 | §3041.3 Caretaker Definition - AA the child for whom subsidy is requested; therefore, | Manual; Override eligibility to fail and

your family or a member of your family is ineligible
for subsidized child care.

update failure reason code.
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CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, L. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
The information you provided to the CCIS regarding
domestic and other violence does not meet the
definition of domestic violence as specified in the
902 | §3041.3 DV Waiver Denied - AA regulation; therefore, you are not eligible for a Manual; Override eligibility to fail and
' domestic violence waiver. You must meet all update failure reason code.
eligibility requirements; therefore, your family or a
member of your family is ineligible for subsidized
child care.
The verification you submitted to the CCIS indicates
that a parent or caretaker in your family has reported
prospective employment or enrollment in an
education or training program that will not begin Manual; Update failure reason code.
903 | §3041.3 Prospective Start Date - AA within 30 calendar days following the date the parent

or caretaker signs and dates the application for
subsidized child care or no later than 60 calendar
days following the loss of current employment;
therefore, your family is ineligible for subsidized
child care.

System uses “016 (Work) / 020
(Work/Training Combo)” as generic.
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CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

* When a short description” includes an indicator of “P” or “CIS” it means
this failure reason code and short description exists for both PELICAN

Regulatory CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA thi o ; ;
Reason Citation indicaﬂ)ﬁ \’Nas éstablish’ed t)oar?elp the(tljsee’r under’stanéi to &ﬁ?csﬁst;[?e oz‘scase Long DeSCFIptIOI’] Trlgger for Generation
Code the failure reason code applies. The same is true of the “AA” and “Inelig”
indicators. The “AA” indicator implies an AA will display the failure reason
code; whereas, the “Inelig” indicator implies an Ineligible Notice
You self-declared an eligibility requirement and
failed to submit another form of acceptable _ : o .
904 530413 Self-Declaration Expired - AA verification within 30 calendar days as required; Manual; (_)vernde eligibility to fail and
§ 3041.64(d) - update failure reason code.
therefore, your family or a member of your
family is ineligible for subsidized child care.
You have reported to the CCIS that you are
working and participating in training in order to | Manual; Override eligibility to fail and
meet the work-hour requirement. The training | update failure reason code.
905 |§3041.3 Training Definition - AA you have reported does not meet the definition
of training as specified in the regulation; System uses “020 (Work/Training
therefore, your family is ineligible for Combo)” as generic
subsidized child care.
You reported a need for child care that does not |\ 1. 6verride eligibility to fail and
coincide with hours of work, education, training )
| K . - update failure reason code.
§ 3041.14(1) _ _ or trave b_etween work, educatlc_)n or training
906 ' Child Care Need - Work/Train/Ed/Travel/Sleep - AA | and the child care facility; or uninterrupted

§ 3041.14(2)

sleep time; therefore, your family or a member
of your family is ineligible for subsidized child
care.

Deselecting cc request using “No need
for care” will result in “026 (Rollup
Reason)”.
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CORRESPONDENCE

Finalized 3/24/10

Failure
Reason
Code

Regulatory
Citation

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both
PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA)
cases so this indicator was established to help the user understand to
which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice

Long Description

Trigger for Generation

907

§ 3041.14(2)

Uninterrupted Sleep Definition - AA

You reported a need for child care during
uninterrupted sleep time only but your work shift
does not end between the hours of 12 a.m. and 9
a.m.; therefore, your family or a member of your
family is ineligible for subsidized child care

Manual; Update failure reason code.

Deselecting cc request using “No need
for care” will result in “026 (Rollup
Reason)”.

908

§ 3041.16(b)

Publicly-funded Ed Prog - AA - P

The information you submitted to the CCIS
indicates that you are requesting subsidized child
care during school hours for a child who is of
kindergarten age when there is space available to
enroll the child in kindergarten; therefore, your
family or a member of your family is ineligible for
subsidized child care.

System; Deselecting cc request on the
Child Care Request page with a reason
of “Publicly-funded Edu Available”,
clicking save, assessing and confirming
eligibility.

909

§ 3041.16(c)

P/C Owner/Operator - AA - P

Our records indicate that a parent or caretaker in
your family is the owner or operator of a child care
facility and space is available to enroll your
child(ren) at that facility; therefore, your family or a
member of your family is ineligible for subsidized
child care.

System; Deselecting cc request on the
Child Care Request page with a reason
of “P/C is Owner/Operator”, clicking
save, assessing and confirming
eligibility.
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CORRESPONDENCE

Finalized 3/24/10

Failure
Reason
Code

Regulatory
Citation

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both
PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA)
cases so this indicator was established to help the user understand to
which type of case the failure reason code applies. The same is true
of the “AA” and “Inelig” indicators. The “AA” indicator implies an
AA will display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice

Long Description

Trigger for Generation

910

§ 3041.20(1)

Return from Loss of Work - AA

You failed to return to work no later than 60
calendar days from the date of an involuntary loss of
work, the date a strike begins or the date the parent
or caretaker graduates or completes an education or
training program; therefore, your family is ineligible
for subsidized child care.

System; Deselecting cc request on the
Child Care Request page with a reason
of “P/C is Owner/Operator”, clicking
save, assessing and confirming
eligibility. System uses “016 (Work) /
020 (Work/Training Combo)” as
generic.

Manual; Update failure reason code.
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Finalized 3/24/10

Short Description

* When a short description” includes an indicator of “P” or “CIS” it means

Failure Requlator this failure reason code and short description exists for both PELICAN
Reason g ) y CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) cases so this Long Descrlptlon Trlgger for Generatlon
Citation indicator was established to help the user understand to which type of case
Code the failure reason code applies. The same is true of the “AA” and “Inelig”
indicators. The “AA” indicator implies an AA will display the failure reason
code; whereas, the “Inelig” indicator implies an Ineligible Notice
A two-parent or caretaker family may be eligible for subsidized
child care when one parent or caretaker is working and the other
parent or caretaker is unable to work or participate in education or
training and is also unable to care for the child receiving subsidy
due to a disability or the need to attend treatment for the disability.
The disability must be verified as specified in § 3041.70 (relating
to verification of inability to work) at the time of application or at
the time the parent or caretaker becomes disabled and at each Manual; Update failure
subsequent redetermination. reason code.
§ 3041.48(b) e A
11 Verification - P/C Disability - AA o .
9 § 3041.70 erificatio /C Disability In a two-parent or caretaker family, if the parent or caretaker with a | System uses “004

disability submits written verification of disability payments from
Social Security, Supplemental Security Income (SSI), Worker's
Compensation, 100% of Veteran's Disability or 100% of another
type of work-related disability, that verification shall serve as
permanent verification of the parent's or caretaker's inability to
work.

You failed to meet the requirements stated above; therefore, your
family is ineligible for subsidized child care.

(Verification — Disability
—AA)” as generic.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, - . .
Reason Citation FOS| GA) cases so this i(rzgicator was establi)sre]lgd to hel(;)?he user Long DESCFIptIOﬂ Trlgger for Generation
Code understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
The verification you submitted indicates that you are no Manual; Update failure reason code.
longer scheduled to work at least an average of 20 hours
912 | §3041.43(c) Work-hour Req - 20-hour Average - AA per week; therefore, your family is ineligible for subsidized | System uses “016 (Work) / 020
child care. (Work/Training Combo)” as generic.
You failed to pay your co-payment to the provider;
therefore, your family is ineligible for subsidized child Manual: Update failure reason code.
care. If you pay the delinquent co-payment by
913 | §3041.51(f)(4) | Delinquent Co-pay - Head Start - AA <DT_NTC_13>, subsidized child care will continue “ .
) . . . System uses “031 (Delinquent co-pay —
without interruption. If you do not pay the delinquent co- P 5 e
payment by <DT_NTC_13>, subsidized child care will be g ’
terminated on <DT_NTC_14>.
When a parent or caretaker loses work, the family remains
eligible for the Head Start expansion program for up to 60
calendar days following the loss of work. Manual; Update failure reason code.
914 | §3041.51(h) Return from Loss of Work - Head Start - AA | Your 60-day period has expired and you are not meeting

the work requirement as as set forth in 55 Pa.Code,
Chapter 3041 (relating to subsidized child care eligibility)
for the Head Start program; therefore, your family is
ineligible for subsidized child care.

System uses “016 (Work) / 020
(Work/Training Combo)” as generic.
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Short Description

“ When a short description” includes an indicator of “P” or “CIS”

Failure it means this failure reason code and short description exists for
Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citation FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code 1tato understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You are not meeting the work requirement as set forth in Manual; Update failure reason code.
55 Pa.Code, Chapter 3041 (related to subsidized child care
915 | §3041.52(d)(1) | Work Req - PreK - AA eligibility) for the Prekindergarten program; therefore, System uses “016 (Work) / 020
your family is ineligible for subsidized child care. (Work/Training Combo)” as generic.
You failed to pay your co-payment to the provider;
therefore, your family is ineligible for subsidized child Manual: Update failure reason code.
care. If you pay the delinquent co-payment by
916 | § 3041.52(d)(5) | Delinquent Co-pay - PreK - AA <DT_NTC_13>, subsidized child care will continue “ i
) . . . System uses “031 (Delinquent co-pay —
without interruption. If you do not pay the delinquent co- P)” as generic
payment by <DT_NTC_13>, subsidized child care will be g '
terminated on <DT_NTC 14>,
When a parent or caretaker whose child receives
subsidized child care and is enrolled in a pre-kindergarten
program loses work, the family remains eligible for the Manual: Update failure reason code.
pre-kindergarten program for up to 60 calendar days
917 | §3041.52(g) Return from Loss of Work - PreK - AA following the loss of work.

Your 60-day period has expired and you are not meeting
the work requirement as described above; therefore, your
family is ineligible for subsidized child care.

System uses “016 (Work) / 020
(Work/Training Combo)” as generic.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
If a parent or caretaker uses self-declaration as verification,
the parent or caretaker to provide another form of
acceptable verification no later than 30 calendar days
following the date the written self-declaration is accepted
by the eligibility agency unless otherwise specified in this ) ) o .
918 | 8§ 3041.64(d) Self-Declaration Expired - AA chapter. Manual, Qverrlde eligibility to fail and
update failure reason code.
Your 30-day self-declaration period has expired and you
have not submitted another form of acceptable verification;
therefore, your family or a member of your family is
ineligible for subsidized child care.
You failed to submit acceptable verification of involuntary
919 | §3041.68 Verification - Invol Loss of Work - AA loss of_work, ed_uc_atlon, training or enrollment inan Manual, Qverrlde eligibility to fail and
education or training program to the CCIS; therefore, your | update failure reason code.
family is ineligible for subsidized child care.
You failed to submit acceptable verification of identity to Manual: Override eligibilitv to fail and
920 | §83041.69 Verification - Identity - AA the CCIS; therefore, your family is ineligible for subsidized ' g y

child care.

update failure reason code.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to submit acceptable verification of reasons for
Verification - Subsidy subsidy continuation or suspension to the CCIS; therefore, | Manual; Override eligibility to fail and
921 |83041.71 A . . o )
Continuation/Suspension - AA your family or a member of your family is ineligible for update failure reason code.
subsidized child care.
You requested and were granted a domestic violence
§ 3041.91(b) waiver for a period of 183 days. Your 183-day waiver
923 § 3041.91(e) DV Waiver Expired - AA period expired and you do not meet all eligibility Manual; Update failure reason code.
' requirements; therefore, your family or a member of your
family is ineligible for subsidized child care.
You requested and were granted a domestic violence
waiver related to the verification of income as specified in
8 3041.65 (relating to verification of income). This waiver
924 | §3041.91(d) DV Waiver of Income Expired - AA may not exceed 60 days. Your 60-day waiver period Manual; Update failure reason code.

expired and you failed to submit verification of the amount
of income you receive; therefore, your family is ineligible
for subsidized child care.
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Short Description
* When a short description” includes an indicator of “P” or “CIS”
Failure it means this failure reason code and short description exists for
Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to attend a face-to-face meeting no later than 30 _ .
. L Manual; Update failure reason code.
calendar days following the date the eligibility agency
925 |83041.126(a) |F2F-AA-P notifies the family qf e_I|g_|b|I_|t3_/ for subS|d|z_eq child care; System uses “048 (F2F — AA — P)” as
therefore, your family is ineligible for subsidized child generic
care. '
You failed to attend a face-to-face meeting no later than 30 | Manual; Update failure reason code.
calendar days following the date the first child from a
926 | §3041.126(b) | F2F-WL - AA-P family is enrolled in subsidized child care; therefore, your | System uses “048 (F2F — AA—P)” as
family is ineligible for subsidized child care. generic.
The CCIS granted a 30-day extension for the face-to-face Manual; Update failure reason code.
) . —— requirement but you failed to keep your scheduled
927 | §3041.126(d) | F2F - Extension Expired - AA appointment following the extension; therefore, your System uses “048 (F2F — AA—P)” as
family is ineligible for subsidized child care. generic.
You reported a change which resulted in your family's or a
8 3041.127(b) - family member's ineligibility for subsidized child care; ) .
928 § 3041.129() Ineligibility - Reported Change - AA therefore, your family’s or family member's subsidy is Manual; Update failure reason code.
terminated.
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Short Description
* When a short description” includes an indicator of “P” or “CIS”
Failure it means this failure reason code and short description exists for
Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L ) )
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iltation understand to which type of case the failure reason code applies.

The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice

You failed to complete a redetermination of eligibility prior Manual; Update failure reason code.

929 | §3041.133(d) | Redetermination Incomplete - WL - AA to enrollment of your child(ren); therefore, your family is

ineligible for subsidized child care. System uses “028 (Verification -

Redetermination — P)” as generic.

The information you submitted to complete a

redetermination of eligibility prior to enrollment of your Manual; Update failure reason code.
. . i child(ren) indicates that your family or a member of your
930 | §3041.133(d) | Redetermination Failed - WL - AA family is no longer eligible for subsidized child care; System uses “028 (Verification —
therefore, your family or a member of your family is Redetermination — P)” as generic.
ineligible for subsidized child care.
You failed to complete a redetermination of eligibility Manual; Update failure reason code.
§3041.131(d) . e following the 183-day period of TANF eligibility;
93l 8 3041.142(d) Redetermination Incomplete - FT - AA therefore, your family is ineligible for subsidized child System uses “028 (Verification —
care. Redetermination — P)” as generic.
Manual; Update failure reason code.
932 8 3041.144(a) FOF - FT - AA You failed to meet the face-to-face requirement; therefore,
8 3041.144(b) your family is ineligible for subsidized child care. System uses “048 (F2F — AA—P)” as

generic.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to pay the weekly co-payment; therefore, your | Manual; Update failure reason code.
8 3041.173(b) . family is ineligible for subsidized child care and subsidy
933 83041.174(e) Delinquent Co-pay - Appeal - AA will no longer continue until a final decision is made by the | System uses “031 (Delinquent Co-pay —
Department. P)” as generic.
It came to our attention that you failed to submit
information regarding a family member and you were
given a time period in which to provide this information in Manual: Override eligibility to fail and
934 | §3041.3 Failure to Report - Family Comp - AA order to maintain your family's eligibility for subsidized - giority
X i . s . update failure reason code.
child care. You failed to submit the required information
within the time period; therefore, your family or a member
of your family is ineligible for subsidized child care.
You have reported and submitted verification indicating
935 | §3041.3 Self-Employment - No Profit - AA that you are self-employed but are not making a profit; Manual; Override eligibility to fail and

therefore, your family is ineligible for subsidized child
care.

update failure reason code.
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Short Description

“ When a short description” includes an indicator of “P” or “CIS”

Failure it means this failure reason code and short description exists for
Regulatory both PELICAN CCW (i.e., FT, HS/PK, L1) and CIS (i.e., TANF, L. . .
Reason Citation FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itatio understand to which type of case the failure reason code applies.

The same is true of the “AA” and “Inelig” indicators. The “AA”

indicator implies an AA will display the failure reason code;

whereas, the “Inelig” indicator implies an Ineligible Notice

You failed to submit to the CCIS verification of Manual; Update failure reason code.
936 8 3041.44(a)(2) | Verification - Prospective Work/Train/Ed - grospectlve _work, education or training within 60. calendar System uses as generic:
ays following the loss of work for a parent who is . A .
8 3041.67 AA - . ) L 006 (Verification — Education — AA) /
receiving child care; therefore, your family is ineligible for 008 (Verification — Work — AA) /
subsidized child care. 025 (Verification — Training — AA)”
You failed to submit acceptable verification of care and Manual- Override eligibilitv to fail and
937 | §3041.78 Verification - Care and Control - AA control to the CCIS; therefore, your family or a member of - g y
LT . . update failure reason code.

your family is ineligible for subsidized child care.

You failed to pay your advance co-payment as required; Manual; Update failure reason code.
938 | §3041.104(b) | Delinquent Co-pay - FT Advance - AA tcr;ti(reefore, your family is ineligible for subsidized child System uses “031 (Delinguent Co-pay —

' P)” as generic.

Your 60-day period of subsidized child care to seek work Manual: Override eligibility to fail and

939 §3041.150(a) | TANF Expiration - 60 Days - AA has expired and you continue to be unemployed; therefore, ! g y

your family is ineligible for subsidized child care.

update failure reason code.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that you do not currently have a child
eretore your family 1 melgile for subsidized onfd | SYSEM: When thre s o child entered
940 | §3041.12(b) No Child in Family Comp - AA - P Y y IS IN€g : o in the family composition within
care. You may request child care benefits at any time in PELICAN CCW
the future should you have a child who needs child care '
while you work, participate in education or training.
A family whose subsidy is terminated for failure to make
required co-payments may not be reauthorized for subsidy
until all outstanding co-payments have been paid in full.
Our reco_rds |nd_|cate that you have not paid your Manual: Update failure reason code.
Outstanding Delinquency during Application outstanding delinquent co-payment. You were given 30
941 | §3041.106(d) calendar days to pay your delinquent co-payment and

-AA-P

enroll your child with a child care provider so you could
maintain your eligibility for subsidized child care benefits.
The 30-day period has expired and you have not met the
above requirements; therefore, your family is ineligible for
subsidized child care.

System uses “031 (Delinquent Co-pay —
P)” as generic.
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The following table includes a complete listing of the current conditions that cause generation of the AA for a case receiving subsidized child care under
the TANF, FS or GA/WS2 child care programs. The yellow highlighted rows indicate “Individual” Failure Reason Codes. PELICAN CCW is designed to
automatically fail based on some verification requirements that do not apply to TANF, FS or GA/WS2 cases. The blue highlighted rows indicate that
PELICAN CCW did not generate a notice and the failure occurred in error; therefore, the CCIS must correct the failure and reassess/confirm eligibility for
enrollment.

Failure
Reason
Code

Regulatory
Citation

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both
PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS,
GA) cases so this indicator was established to help the user
understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice

Long Description

Trigger for Generation

001

§ 168.00

Single p/c disability - AA - CIS

Child care must be needed to enable a member of the
budget group to participate in a work-related activity.

Based on the information we received from the County
Assistance Office, you are the only adult member of
the budget group and you are not participating in a
work-related activity due to a disability; therefore, your
child is ineligible for subsidized child care enrollment
and your child's enrollment will be discontinued.

N/A; Would result if added as a
failure reason code during eligibility
determination. Should NEVER be
used

002

§ 168.17(3)

Child Over Age - AA - CIS

You do not have a child who is under 13 years of age
OR is 13 years of age or older but under 19 years of
age and is incapable of caring for himself as verified by
a physician or licensed psychologist; therefore, your

child(ren) are ineligible for child care enrollment.

System; Based on child’s DOB and
developmental age, as appropriate
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Failure

Short Description

Y
“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Requlator PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, .. . .
Reason Cgt ti y GA) cases so this(iln?jicator was establ)i:‘r?ed to hé:;the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that your child does not have age-
appropriate immunizations and you have not claimed System: Based on selection of
S ) i an exemption from immunization no later than . D :
L §168.17(5) IR L) = B0 DS - s = (LS <DTE_MUST_IMMUZ>; therefore, your child is :?Tg;'i?:g; SIS O s el et
ineligible for subsidized child care enrollment and your a
child's enrollment will be discontinued.
Our records indicate that your child does not have age-
appropriate immunizations and you have not claimed System: Based on selection of
012 §168.17(4) Verification - Immunization - AA - CIS AL rom QT P TelnE et fo_r your immunization status verification field
child to continue to receive child care your child must on the child care request screen
be immunized no later than <DTE_MUST_IMMUZ> g
or you must claim an exemption from immunization.
R . . . N/A; Would result if “joint
013 8§ 168.00 Joint Custody - AA - CIS HZ)AI\’IOFSZ!:rée(r:]?rjaet:é“Sts H S ST @l custody/multiple case” checkbox was
' missed. Should NEVER be used
N/A; Would result if NA was chosen
014 § 168.00 Verification - Maternity Leave - AA - CIS N/A; Failure Code exists with short description only. in the maternity leave verification

No Notice Generated.

field on the employment & wage
screen. Should NEVER be used
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Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Re ulator PELICAN CCW (i.e., FT, HS/PK, LI d CIS (i.e., TANF, FS, .. . .
Reason Cgt ti y GA) cases so this(iln%icator was establ)i:‘hned to hé:;the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
N/A; Would result if NA was chosen
019 § 168.00 Verification - Income - AA - CIS N/A; Failure Code exists with short description only. in the paystub verification field on the
' No Notice Generated. employment & wage screen. Should
NEVER be used
. . . . N/A; Would result if the worker
021 8§ 168.00 Residency - AA - CIS HQANOFS:;I:E;(;?:;&(ISB A S e CEEAE @l indicated the case did not reside in
' PA. Should NEVER be used
N/A; Would result if NA was chosen
e N/A,; Failure Code exists with short description only. in the verification field on the self-
L 5 L Veltingedon - S iH=mplioyimait - sus - i No Notice Generated. employment screen. Should NEVER
be used
R . . .. N/A; Would result if NA was chosen
025 8§ 168.00 Verification - Training - AA - CIS Ny el (St s bl Sndlil elEse il e el in the verification field on the training

No Notice Generated.

screen. Should NEVER be used
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Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, .. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
A family is ineligible for subsidized child care
enrollment when one parent or caretaker or both System; generic. Should NEVER be
026 Rollup reason parents or caretakers, or all children in the family used alone. Additional, appropriate
fail to meet the requirements for enrollment under failure reason codes MUST be added.
55 Pa.Code, Chapter 168.
N/A; Would result if NA was chosen
e . . N/A; Failure Code exists with short description only. in the verification field on the
R 2 L8 VIETIEELDT - [RESTEINGE - 3 - LI No Notice Generated. household information screen. Should
NEVER be used
You failed to pay your co-payment to the provider;
f:gitraef(l)fri}o?;;;at?elIéllellsir:gﬁlelgtltz:lc?-];zg/irlesrs];dt:yz/(ad ol Would result if worker deselected cc
031 @ LEaZUE)), Delinquent Co-pay - CIS <DT_NTC_13>, subsidized child care will continue NN G RERson (G

§ 168.21(a)

without interruption. If you do not pay the delinquent
co-payment by <DT_NTC_13>, subsidized child care

will be terminated on <DT_NTC_14>.

co-payment,” saved, assessed and
confirmed eligibility for enrollment.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, L. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Your child care provider reported that your child(ren)
have been absent for more than 10 consecutive days on .
: ) . Would result if worker deselected cc
which the child(ren) were scheduled to attend. Child : o
§ 168.18(a) . h request using the reason “10-day
033 Absence - AA - CIS care is not considered to be needed to enable you to "
8 168.72(2) L ; L s absence,” saved, assessed and
participate in a work activity when a child is absent for . L0
; ) confirmed eligibility for enrollment.
more than 10 consecutive days; therefore, your
child(ren) is/are ineligible for child care enrollment.
Would result if worker deselected cc
. . . . request using the reason “moved out
034 8 168.00 Change in Custody - AA - CIS NIy Fa_ulure LG v Sl EEEgion el of household,” saved, assessed and
No Notice Generated. . >
confirmed eligibility for enrollment.
Should NEVER be used.
Your child's enrollment was suspended and our office
sent you a C_onflrmatlon Notice not_lfymg you of 'ghe _ Would result if worker deselected cc
date your child must return to care in order to maintain request usine the reason “Suspension
035 8 168.61 Suspension Period Expired - AA - CIS your eligibility for subsidized child care enrollment. q & P

Your child failed to return to care when the suspension
period expired; therefore, your family or a member of
your family is ineligible for subsidized child care.

Period Expired,” saved, assessed and
confirmed eligibility for enrollment.
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Failure

Short Description

* When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, L. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
The errlflcatlon you sub_m_ltted to_the CC.IS indicates Would result if worker deselected cc
there is no need for subsidized child care; therefore, request usine the reason “P/C
036 8 168.18(b) No Need for Care - AA - CIS your family is ineligible for subsidized child care. av(ililable - sg;wed assessed and
Should you need subsidized child care at any time in A
the future, you may reapply confirmed eligibility for enrollment.
Our records indicate that you failed to submit a written
o s i 1O | el et st n e
040 §168.43 Verification - Child's Disability - AA - CIS o A ) prysica verification field on the child
injury or impairment which prevents the child from disability screen
caring for himself; therefore, your child is ineligible for y '
child care enrollment.
Our records mplmate that you have recelveq care for up Would result if worker deselected cc
to 30 days during a break in your work activity and request usine the reason “break
041 8 168.18(c) Break Expired - AA - CIS have not returned to participation in a work activity; q &

therefore, your child(ren) are ineligible for child care
enrollment.

expired,” saved, assessed and
confirmed eligibility for enrollment.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, L. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to indicate a need for child care, select an
eligible provider and/or enroll your child(ren) within
30 calendar days following the date the Department Would result if worker deselected cc
043 § 168.18(q) Enrollment - AA - CIS informed you that the child may be enrolled or that the | request using the reason “child not
10l family's current child care provider is ineligible to enrolled,” saved, assessed and
participate in the subsidized child care program; confirmed eligibility for enrollment.
therefore, your child(ren) are ineligible for child care
enrollment.
Our records indicate that your co-payments for 1 Would res'ult It worker dsselected cc
month are equal to or exceed our monthly payment to request using the reason “co-payment
044 8 168.20(e) Co-pay Exceeds COC - AA - CIS I Lo : exceeds cost of care,” saved, assessed
your provider; therefore, you are ineligible for child ) P,
and confirmed eligibility for
care enrollment.
enrollment.
Our records indicate that you did not attend a face-to- | Would result if worker deselected cc
048 § 168.18(f) EF - AA - CIS face interview and did not participate in a telephone request using the reason “face-to-face

contact as required; therefore, your child is ineligible
for child care enrollment.

requirement,” saved, assessed and
confirmed eligibility for enrollment.
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Short Description
* When a short description” includes an indicator of “P” or “CIS” it
Failure means this failure reason code and short description exists for both
Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, .- . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iltation understand to which type of case the failure reason code applies.

The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice

Our records indicate that you are no longer receiving
benefits through the County Assistance Office;

400 §168.1(2) CIS Budget Closed - AA therefore, you are no longer eligible for child care System
related to those benefits.
N/A; Would result if added as a
: . Lo i i N/A; Failure Code exists with short description only. failure reason code during eligibility
401 2 e SHDCE OELE 2L = AeklEEs v = ElE No Notice Generated. determination. Should NEVER be
used
Our records indicate that you are not currently System; generic 431 is used.
L ) participating in a CAO-approved work activity; Would result if added as a failure
402 §168.1(a) Training - AA - CIS therefore, the CCIS may not enroll your child(ren) in reason code during eligibility
care. determination.
Our records indicate that a parent in your family is
403 8 168.1(a) Sanction - AA sanctioned; therefore, your child(ren) are ineligible for | System

child care enrollment

Our records indicate that a child or children in your
404 8 168.17(1) Sanction - Child - AA - CIS family is sanctioned; therefore, your child(ren) are System
ineligible for child care enrollment.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, L. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that you are not currently eligible
o for food stamps or cash assistance; therefore, your
405 §168.1(2) CIS Ineligibility - AA child(ren) are ineligible for child care enrollment System
related to those benefits.
N/A; Would result if added as a
414 § 168.43 Self-Declaration Expired - Child Disability - N/A; Failure reason code exists with short description | failure reason code during eligibility
' AA -CIS only; No notice generated. determination. Should NEVER be
used
Our records indicate that your child does not have age-
appropriate immunizations, you have not claimed an N/A; Would result if added as a
415 § 168.17(4) Self-Declaration Expired - Immunization - AA | exemption from immunization and you are not willing | failure reason code during eligibility
' -CIS to obtain immunizations within the next 90 days; determination. Should NEVER be
therefore, your child is ineligible for subsidized child used
care enrollment.
Our records indicate that you are not currently . . o .
419 8 168.1(a) Work Req - Teen - AA - CIS participating in a CAO-approved work activity; Manual; Override eligibility to fail

therefore, you are ineligible for child care enrollment.

and update the failure reason code.
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Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, .. . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that your child(ren) is/are not
o . currently eligible for food stamps or cash assistance or
421 §168.1(2) CIS Ineligibility of Child - AA the child care related to those benefits; therefore, your System
child(ren) are ineligible for child care enroliment.
Our records |nd|c_ate that a parent in Fhe home is Would result if worker deselected cc
unemployed and is not participating in a CAO- request usine the reasomn “p/c
422 8 168.19(2)(i) P/C Available - AA - CIS approved work activity; therefore, there is no need for q - & P
AR . available,” saved, assessed and
care and your family is ineligible for child care . L
confirmed eligibility for enrollment.
enrollment.
Our records indicate that you are a member of the Would result if worker deselected cc
.. — TANF budget group and you are providing care for a request using the reason “provider in
423 § 168.19(2)(ii) Provider in Budget Group - AA child who is also in the TANF budget group; therefore, | BG,” saved, assessed and confirmed
your child(ren) are ineligible for child care enrollment. | eligibility for enroliment.
Our records indicate that your child(ren) is/are being Would result if worker deselected cc
424 § 168.19(2)(iii) Stepparent Available - AA - CIS cared for by your child(ren)'s stepparent who is living | request using the reason “provider is

in your home; therefore, your child(ren) are ineligible
for child care enrollment.

stepparent,” saved, assessed and
confirmed eligibility for enrollment.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, . . .
Reason Citati GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to select a provider that meets the
requirements of 55 Pa.Code, Chapter 168, and who Would result if worker deselected cc
- . meets the Department's standards for provider request using the reason “ineligible
425 §168.11(b) Ineligible Provider - AA - CIS participation as set forth in the Provider Agreement; provider,” saved, assessed and
therefore, your child(ren) are ineligible for child care confirmed eligibility for enrollment.
enrollment.
Our records indicate that you are the operator of a child | Would result if worker deselected cc
426 § 168.18(d) P/C Owner/Operator - AA - CIS care facility and space is available to enroll your request using the reason “p/c is owner
' P child(ren) in the facility you operate; therefore, your or operator,” saved, assessed and
child(ren) are ineligible for child care enroliment. confirmed eligibility for enrollment.
Sub5|d|zepl child care may not be used as a substitute Would result if worker deselected cc
for a publicly funded educational program, such as : “ !
. kindergarten or a specialized treatment program request using the reason “publicly
427 8 168.18(e) Publicly-funded Ed Prog - AA - CIS ] funded edu program available,” saved,

Our records indicate that a publicly funded educational
program is available; therefore, your child is ineligible
for child care enrollment.

assessed and confirmed eligibility for
enrollment.
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Short Description

“ When a short description” includes an indicator of “P” or “CIS” it

Failure means this failure reason code and short description exists for both
Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, .. . .
Reason Citation GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code itatio understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that you have been disqualified
for 6 months. Your disqualification period is from
§ 275.51 . e <DTE_BEGIN_DISQLN> until
428 §501.13 DAL ETEEDTR - & B - A4 <DTE_END_DISQLN>. Your disqualification period S
has not yet expired; therefore, your family is ineligible
for subsidized child care.
Our records indicate that you have been disqualified
for 12 months. Your disqualification period is from
8 275.51 . e . <DTE_BEGIN_DISQLN> until
429 §501.13 DIV IBELER = 12 (FIBiin =0 <DTE_END_DISQLN>. Your disqualification period | >YS€™
has not yet expired; therefore, your family is ineligible
for subsidized child care.
Our records indicate that you have been permanently
8§ 275.51 . . disqualified from the Subsidized Child Care program;
430 §501.13 Disqualification - Permanent - AA therefore, your family is ineligible for subsidized child | >Y©M

care.
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Short Description

o
* When a short description” includes an indicator of “P” or
“CIS” it means this failure reason code and short description

Failure exists for both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS
Reason | Regulatory Citation | (€ TANF, FS, GA)cases so this indicator was established to Long Description Trigger for Generation
help the user understand to which type of case the failure
Code reason code applies. The same is true of the “AA” and
“Inelig” indicators. The “AA” indicator implies an AA will
display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
Our records indicate that you are not currently Svstem: Would result if p/c is NOT in
431 §168.1(a) No Work Activity - AA - CIS participating in a CAO-approved work activity; ystem, vEoL P
e . a work activity.
therefore, you are ineligible for child care enrollment.
Our records indicate that the CAO and CIS have
No "E" Status Parent in Family Comp - AA | determined your family ineligible for food stamps or
433 §168.1(2) -CIS cash assistance child care; therefore, your child(ren) System
is/are ineligible for child care enrollment.
System in a 1-p/c or 2-p/c family in
which the p/c (s) are working only OR
manual depending who is designated
Our records indicate that you are not currently “Head of Household” when one p/c is
200 § 168.18(a) FS Working Only - AA participating in an approved unpaid activity; therefore, | working only and the other is

you are ineligible for subsidized child care and your
child(ren)'s enrollment will be discontinued.

participating in a CAO-approved
training program.

Manual; Override eligibility to fail
and update failure reason code.

Page 63 of 328




CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it

means this failure reason code and short description exists for both

Re ulator PELICAN CCW (i.e., FT, HS/PK, LI d CIS (i.e., TANF, FS, .. . .
Reason Cgt ti y GA) cases so this(iln%icator was establ)ishr:ed to hé:pethe user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
System in a 1-p/c or 2-p/c family in
Our records indicate that the CAO and CIS have which the p/c (s) have an “N” or “D
q : i T status OR manual depending who has
etermined the child(ren) for whom an ineligible = s )
. . arent is solely responsible, ineligible for food stamps Care & Control” over the child(ren)
701 8 168.1(a) Child with No "E" Status Parent - AA - CIS P . . . . when one p/c hass an “N” or “D”
or cash assistance child care; therefore, the child(ren) S
] A . L . status and the other has an “E” status.
listed in this notice as ineligible may not receive
subsidized child care. Manual; Override eligibility to fail
and update failure reason code.
Our records indicate that you do not currently have a
child for which you may request subsidized child care
benefits; therefore, your family is ineligible for child
750 8 168.1(a) No Child in Family Comp - AA - CIS care enrollment. You may request child care benefits | System

at any time in the future should you have a child who
needs child care while you participate in your CAO-
approved work-related activity.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, L. . .
Reason Citation GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code understand to which type of case the failure reason code applies.

The same is true of the “AA” and “Inelig” indicators. The “AA”

indicator implies an AA will display the failure reason code;

whereas, the “Inelig” indicator implies an Ineligible Notice

System in a 1-p/c or 2-p/c family in
Our records indicate that you are the head of the which the p/c (s) are working only OR
household and you currently are working only. manual depending who is designated
Therefore, your grandchild is ineligible for child care “Head of Household” when one p/c is
751 § 168.1(a) FS _Working Only - Care for Teen Parent's enrollr.neny even th_ough your teenager (the parent o_f wor!<i_ng c_mly_and the other is
' Child - AA-CIS the child) is attending school. You may request child participating in a CAO-approved
care benefits for your grandchild at any time in the training program.
future should you begin participation in a CAO-
approved unpaid activity. Manual; Override eligibility to fail
and update failure reason code.
Our records indicate that you are the head of the
household and you currently participate in a CAO-
approved unpaid activity; however, your teenager is
not attending school as required. Therefore, your
752 § 168.1(a) FS Care - Teen Parent NOT Attending School - | grandchild is ineligible for child care enrollment. You Manual: Override eligibility to fail

AA -CIS

may request child care benefits for your grandchild at
any time in the future if your grandchild need child
care while you participate in a CAO-approved unpaid
activity and your teenager (the parent of the child)
begins attending school.

and update failure reason code.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both

Regulatory | PELICANCCW (i, FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) .. . .
Reason Citati cases so this indicator was established to help the user understand to Long Description Trigger for Generation
Code Itation which type of case the failure reason code applies. The same is true

of the “AA” and “Inelig” indicators. The “AA” indicator implies an

AA will display the failure reason code; whereas, the “Inelig”

indicator implies an Ineligible Notice
Our records indicate that you are the head of the
household, you currently are working only and

our teenager (the parent of the child) is not . s .
Zttending s%ho(ol asprequired. Therefc)Jre your M_anual; Override eligibility to fail and update
753 § 168.1(a) FS Working Only - Teen Parent NOT Attending | grandchild is ineligible for child care enroliment. failure reason code.
' School - AA - CIS You may request child care benefits for your System uses “751 (FS Working Only - Care for
grandchild at any time in the future should you Y . . g ” y .
: A ; Teen Parent's Child - AA - CIS)” as generic.
begin participation in a CAO-approved unpaid
activity and your teenager (the parent of the child)
begin attending school as required.
Our records indicate that you are the head of the ?S%Sﬁiryelgna ‘1‘1_\Ip’{co?[‘12)_’9/siaftir:ICI)yRIan\gr]]f; the p/c
household and you currently are meeting the dependine who has “Care & Control” over the
employment and training requirements established chﬁ d (rensgwhen one p/c hass an “N” or “D” status
by the CAO; however, your teenager (the parent of and the other has an pE status
754 § 168.1(a) N/D Status P/C and Teen Parent NOT Attending | the child) is not attending school as required. ’

School - AA - CIS

Therefore, your grandchild is ineligible for child
care enrollment. You may request child care
benefits for your grandchild at any time in the
future should your teenager (the parent of the
child) begin attending school.

System uses “701 (Child with No "E" Status
Parent - AA - CIS)” as generic.

Manual; Override eligibility to fail and update
failure reason code.
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See the examples of pages 1 and 2 of the AA related to PELICAN CCW

child care programs below.

Page 1
Page 1of 4
NOTICE OF ADVERSE Notice ID:
CCIS of Dauphin Courty ACTION
110 N, 26th Syest
Harighurg, PA 17103-1801 CO  HECORD CAT
99 9699999 cc

CCIS RETURN ADDRESS lCASE.LOAD:
TELEPHONE: {717}233-8454 DATE: 12/16/2005

JOHN

aTH ST

HARRISBURG, PA 171

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

Eligbiity in the subsidized child care program for your family or & membaer of your family will end on
12/2872005. The individuais named in Section A of this notice are inelgbile 1o participale in the
subsidized child care program in accordance with 55 Pa. Cede, Chapter 2041. If you are able o
resolve the issua(s) by 12/22/2005, contact your CCIS.

SECTION A: Individuals
Name Eligbility Status Eligibility End Date
, JOHN, Inddigible Adult 122972005
, JOHNNY Inclighla Child 12292005
A tamily Is Inelgble for subsidzed child care when ane parent or caretaker of both
parents or caretakers, or all chiidran n tha family fail 1o meat eigbiity requirements
under 55 Pa,Code. Chapter 3041,
Individual Name:  JOHN
§ ¥
R#gp;lll;?g:‘e Description of the reason for the
gCite Y| |failure and the related regulation
in plain language the p/c can
easily understand
Notica |D;
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Individual Name:  JOHN

Description continued

SECTION B: Household income
Name Gross Annual
JOHN Earned $17.544.00
Other $0.00
JOHNNY Earned £0.00
Other $£0.00
SUPPORT/ALIMONY $0.00
MEDICAL $0.00
GROSS ANNUAL INCOME $17.544.00
CALCULATED ANNUAL DEDUCTIONS $0.00
ADJUSTED ANNUAL INCOME $17,544.00
FAMILY SIZE 2
Notce D

Paga 2of 4
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See the example of the Provider Version of the AA (PELICAN CCW)
below.

NOTE: The provider copy includes only one page of limited

information.
Page 10f 1
NOTICE OF ADVERSE Nolios D

CCIS of Dauphin Courty ACTION
110 N, 26th Streat -
Marrishueg, PA 17103-1801 €O HECORD CAT |

99 9599999 cc |
CCIS RETURN ADDRESS ]CASELOAD: DATE: 1216/2006
TELEPHONE:  (717) 2338454 Provider ID: £95939959.9

INC.
INC.

ST
HARRISBURG, PA 171

Eligbilzy i the subsicized chid care program for your family or @ mamber of your family will end on

12/29'2005. The naividuals named in Section A of this notice are ineligitle 1o participate in the
subsidued chid care program in accerdance with 55 Pa. Code, Chapler 3041, ¥ you are able to

resolve the issua(s) by 127282005, contact your CCIS,
SECTION A: Individuals
Name Eligibility Status ENgibility End Date
JOHN Incligble Adult 12/29/2006
 JOHNNY Inglighle Child 127292005
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See the examples of pages 1 and 2 of the AA related to CIS child care

programs below. Pages 1 and 2 are the only pages that differ from the

AA related to PELICAN CCW child care programs that were displayed
earlier in this section.

Page 1
Page 1of 4
NOTICE OF ADVERSE ;
Notice 1D:
CCIS of Lebanon Caunty ACTION
730 Locust Street
Lebanan, PA 17042.5479 €0 RECORD CAT
B 7?7 cc
CCIS RETURN ADDRESS lcasu.om;
TELEPHONE: (717} 274-6552 DATE: 07/26'2006

OLIVIA

LEBANON, PA 17123

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

Enroliment in the subsiized child care program for your child or chikiren will end on 08/08/2008. The
individuas named in Secticn A of tis notice are inelgble 10 pancipale in the subsidzed chid care
program in ascordance with 55 Pa. Cede, Chapter 188, If you are able 1o resoive the issue|s) by
08/08/2008, contact your CCIS.

SECTION A: Individuals
Name Eligibility Status Elgibility End Date
LOUVIA Efgble Adult NIA
PAULA Not Requesting Child NiA
LINDA incdigble Child 08/08/2008
. MARK Efgble Child NiA

It e co-payments for 1 month are equal or excaed the monthly payment for care, the
family = not eligible for subsidized child care with that provider,

Our records indicale that your co-payments for 1 month are equal 1o or exceed our
nthly payment o your promdar; tharefare you are neligible for child care

oiiment,

specific to the
type of child care,
rogram

Notce 1D;
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Page 2 of 4
Name Gross Annual
Eamed $10,568.0
Unearned $1.290.00
Eamed $0.00
Unearned $0.00
Eamed $0.00
Unearned $0.00
Eamed $0.00
Unearned $0.00
SUPPORT/ALIMONY $0.00 #
MEDICAL $0.00 FThe only difference betwee
GROSS ANNUAL INCOME $11.858.00 the PELICAN CCW and CIS
ITOTAL GRANT $7.872.00 . versions on page 2 is that the §
—_ Total Grant Amount is

ADJUSTED ANNUAL INCOME $19,730.00 displayed.

See the example of the Provider Version of the AA (CIS) below.

NOTE: The provider copy includes only one page of limited
information.
Page 10f 1
NOTICE OF ADVERSE ;
Notice I1D:
CCIS of Lebanon County ACTION
730 Locust Street '
Lebanan, PA 17042-5479 €O HECORD CAT
18 cc \
CCIS RETURN ADDRESS [CASELOAD: DATE: 07/268/2006
TELEPHONE: (717) 274-68652 Provider ID: 0|
CHILD CARE
DRIVE
LEBANON, PA 17123
Ercolimant in wour child or children will and on 08/08/2006. The
ndividuals named in Sect of this notice are inalifigle 1o participate in the subsded child care
program in accordance wiff 55 Pa. Code. Chapler 188.3F you are able 1o resohe the issua(s) by
06'06'2006, conact your OIS
wnz Individuals
Name Eligbility Status ENgibiity End Date
OLIVIA Elgble Adult NIA
PALULA Not Requesting Child N7A
LINDA Inedligible Chilg 08/08/2006
MARK Efigble Child N/A

Return to Table of Contents

See Manual Section “500.12.3.11 — Questions — 500.8.1 — AA Notice”

Page 71 of 328




CORRESPONDENCE

500.8.2

Finalized 3/24/10

Application Rejection Notice

The Application Rejection Notice is sent to a p/c who has applied for
subsidized child care via the Commonwealth of Pennsylvania Access to
Social Services (COMPASS) system and whose Application cannot be
processed.

PELICAN CCW generates the Application Rejection Notice when the
CCIS user selects a “Rejection Reason” on the Application Summary
page and then selects “Reject Application”. Only some of the
“Rejection Reasons” trigger generation of the Application Rejection
Notice.

The reasons for rejecting a COMPASS Application that will result in the
generation of the Application Rejection Notice are:

1. Active Case/Receiving Services — CIS
Active Case/Receiving Services — P
Active Case/Waitlisted

Applied in Error — CIS

a M~ LN

Applied in Error — P

Each of the five rejection reasons listed above trigger PELICAN CCW
to display specific language on the notice. The specific language
displayed on the notice based upon the rejection reason is listed in the
table below.

PELICAN CCW will not generate an Application Rejection Notice when
the CCIS user selects any of the following rejection reasons on the
Application Summary page:

1. Using Existing Co/Record Number

2. Incorrect Individual Match

PELICAN CCW will create a request for the notice, which is accessible
via the Correspondence Search page.

The Application Rejection Notice is printed and mailed centrally by
default.

Page 1 of the notice provides explanation regarding the reason the CCIS
rejected the COMPASS Application and is the only page that is
displayed. Page 2 is “Intentionally Left Blank” so appeal information
aligns correctly on pages 3 and 4. Pages 3 and 4 contain the appeal
rights information and are displayed in Manual Section “500.7.1 — AA”.
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The following table includes a complete listing of the specific language that is displayed on the Application Rejection Notice for each of the Rejection

Reasons.
Failure Rejection Reason
Reason | Regulatory Cite | (as listed on the Application Summary Language Displayed on the Application Rejection Notice
Number page)

Our records indicate that your family has an active case with our agency and is currently receiving
1 8 168.1(c)&(d) Active Case/Receiving Services - CIS | subsidized child care services; therefore, your recent COMPASS Application will be rejected. If you have
any questions regarding this action, please contact us.

Our records indicate that your family has an active case with our agency and is currently receiving
2 8 3041.122(b) Active Case/Receiving Services - P subsidized child care services; therefore, your recent COMPASS Application will be rejected. If you have
any questions regarding this action, please contact us.

Our records indicate that your family has an active case with our agency and is currently on the waiting
3 8 3041.122(b) Active Case/Waitlisted list to receive subsidized child care services; therefore, your recent COMPASS Application will be
rejected. If you have any questions regarding this action, please contact us.

You reported to our agency that you applied for subsidized child care services through COMPASS in
6 8 168.1(c) & (d) Applied in Error - CIS error; therefore, your recent COMPASS Application will be rejected. If you have any questions regarding
this action, please contact us.

You reported to our agency that you applied for subsidized child care services through COMPASS in
7 § 3041.122(b) Applied in Error - P error; therefore, your recent COMPASS Application will be rejected. If you have any questions regarding
this action, please contact us.
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The CCIS may generate an Application Rejection Notice in PELICAN
CCW by selecting one of the “Rejection Reasons” on the Application
Summary page when processing the COMPASS Application. See a
screen shot of the Application Summary page below.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
P ELICA AWM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbox Home | OCDEL Paoli

Application Summary

Application Number: W

Application Date: 6/20/2008 1:55:00 AM
Address and Contact Information
Address: 28 STREET, , PA

Phone Number:
Preferred Methed of Contact: Home Phone

Workload Assignment

Workload® c-a - -
County™ Dauphin
SAVE

Additional Information

Simultanecusly applying for TANF/CASH Eenefits es
Simultanecusly applying for Food Stamp Benefits es
Receiving TANF/Cash Assistance Mo
Receiving Food Stamps Mo
Received TANF/Cash Assistance in past 183 days in PA Mo
Case Members
Individual Name DOB Citizen Status Gender Race Ethnicity Need Care?

. TARA Citizen Female White  [Non-Hispanic Mo

. TRAVIS Citizen Male White  |Non-Hispanic Mo

. TIM Citizen Male White  |Mon-Hispanic Yes

Child Care Schedules/Immunization Information

‘ Individual Name ‘ Schedule Type | Hours | I ization |
\ L TIM

Weeldays 2D|Yes. Immunized |

Disability Information

Individual Disability Disability Begin Able to take care of Able to meet work hours
MName Type Date children requirement

Mo Data Found

Employment Information

Individual Employer Begin Hours| Hourly | Calculated Pay Gross Estimated
Mame Date per Pay Weekly Frequency Amount Monthly
week| Rate Pay Amount
. TRAVIS 11/12/2007 40| $13.80 $532.00|Every Two $1,116.00( $2,232.00
Weeks

Training Information

‘ Individual Name | Program Name Hours/Week ‘ Begin Date Anticipated Completion Date |
‘No Cata Found |

Education Information

‘ Individual Name | School Name School Type Attendance Type Graduation Date |
‘No Cata Found |

Other Income Information

‘ Individual Name | Income Type Income Amount Income Frequency |
‘NU Cata Found |

Self Employment Information

Individual Name | Begin Date |Hours | Hourly Calculated Pay Frequency | Gross Amount | Estimated
per | Pay Rate | Weekly Pay Monthly
Week Amount
No Data Found
Deductions
‘ Individual Name Deduction Type Deduction Amount Deduction Frequency |
‘Nn Data Found |
Comments
‘ Comments |
‘Nn Data Found |
IReason for Rejecting Application @ |Se|ect... ;I

COHTIHUEC] PRINTL] CAHCEL ]  REJECT APPLICATION
PLEASE ENSURE YOU HAVE PRINTED THE APPLICATION BEFORE CONTINUING.

CCIS Transfer
Current: CCIS of Dauphin County

| Select... 3|

TRAHNSFER APPLICATION

Systemn Acceptance Test | Version

Page 74 of 328



CORRESPONDENCE

Finalized 3/24/10

As discussed earlier, only some of the “Rejection Reasons™ generate an
Application Rejection Notice.
In order to generate an Application Rejection Notice, the CCIS must:
1. Click the “Reason for Rejecting Application” drop-down.
2. Select one of the following:
a.  Active Case/Receiving Services — CIS
b.  Active Case/Receiving Services — P
c.  Active Case/Waitlisted
d.  Applied in Error — CIS
e.  Applied in Error—P

3. Click “Continue” to complete the application processing.

See the screen shot below.

[Reascn for Rejecting Application : | elect.. ] 1st

PRINT CAHCELF sy 2nd
Act c-

PLEASENSURE YOU H{, - o= =2 e ered TION BEFORE CONTINUING.
Uzing Existing County/Record Number

3rd Incorrect Individual Match
pplied in Error - CIS

|&pplied in Error - P

See the example of page 1 of the Application Rejection Notice below.
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Page 1ot 4

APPLICATION REJECTION )
CCIS of Dauphin County NOTICE Notice ID:
110 Novth 2651h Street
Hartisburg, PA 17103 [ appuCATION NO. CAT

| GC
CCIS AETURN ADDRESS | CASELOAD:
DATE: 03/10/2009

TELEPHONE: (717)233-8454

Harrisburg, PA 17108

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

[ CUR OFFCE IS UNABLE TO PROGESS YOUR APPLICATION ]

= X

" Applicable _
/" Regulatory Cite Explanation of the reason the

depending upon the COBMPASS Application cannot be
child care program processed and was rejected by the

CCIS. The language varies

e depending upon the rejection reason
selected by the CCIS user.
Natice 10:

Return to Table of Contents

See Manual Section “500.12.3.12 — Questions — 500.8.2 — Application
Rejection Notice”
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500.8.3  Application Transfer Letter

The CCIS sends the Application Transfer Letter to the p/c when the
CCIS receives a COMPASS Application in the Application Inbox but
the address implies it should have been sent to another CCIS.

When a p/c applies for subsidized child care via COMPASS and
inadvertently chooses an incorrect “County”, there is no check in
COMPASS to verify the “County” selection matches the address
provided. As a result, there are instances in which the CCIS may receive
a COMPASS Application that should be processed by another CCIS.
When this occurs, the CCIS must transfer the COMPASS Application to
the appropriate CCIS using the “Transfer” button on the Application
Summary page in PELICAN CCW.

The CCIS may access the Application Summary page by completing the
following steps in PELICAN CCW:

1. Click “Case” on the Main Navigation bar.
2. Click on “Inbox Home” on the Sub Navigation bar.

3. Click on the “Applications” hyperlink under the “Application
Inbox” section to the left.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICA AWM
Child Care Works Home | R&R | Provider Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbc lome | OCDEL Palicy

Inbox Home

CIS Inbox This dashboard will link you to necessary inboxes

UserID: t-test221 | Office: CCIS of Cumberland/Parry County System Acceptance Test | Version 8.0.2.2

4. Click on the “Application Number” hyperlink on the Application
Inbox page.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
FPELIC AWM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbox Home | OCDEL Policy

Application Inbox

Search Criteria

Office CCIS of Cumberland/Perry County
Received From Date 11/09/2009
Reviewed Mot Reviewed

pplication Application Process Date Date

Number Primary Caretaker Status Status Received Processed Reviewed

. CRAIG Fending Unprocessed 12/03/2009
Fage 1 of 1

Sort Order

@ Date Received O Individual Name O:’-\pphcatlon Status
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The CCIS must complete the following steps on the Application
Summary page to transfer a COMPASS Application and cause
generation of the Application Transfer Letter:

1. Scroll to the bottom of the page.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
1

PEL C AN
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbox Home | OCDEL Policy

Application Summary

Application Number: woo

Application Date: 12/3/2009 1:00:00 AM

Address and Contact Information

Address: 300 CORPORATE CENTER, CAMP HILL, PA 17011
Phone Number: MSA

Preferred Method of Contact:  Mail

Workload Assignment

Werkioad® [Select..  [v]
County™* Cumberland _
SAVE

Additional Information

Simultaneously applying for TANF/CASH Benefits Mo
Simultanecusly applying for Food Stamp Benefits Mo
Receiving TANF/Cash Assistance Mo
Receiving Food Stamps Mo
Received TANF/Cash Assistance in past 183 days in PA Mo
Case Members
Individual Name DOB Citizen Status | Gender Race Ethnicity |MNeed Care?
. CRAIG 01/01/1977 |Citizen Male Black or African American Mon-Hispanic |No
. CRAIG Ir [01/01/2000 |Citizen Male American Indian or Alaskan Native |Non-Hispanic |Yes

Child Care Schedules/Immunization Information

‘ Individual Name | Schedule Type | Hours | I ization |
‘ . CRAIG Ir |Il'\JIEEkda'_~"E | 2U|YEE. Immunized |

Disability Information

Individual Disability Disability Begin Able to take care of Able to meet work hours
Name Type Date children requirement

No Data Found

Employment Information

Individual Name |[Employ Begin Date |[Hours| Hourly | Calculated |Pay Fr cy |Gross A t|Estimated
per |Pay Rate|Weekly Pay Monthly

Week Amount

. CRAIG |[BCES 01/01/2008 20 $20.00 5400.00|Weekly $300.00( $1,200.00

Training Information

‘ Individual Name | Program Name Hours/Week Begin Date Anticipated Completion Date |
‘No Data Found |

Education Information

‘ Individual Name ‘ School Name School Type Attend e Type Graduation Date |
‘No Data Found |

Other Income Information

‘ Individual Name | Income Type Income Amount Income Frequency |
‘No Data Found |

Self Employment Information

Individual Name | Begin Date |Hours | Hourly Calculated Pay Freguency | Gross Amount | Estimated
per | Pay Rate | Weekly Pay Monthly
Week Amount
No Data Found
Deductions
‘ Individual Name Deduction Type Deduction Amount Deduction Frequency |
‘No Cata Found |
Comments
‘ Comments |
‘No Cata Found |
Reason for Rejecting Application @ |Selact... v|

CONTINUE(:] PRINT[Z] CAHCEL REJECT APPLICATION
PLEASE ENSURE YOU HAVE PRINTED THE APPLICATION BEFORE CONTINUING.

CCIS Transfer
Current: CCIS of Cumberland/Perry County

Select... v
TRANSFER APPLICATION

; m Acceptance Test | Ve
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2. Select the county to which the COMPASS Application must be
transferred and click the “Transfer Application” button.

CCIS of Adams County

CCIS of allegheny County - City
CCIS of Allegheny County - North
CCIS of allegheny County - South
CCIS of Armstrong County

CCIS of Beaver County

CCIS of Bedford County

CCIS of Berks County

CCIS of Blair County

CCIS of Bradford/Sullivan County
CCIS of Bucks County

CCIS of Butler County

CCIS of Cambria County

CCIS of Carbon County

CCIS of Center City And South Philadelphia
CCIS of Centre County

CCIS of Chester County

CCIS of Clarion/lefferson County
CCIS of Clearfield County

CCIS of Columbia County

CCIS of Crawford County

CCIS of Cumberland/Berry County
CCIS of Dauphin County

CCIS of Delaware County

CCIS of Erie County

CCIS of Fayette County

CCIS of Franklin/Fulton County
CCIS of Greene County

CCIS of Cameron/Elk/Mckiean/Potter County

Select...

[IRANSFER APPLICATION ';'P‘

P .lrly Calculated | Pay Frequency | Gross Amount | Estimated
Rate | Weekly Pay Monthly
Amount
Deduction Amount Deduction Frequency
Comments
[e]
I APPLICATIOH
TED THE APPLICATION BEFORE CONTINUING.
1st - Select the county in which
- to transfer the COMPASS
- | Application
: 2nd - Click here to transfer |

PELICAN CCW automatically generates the Application Transfer Letter
when the CCIS transfers the COMPASS Application.

See an example of the Application Transfer Letter below.
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APPLICATION TRANSFER LETTER

CCIE of Dauphin County
999 Morth BEth Sirest
Hamisburg, PA 17103

Date: 01/D8/2010
CRAIG
200 Corporate Center
Camp Hill, PA 17011

Dear CRAIG

Wiz received your online apolication for child care assstance. The information you submitizd in the cnline
application indicates that you do not reside in the county/geographic area of our CCIS agency. Thensfore, we have
forwarded your application 1o the CCIS of Cumberdand/Pemy County for review. Please submit documentation andior
direct any questons regarding your application to the SCIS of Cumberland/Perry County at:

CCLS of Cumnberiand/Permy County
Trindle Rd,

Carfsle, PA 17015-8718

L

Sincersly,

CCIE of Dauphin County

Comespondence |D:

Return to Table of Contents

See Manual Section “500.12.3.13 — Questions — 500.8.3 — Application
Transfer Letter”
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Attendance Invoice

The CCIS sends an Attendance Invoice to any provider who has an
enrollment for a child or children for the current service period.

The CCIS uses the Attendance Invoice as a reporting tool to confirm a
child’s attendance at the provider location.

The Attendance Invoice contains the following provider information:
Provider ID

Provider Type

Provider Legal Entity

Provider Location

Invoice ID

District/Office

vV V ¥V V V V

Fiscal Load

The Attendance Invoice lists each child enrolled at the provider location
according to the child’s care level. Each child’s monthly schedule is
included. By each child’s name, there is a double row of boxes
corresponding to each day of the month. The upper box indicates the
type of care (i.e., Full-time (FT) or Part-time (PT)) for each day of the
month the child is expected to be in attendance. A shaded box indicated
the child is not expected to attend on that day. The lower box is blank.
The provider is expected to mark “A” in the lower box if the child was
absent on that day.

If a child attended each scheduled day, the provider is required to place a
checkmark in the “NC” column to indicate “No Change” in attendance
compared to the schedule.

If the provider was closed on a day during the month and has reported
the closure as a “Paid Closure” in accordance with the conditions set
forth in the Provider Agreement, a box marked “PC” will display for that
day.

The Invoice ID and Provider ID appear at the top of each page and a
unique Correspondence ID and Creation Date appear at the bottom of
each page.

PELICAN CCW automatically generates all Attendance Invoices on the
night of the 24™ of each month.

The CCIS can also print a new Attendance Invoice, if the CCIS splits the
invoice and determines the need to print a new invoice.

The CCIS staff can open Attendance Invoice correspondence files after
the 25" of the month, print all invoices and mail them to the appropriate
provider(s).
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The CCIS may print the Attendance Invoice by completing the
following steps in PELICAN CCW:

Single Attendance Invoice Process

1.  Navigate to the Payment Home page, enter the “Invoice ID”
and click “Go”.

Halp | Legout
penns_'r'L'.'ania Pennsylvonia’s Enterprise to Link Information for Children Across Nelwarks ’
P EL E A N

Child Care Works  some | RBR | Provider | Case =.e::-.: Comrespondence | Administration

Invpioes | Paymeents | Provders | Cases S Invosces | ¥TD Payments | CAMIS Irvoices

Payment Home

[pescription | Inveice 1n Payment 1D Provider ID
Enbar Irrveice Racaved Ii o0
Erter Anendance B -
I'Culculu:e Irvesse 1 I_ GO
dghonpe Irvoice I—' G0
Wiew Inveice Dwtedl |— G0
Wiew Invoice Status Mesbory |— Go
I?""'“‘. Atterdance Invoice 1 I:l i

Miew Peyment Detals [ Erter Paid Dates | | Ga
FrooEss REUM FaymERE | GO
Frunt Fagmant Summary | Go

Fraces Adummens I Go
Erter Provider Advance Payments = G0
Wiew Provder Inbercapt Summary - GO

UsariD t-best221 | Cificss OIS of Cauphin County Systam Aceptancs Tast | Versesn 8,0,2.103

2. On the Print Attendance Invoice page, click “Print Invoice”.

Help | Logout
pennsylvania Pennsylvania's Enterprise to Link Informationfor Children Across Networks
PELTICADM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invoices

Print Attendance Invoice |Select. . . =60l
Invoice ID Provider Name Provider ID Status Service Period Funding Funding Fiscal Year
-2 MNovember 2009 State 2010
‘ Invoice ID | Service Period | Invoice Status | Provider ID | Location ID | Provider Name |
November 2009 |New Invoice not Printed | |2 | |

ER[NT [NVO[CEE CANCEL[Z]

UserlD: t-test221 | Office: CCIS of Dauphin County Systemn Acceptance Test | Version 8.0.2.103
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Group Attendance Invoice Process

1. Navigate to the Invoice Search page, enter the search
parameters desired, select the appropriate invoice(s), select
“Print Attendance Invoice(s)” from the “Select...” drop-down
box and click “Process Selected Invoices™.

pennsylvania Pennsylvania’s Enterprise to Link Information for
P ELTICAM
Child Care Works  Home | R&R | Provider | Case | Rep

Invoices | Payments | Providers | Case | CCIS It

Invoice Search
Search Criteria
Office Cauphin
County Dauphin

Your search found potential matches ...

Provider Provider Name Invoice| Service Fundi
Location Period Fiscal Y|
r -1 Movemnber 2009-10
2009
|- -2 Movemnber 2009-10
2009
r -1 Movemnber 2009-10
2009
r -1 Movemnber 2009-10
2009
r -1 Movemnber 2009-10
2009
r -1 Mavember 2009-10
2009

HEXT Fage Il vI of 1664 GO

SELECT ALL

| E k&guss SELECTED INVOICES [

Mew Search

Invoice ID I

Print Attendance Invoice(s)
nveoice received

o Attendance

_ alculate
Provider ID | - I Zuthorize
Service Period ISE|ECt_" ;I

2. On the Group Print Attendance Invoice page, select the
appropriate invoice(s) and click “Print Selected Invoice”.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
P ELTICAM

Chiild Care Works Home | R&R | Provider | Case | | Reports | Correspondence | Administration

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invoices

Group Print Attendance Invoice

Invoice ID Service Period Invoice Status Provider ID Provider Name
November 2008 Mew Inveoice not Printed -2

PRINT SELECTEDII‘JUCIICE'Tl CANCEL

UserID: t-test221 | Office:s CCIS of Dauphin County Systemn Acceptance Test | Version 2.0.2.102
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Provider 1D: 2 -
Provider Type: Cemer
Provider Logal Entity: c w
Provider Location: DAYCARE
Provider Location Phone: [717) 236-
Address: c
DAYCARE

N
HARRISBURG, PA 17

CHILD CARE ATTENDANCE INVOICE

c w Invoice #:
DAYCARE
LN District Office:
HARRISBURG, PA 17
Fiscal Load:

CCIS of Dauphin County
110 North 26th Street
Harrisburg, PA 17103

1

CCIS of Dauphin County

[INSTRUCTIONS

For this service pericd, our records indicate the schedule shown below. Using the following codes, mark any corractions neaded in the while bax for each day. A child is shown under the care leved
you are providing. If no change i neaded, check the NC box to the right of the childs name.

Codas
A - Abeent FT - Ful-time, 5 or more hours NFT - Non-tradicional full-tima, 5 or mora hours PC - Paid Cloewes T - Last day attended
NC - No Change PT = Part-time, less than 5 hours NPT - Non-tracicional part-tima, between 3 and 5 hours G - Non-pard Closuras

CERTIFICATION

| certify that all the information provided is true, correct. and complete under "penalty of perjury” or subject to the penalties in 18PA CS 4804,

Provider Signature

Daie

Carraspondence 1D:

Date. 08/20/2008

Page 1 okd

Finalized 3/24/10
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Proviger 1D; 2 -1 Iolice ID: 1

Service Period: July, 2008

|1]2]af[als[e|[7[a8feft0ft1|2]1a[1a]15]16[17|8[10[20]21[22]2a]2a]|25][26[27|28[20]30 =1
|ru[w]m[F|salsu[m[ru[w]m]|F[salsu[m|ru]w|[m[F [safsu[m[ru]w]|m]|F[sa[sulm[Tu]w w
Older Todder (25-36 mos.) Care Level
?,,4‘ d [ncler]erferfer] T Jer[er]erferfes] [ [er]erfer]esfer] | Jer[er]eerfer] T Jer]er]er] e |
Coosord #22 CL 1T Tl T [ T 11 [ | 1 I
ne|Frrr[er]er Il GI GG Gl GlGIGIG GG GG rrler]er]
PG
GGG ; e1 e [er [er [er er|er[er [ [Fr I GGG GGG
[pefrrfrrier]er] | [erferfeievie] | Veefer]efecfe] | [e]eferferlee] | ferferfer] e |
Ll ] Jeojwmimey | | o] | Pesgeey [ ]} ff Peepel ) | ) | [esjesj o} | | .|
Preschool (37 mos.-K) Care Level
Ei— [pelrrferfevier] | Jerferfevievie] | fevferleviecjec] | [ev]eeferferfer] | Peejerfer] e |
COrmecord 8221 N N D 7 5 (5 O O (5 (5 O O O 5 (T O O N 5 5 A Y
mmunnr: B T (T i TG [ ot i P C o [ (G = O (G
[pelr]rrler]er] | Jrlefelerea] | Jelelefrja] | [efafa]mfa] | Jajafa] |
| I 7 5 (5 i (5 A 5 [T I (1 I
[re]efe]em]a] T [2]a]=]=[=] T [Fle]=[=][=] T [=[=[=]a[=] T [=[=]=] 7]
L | ] [eojsiey | | . | Josyesy [  f . Jesfef J J ] ] Pesjes) §OJ ] |
Young Schaal-Age (181-3rd gr.) Care Level
o 1 | E23 I O O Y 5 DO 5 5.2 ) Y 5.2 . 2 Y (.3 D
ColRocord #221 N T I 50 =1 (55 551 YO 5 5 5 5 51 571 5 (5 (T N 5 (5 (551 ) () O
Older School-Age (4t gr.-13 yrs.) Care Level
o | 223 S [ I . O O . O I .2 O O I )
CORecord #22 EEEECEEEEEREEEEEEEESEEEEENEEEEEE N
Coraspondence ID. 4 Date: 0&/20/2008 Page 2 of

Return to Table of Contents

See Manual Section “500.12.3.14 — Questions — 500.8.4 — Attendance Invoice”
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CareCheck Appointment Letter

PELICAN CCW does not automatically generate a CareCheck
Appointment Letter.

The CCIS can manually request a CareCheck Appointment Letter for a
first-time unregulated provider.

The CareCheck Appointment Letter instructs the provider to come to the
CCIS office for a face-to-face interview and provides information
regarding the requirements for participation in the Subsidized Child Care
program.

Specifically the CareCheck Appointment Letter notifies the provider of
the items the provider must bring to the face-to-face interview and
explains the requirements to establish/sign a Provider Agreement and
complete the Pennsylvania State Police Criminal Background Check,
Pennsylvania Child Abuse History Clearance and the Federal Criminal
History Clearance.

The CareCheck Appointment Letter also explains that the CCIS will not
pay the provider for subsidized child care services when the provider:

1.  Does not complete a face-to-face interview.

2. Does not bring all of the required items to the face-to-face
interview.

3. Does not complete the Pennsylvania State Police Criminal
Background Check, Pennsylvania Child Abuse History
Clearance or the Federal Criminal History Clearance.

4.  Has an “Indicated” or “Founded” child abuse history.

5. Has been convicted of certain crimes that prohibit persons from
caring for children as per the Child Protective Services Law.

The CCIS must include the OCDEL-prescribed listing of the crimes that
prohibit persons from caring for children.

The CareCheck Appointment Letter also notifies the provider of the
requirement to complete a W-9 for tax purposes.

PELICAN CCW allows the CCIS user to include additional text in the
“Supplemental Text” field, as appropriate.

The CareCheck Appointment Letter is printed centrally by default but
the letter can also be printed locally, when needed.
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The CCIS can manually generate a Care Check Appointment Letter
within PELICAN CCW by navigating to the Correspondence Home

page.

Help | Logout
pennsyl\fan'ia Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
ELICAWM

P
Child Care Works  Home | R&R | Provider | Case | Payments | Reports | [Correspondence]| Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action | County | Record Status Correspondence Dates
Find I?auphin | |Se|ect ;l |Se\ect ;I From | GO
* Thru I—
Create Cauphin | |Se\ect B GO ]
New B N

COMPASS Applicant Correspondence

Action Application Number Status Correspondence Dates

Find | - | Select =l |[sele = From | GO
Thru I

Provider Correspondence

Action Provider ID Status Correspondence Dates

Find | - I «|[select =] ([select =] [From | GO

Thru
Create New | _I N |Se|ect ;l + GO ]

Quick Search

Action Correspondence

Find I + GO

UserID: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.2.80

From the Correspondence Home page, the CCIS must enter the Record
Number (The County should be pre-populated) in the “Create New” row
under the “Case Correspondence” section of the page, selecting
“CareCheck Appointment Letter” from the “Correspondence” drop-
down box and clicking “Go”. PELICAN CCW will automatically
navigate to the Create New Correspondence page.

NOTE: The CareCheck Appointment Letter is generated under
“Case” correspondence not “Provider” correspondence.

Help | Logout

I»

g pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
1

¢ EL C AN
Child Care Works Home | R&R | Provider | Case | Payments | Reperts | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action | County | Record Status Correspondence Dates
Find E}auphin | |Select ;] ISeiect ;] From | GO 7]
* Thru I—
Create Dauphin [ | [Select 5] = GO ]
New v - 5
Change In Primary Worker Letter (Client)
Confirmation Notice - CIS cc
COMPASS Applicant Correspondence Confirmation Notice - P cc
= AN Former TANF Transfer Letter (Manual)
Action Application Number Statyissing Information Letter (Client) Dates
Find | + | select vl ISeIect ! From GOl

Thru [—

Page 87 of 328



CORRESPONDENCE

Finalized 3/24/10

The Create New Correspondence page automatically displays the
correspondence details and information about the client in the top

section.

pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
P LI C AWM

E
Child Care Works Home | R&R | Provider | Case | Payments | Reports |

| Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Create New Correspondence

Help | Logout

Client CareCheck Appointment] Letter
Letter
Correspondence Details
Language English
Schedule Release Date 11/12/2009
Uszer ID t-test221
Case Details
Address Type Client
Caretaker Name ERIC
Address Line 1
Address Line 2
City, State, Zip HBG, PA 17104-0000
SAVE CANCEL
Variable Fields - Applies to All Correspondence Versions
Recipient Details
Name: = L ] Variable fields to be
Address Line 1: = I ] populated by the user
Address Line 2: [ | /
City: = 1 |
State: = [:
Zip Code: = E
Zip Extension: [:

Supplemental Text

SAVE CANCEL

UserlD: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.2.80

The CCIS user must manually enter the name and address for the
provider in the “Variable Fields” section. This is where the letter will be
sent. The CCIS user can also enter additional instructions or
information for the provider in the Supplemental Text field, as
appropriate. The CareCheck Appointment Letter is automatically
generated when the CCIS user clicks “Save”. When a CCIS user clicks
“Cancel”, PELICAN CCW will automatically navigate the CCIS user
back to the Correspondence Home page and the generation of the
CareCheck Appointment Letter will be cancelled (i.e., no letter will be

generated).
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See the example of the CareCheck Appointment Letter below.

CARECHECK APPOINTMENT LETTER

CCIS of Dauphin County
110 North 26th Street
Harrisburg, PA 17103

Date: 03/04/2009

Camp Hill, PA 17011

Dear

Thank you for your interest in becoming a Relative/Neighbor (R/N| provider for the Subsidized Chita Care program.
You have been selected by to care for his/her child{ren), The Child Care Informaton Services (CCIS)
will explain the program rules and help you complete the necessary paperwork

Before we can pay you to provide child care services, you must come into our office for a face-to-face interview by
04/03/2009. When you come to your face-to-face interview, you MUST bring the following items:

- Photo identification with & signature

- Seclal Security cerd or other proot of your Social Security Number

« Proof of address

- Proot of an operating telephone with "call-out” capabilites.

- Federal Criminal History Clearance Results Letter issued by ChildLine (See attached

instructions for obtaining Federal Criminal History Clearances),

The CCIS cannot pay you for child care services uniess you bring ALL of the items listed above,

Once you have gathered all of the items listed above, please call our office at (717) 233-8454 10 schedule a

face-to-face interview, It is very important for you to call our office. If you do not appear for your face-to-face interview,
you will NOT be paid for child care services.

When you come to owr office, you will need 10 sign a Provider Agreement. The Provider Agreement inciudes a requirement
1o complete an application for a Pennsylvania State Police Criminal Background Check and a Pennsylvana Child Abuse
History Clearance. These clearances are »n addition to the Federal Criminal History Clearance and, unlike the Federal
Criminal History Clearance, are free to you. The CCIS will request these clearances for you, you DO NOT need to bring
these additional clearances with you to your face-to-face interview.

The CCIS will NOT pay you if you have an "indicated” or "founded” child abuse history or have been convicted of cartain
crimes. We have also attached a list of crimes that prohibit persons from caring for chicren. Please be advised that you
musi! also complete and sign a W-9 Tax Form.

Our office Jocks forward 10 hearing fom you,

Sincerely,

CCIS of Dauphin County

Correspondence 10 -1

Return to Table of Contents

See Manual Section “500.12.3.15 — Questions — 500.8.5 — CareCheck
Appointment Letter”
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500.8.6  Change in Primary Worker Letter

PELICAN CCW contains two distinct templates for the Change in
Primary Worker Letter depending upon the recipient of the letter (i.e.,
p/c or provider).

PELICAN CCW allows the CCIS to create a Change in Primary Worker
Letter to send to a p/c or provider to indicate a change in the primary
worker. PELICAN CCW also allows the CCIS user to include
additional text in the Supplemental Text field, as appropriate.

The CCIS can manually generate a Change in Primary Worker Letter
within PELICAN CCW by navigating to the Correspondence Home

page.

Help | Logout

PELICAM

m pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
Child Care Works  Home | R | Provider | Case | Payments | Reports |[Correspondence]| Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action County | Record Status Correspondence Dates
Find Cauphin I |Se|ect =] |Se|ect = Frcml GO
: Thru I
Create Dauphin I Select =l GOkl
New N .

COMPASS Applicant Correspondence

Action Application Number Status Correspondence Dates
Find | * Select =l |[zelect =3 | From | GO
Thru

Provider Correspondence

Action Provider ID Status Correspondence Dates

Find [ - l— « || Select = |[select = [Frem| GO

Thru
Create New|[™ [ |+ Select =l co

Quick Search

Action |Correspondence

Find I - GO

UserlD: t-test221 | Office: CCIS of Dauphin County Systemn Acceptance Test | Version 8.0.2.80
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When generating the P/C (Client) Version of the Change in Primary
Worker Letter from the Correspondence Home page, the CCIS must
enter the Record Number (The County should be pre-populated) in the
“Create New” row under the “Case Correspondence” section of the
page, select “Change in Primary Worker Letter” from the
“Correspondence” drop-down box and click “Go”.

Help | Logout

|»

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
C AN

eE L1
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

[Correspondence Home

Case Correspondence
Action | County | Record Status Correspondence Dates
Find Dauphin [ [select =l |[select =l fibari ] S22
* Thru l—
Create  |Dauphin : [select B GO 7]
Hew g
|[CareCheck Appointment Letter
hange in Primary Werker Letter (Chient)|
onfirmation Notice - CI5 cc
COMPASS Applicant Correspondence Confirmation Netice - P cc
= PR Former TANF Transfer Letter (Manual)
Action Application Number Statyyissing Information Letter (Client) Dates
Find I . Select .I ISeIect =l From GO 2]
Thru I—

PELICAN CCW will automatically navigate to the Create New
Correspondence page.

Help | Logout
pennsylvania Pennsylvania's Enterprise to Link Informationfor Children Across Networks
FPELTICAM
Child Care Works

Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Create New Correspondence

Co/Record Number Addressee Type

22 Client Change in Primary Letter
Worker Letter (Client)

Correspondence Details

Language Englizh
Schedule Release Date 11/30/2009
User ID t-test221

Recipient Details
Addressee Type Client
Addrezszee Name
Address Line 1 ST
Address Line 2

City, State, Zip HARRISBURG, PA 17103-0000

SAVEC] cANCEL[E]

Variable Fields - Applies to All Correspondence Versions

Variable fields to
Worker First Name: = Ir be populated by
Worker Middle Initial: D / the user
Worker Last Name: = L
Worker Phone: =« (l D l_ [ I

Supplemental Text

SaVELC] canceLE]

UserlD: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.2.100

On the Create New Correspondence page, the CCIS must populate the
variable fields and click “Save”. Once the CCIS user clicks “Save”,

PELICAN CCW will automatically generate the Change in Primary
Worker Letter (Client) version.
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When generating the Provider Version of the Change in Primary Worker
Letter from the Correspondence Home page, the CCIS must enter the
Provider ID in the “Create New” row under the “Provider
Correspondence” section of the page, select “Change in Primary Worker
Letter” from the “Correspondence” drop-down box and click “Go”.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICAWM
Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action | County | Record Status Correspondence Dates
Find I;)auph\n I ISeIect ;I ISeIect ;I From I GO 2]
: Thru l—
Create Cauphin | [Select =] = GO ]
MNew B "

COMPASS Applicant Correspondence

Action Application Number Status Correspondence Dates
Find [ . | select =l |[select K3 From | G0l
Thru I

Provider Correspondence

Action Provider ID Status Correspondence Dates

Find | .I + ISe\ect =l ISelect =l mel GO[Z]

Thru I
Create New | I [Select B E GO [F]

Quick Search

Action |Correspondence

Find + GO

UserlD: t-test221 | Office: CCIS of Dauphin County

Systam Acceptance Test | Varsion 8.0.2.100

Provider Correspondence

Action Provider ID Status Correspondence Dates
Find | 5 « |[select =l |[select =] |From GO []
Thru
Create New I _l « [Select =l GO [7]
Change in Primary Worker Letter (Provider)
Missing Information Letter (Provider)

PELICAN CCW will automatically navigate to the Create New
Correspondence page.

On the Create New Correspondence page, the CCIS must populate the
variable fields and click “Save”. Once the CCIS user clicks “Save”,
PELICAN CCW will automatically generate the Change in Primary
Worker Letter (Provider) version.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELTITTCAM

Child Care Works

Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Create New COI‘I’ESDOI'IdEI'ICE

2 -1 Provider Change in Primary Letter
Worker Letter (Provider)|

Correspondence Details

Language English
Schedule Release Date 11/30/2009
User IC t-test221

Recipient Details
Addressee Type Provider
Addressee Name
Address Line 1 ST
Address Line 2

City, State, Zip HARRISEURG, PA 17103-1445

SAVEC] CANCELL

Variable Fields - Applies to All Correspondence Versions t:?‘:r;a;tla‘:)ﬂlealfesd
Waorker First Name: = | | by the user
Worker Middle Initial: D
Worker Last Name: = 1 |
Worker Phone: « (1 D1 -1 |

Supplemental Text

SAVEC] CANCEL[D

UserlD: t-te : of Dauphin County

System Acceptance Test | Version

Finalized 3/24/10
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See the examples of the Change in Primary Worker Letter below.

P/C (Client) Version

CHANGE IN PRIMARY WORKER LETTER

CCIS of Davphin County

G0N gelh ek Date : 1207/2005
Harrisburg, PA 17103-7103
CO RECORD
22
MIGUEL
3600 VARTAN WAY

HARRISBURG, PA 171108440

Dear MIGUEL

Efiective 12/07/2005 your case has been assigned to a new worker.

Your new worker is: Greta
Phone (717} 555

¥ you have any questions, please contact your worker at the above number.

Piease check in with the Roceptonist when you arrive. (el SUPPlemental text may be

added as appropriate

Sincerely

CCIS of Dauphin County

Carrespondencea ID:
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Provider Version

CHANGE IN PRIMARY WORKER LETTER

CCIS of Dauphin County
110 N. 26th Street
Harrisburg, PA 17103-1801 Provider ID: 4 -1
Date : 09/11/2008
MEADOW

HARRISBURG, PA 17110

Dear MEADOW
Supplemental text

Etfective 09/11/2006 your case has been assigned to a new Provider Specialist. may be added as
Your new Provider Specialist: WENDY app ro prl at e
Phone: (717) 243-4014

It you have any questions, please contact your Provider Specialist at the above
number

(Sample Supplemental Text follows:)
We tried 1o contact vou by phone several times, bul vour lelephone number was disconnected. You have
been transferved 1o a new Provider Specialist.

Please submit o our office verification of vour new tlelephone number. The verification should be sent 1o
your new Provider Specialist no later than /23 /06, Failure to submit verification of vour new telephone
number may resull in our inability 1o process vour payment for the child care vou provided,

Sincerely

CCIS of Dauphin County

Correspondence |D:

Return to Table of Contents

See Manual Section “500.12.3.16 — Questions — 500.8.6 — Change in
Primary Worker Letter”
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Child Care Confirmation Notice

The CCIS may manually generate a Child Care Confirmation Notice
within PELICAN CCW for various reasons to inform the p/c of
important information required to maintain eligibility for subsidized
child care or provide advance notice of a change in the assigned weekly
co-payment.

The CCIS must generate a Child Care Confirmation Notice in the
following circumstances which include, but are not limited to:

1.
2.
3.

o N o O

Subsidy suspension.
Subsidy disruption.

Continued eligibility following a redetermination of eligibility.

Decision to grant or deny a domestic and other family violence
waiver.

Increase or decrease in the assigned weekly co-payment.
Decision to grant or deny a co-payment waiver.
Voluntary request to terminate subsidized child care benefits.

Transfer to another child care program within PELICAN
CCW.

Overpayment notification.

PELICAN CCW automatically generates the variations of the Child
Care Confirmation Notice using a standard notice template to ensure all
regulatory requirements are met.
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The reasons for which the CCIS may manually generate a Child Care Confirmation Notice are listed in the tables below by child care program. The gray
highlighted rows indicate reasons that require variable text fields to be populated by the CCIS user for generation.

Former TANF, HS/PK or LI child care programs:

DocPiece ID

Citation

Short Description

Long Description

700

§3041.3

Not a caretaker

You self-declared that you had legal custody of the child for whom care is requested. You
must submit verification that you have legal custody of the child for whom subsidy is
requested no later than (30th calendar day from the date of the self-declaration) in order to
maintain your eligibility for subsidized child care.

701

§3041.3

Request for domestic violence waiver denied.

The information you provided to the CCIS regarding domestic and other violence does not
meet the definition as specified in the regulation; therefore, you are not eligible for a
domestic and other violence waiver. You must meet all eligibility requirements and submit

to the CCIS verification that you meet all eligibility requirements no later than I
in order to maintain your family's eligibility for subsidized child care.

702

§3041.3

Failure to report a family member

It has come to our attention that you failed to submit information regarding a family
member. You are required to submit information regarding all individuals in your family no

later than I in order to maintain your family's eligibility for subsidized child care.

703

§3041.3
§ 3041.31(a)

Change in family size/composition, family
remains eligible

You reported a change in family size and composition. Our records reflect this change. Your
family continues to be eligible for subsidized child care.
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DocPiece ID Citation Short Description Long Description

The verification you submitted to the CCIS indicates that a parent or caretaker in your
) ) o family has reported prospective employment or enrollment in an education or training
704 §3041.3 Prospective employment/education/training program. Your prospective employment, education or training must begin no later than

in order to maintain your family's eligibility for subsidized child care.

You have self-declared an eligibility factor. You must submit to the CCIS another form of
§3041.3 . e ‘7 . .
§ 3041.64(d) Self-declaration acceptable verification no later than in order to maintain your family's

eligibility for subsidized child care.

705

The information you submitted to the CCIS indicates that your training does not meet the

o o definition of training as specified in the regulation; therefore, you must submit verification
707 §3041.3 Training program does not meet definition ) ,7 )
that you are working at least 20 hours per week no later than in order to

maintain your family's eligibility for subsidized child care.

You have reported that your 13 year old child has a physical, developmental or behavioral

208 §3041.12(0) No documentation for a 13 year old with a disability. You must provide documentation of the disability by a physician or psychologist
12(c o
disability no later than in order to maintain your child's eligibility for subsidized child

care.

) ) You have reported that your child has a developmental disability. You must provide
Documentation needed for a change in care level _ o o ) _
for a child with a disability documentation of the disability by a physician or psychologist no later than in

order for the CCIS to update your child's enrollment information.

709 §3041.12(c)
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DocPiece ID

Citation

Short Description

Long Description

710

§3041.12(c)

Confirmation of change in care level for a child
with a disability

You have reported that your child has a developmental disability and have provided
documentation of the disability by a physician or psychologist; therefore, the CCIS will
update your child's enrollment information. You will receive an Enrollment Summary
reflecting this updated information.

711

§ 3041.13(b)
§ 3041. 51(e)

Ineligible Head Start provider

You are eligible for Head Start expansion, but you did not choose an eligible provider as set
forth in 55 Pa.Code, Chapter 3041 (relating to subsidized child care eligibility). You must

select an eligible provider no later than in order to maintain your family's
eligibility for Head Start expansion.

713

§ 3041.15(d)

Additional charges

The eligibility agency may not pay for any additional charge assessed by the provider,
beyond the cost of child care.

Based on regulation, the CCIS may not assist you in paying additional charges assessed by
the provider beyond the cost of child care.

779

§ 3041.16(b)

Decrease in Days/Hours - Publicly Funded Ed.
Prog Available

Your child remains eligible; however, your child's schedule has been modified to part-time
care only since the kindergarten program in your school district is a full-time program.
Because there is a full-time education program available for your child, your child is not
eligible for full-time subsidized child care.

771

§ 3041.16(e)

Ineligible Provider - 30 days

Your family continues to be eligible for subsidized child care, but your child care provider
is ineligible to participate in the subsidized child care program. In order to maintain
eligibility for your child(ren)'s subsidized child care, you must select another provider AND

inform the CCIS of your child care arrangements no later than . If you need
help in locating another provider, please contact the CCIS immediately.
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DocPiece ID Citation Short Description Long Description

Our records indicate that your child has not been attending the child care provider based on
the schedule you established with our office; therefore, your child(ren)'s schedule has been
modified to reflect the attendance indicated by the provider. Should you have any questions,
please contact our office.

778 8 3041.18(b) | Child not attending based on need

You reported an involuntary loss of work or graduation from an education or training

) ) ) program. You are entitled to up to 60 calendar days of continued eligibility. You must
715 §3041.20(1) | 60 day period following loss of work/graduation ) ‘7 o ) -
return to/begin to work by in order to maintain your family's eligibility for

subsidized child care.

You reported that you are on maternity leave. You are entitled to up to 84 calendar days of
716 §3041.20(2) | Maternity leave continued eligibility during your maternity leave. You must return to work no later than

in order to maintain your family's eligibility for subsidized child care

You reported that you are on a break from work, education or training. You are entitled to

) ) o up to 30 calendar days of continued eligibility during your regularly scheduled break. You
717 § 3041.20(3) | Break in work/education/training ) o ) o
must return to work no later than in order to maintain your family's eligibility

for subsidized child care.

S - e el ot Your child(ren)'s subsidy has been suspended for a reason that is not included in the
eason for suspended subsidy request no ,7
718 §3041.21 defined P Ak regulation. Your child(ren) must return to care no later than in order to

maintain your child(ren)'s/family’s eligibility for subsidized child care.

Your child(ren)'s subsidy has been suspended based upon the regulation for up to 90

719 §3041.21 Confirmation of suspended subsidy calendar days. Your child(ren) must return to care no later than I in order to
maintain your child(ren)'s/family's eligibility for subsidized child care.
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DocPiece ID

Citation

Short Description

Long Description

720

§ 3041.22(a)
§ 3041.22(b)

Confirmation of suspension following disruption
- loss of certification

Your child(ren)'s subsidy has been suspended following disruption of care due to the
provider's loss of the Department's certification or registration as stated above. Your
child(ren)'s subsidy may be suspended for up to 90 calendar days while you select another

provider. Your child(ren) must return to care no later than I in order to maintain
your child(ren)'s/family's eligibility for subsidized child care.

721

§ 3041.22(c)

Placement on a waiting list following the
disruption of care

At this time, subsidy must be disrupted for all families exceeding I % of FPIG due to
insufficient State or Federal funding. The information in our file indicates that your family

is atl % of FPIG. Each of your children will be placed on the waiting list as of the date
the child was initially determined eligible for subsidized child care. You will receive further
notification regarding the dates each of your children are placed on the waiting list.

722

§ 3041.33(5)

Unable to apply step-parent deduction

You failed to submit verification of the step-parent's relationship to the child; therefore, the
CCIS will not apply the step-parent deduction when determining your family's adjusted
income. In order for the CCIS to apply the step-parent deduction, you must submit
verification of the step-parent's relationship to the child.

723

§ 3041.33(6)

Unable to apply other deductions

You failed to submit verification of the deductions listed in Appendix A, Part 1l; therefore,
the CCIS will not apply the deductions when determining your family's adjusted income. In
order for the CCIS to apply the deductions, you must submit verification of the deductions.

724

§3041.42

Sent application to the wrong CCIS

The information you submitted to the CCIS indicates that you do not reside in the
county/geographic area of our CCIS; therefore, we have forwarded your information to the

CCIS of I for review. If you have any questions
regarding your application for subsidized child care, please contact the CCIS of
I Repeated atl
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DocPiece ID Citation Short Description Long Description
You have reported that your family is moving to another county/geographic area and you
have requested that the CCIS forward your eligibility information to that county/geographic
area; therefore, we have forwarded your information to the CCIS of
725 §3041.42 Transfer to another CCIS | . : .
for review. If you have any questions regarding
your application for subsidized child care, please contact the CCIS of
I Repeated atl
You reported to the CCIS thatl has prospective
s § 3041.44(a)(1) | Ongoing - Prospective work/education/training work, education or training. The prospective work, education or training must begin within
8 3041.44(b) | confirmation - 30 days 30 calendar days, OR BY , In order to maintain your family's eligibility for
subsidized child care. Subsidy may not begin until the parent or caretaker begins work,
education or training.
You reported to the CCIS thatl has lost current
797 8 3041.44(a)(1) | Ongoing - Prospective work/education/training employment but will begin prospective work, education or training. The prospective work,
o anleny) | SO - 6 02 education or training must begin within 60 calendar days, OR BY , in order to
maintain your family's eligibility for subsidized child care.
You reported prospective employment; therefore, your $| co-payment will be
waived until . Effective , you must begin paying your $
728 8 3041.103(c) | Intake/single p/c - waiver of co-payment for | Repeated co-payment.

§ 3041.45

prospective employment

You must also notify the CCIS of the actual amount of payment no later than I in
order to maintain your family's eligibility for subsidized child care.

Page 102 of 328




CORRESPONDENCE

Finalized 3/24/10

DocPiece ID

Citation

Short Description

Long Description

729

§ 3041.103(d)
§ 3041.45

Ongoing/single p/c - minimum co-payment for
prospective employment

You are a recipient of subsidy who reported an involuntary loss of work and prospective

employment; therefore, your $ co-payment will be reduced to $

until . Effective , you must begin paying your $ Repeated

co-payment.

You must also notify the CCIS of the actual amount of payment no later than I
in order to maintain your family's eligibility for subsidized child care.

730

§ 3041.46(a)
§ 3041.46(b)

Immunization exemption does not meet
requirements/90 days

Your child does not have age-appropriate immunizations. You have requested exemption
from the immunization requirement for your child, but your request for exemption does not
meet the requirements as specified in the regulation. Exemptions are granted only on
religious grounds or when a child's medical condition contraindicates immunization.

Your child must have age-appropriate immunizations byI in order to maintain
your family's eligibility for subsidized child care.

731

§ 3041.46(a)
§ 3041.46(b)

No immunization/no exemption/ 90 days

Your child does not have age-appropriate immunizations and is not exempt from

immunization. Your child must have age-appropriate immunizations by in order
to maintain your family's eligibility for subsidized child care.

761

§ 3041.48(a)

Ongoing - Single p/c with a disability

You reported and provided verification of a disability and are entitled to up to a maximum of
183 calendar days of continued eligibility. Your 183-day period of eligibility will expire on

. You must return to work or begin participating in education or training no later
than I in order to maintain your eligibility for subsidized child care.
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DocPiece ID Citation Short Description Long Description
You reported and provided verification of a disability. The verification you submitted
762 8 3041.48(b) | Ongoing - 2 p/c family with a disability and no indicates that you are not receiving disability benefits; therefore, you must submit a Medical
§ 3041.70 disability benefits Assessment at your next redetermination and each subsequent redetermination in order to
maintain your eligibility for subsidized child care benefits.
You reported and provided verification of a disability. The verification you submitted
763 8 3041.48(b) | Ongoing - 2 p/c family with a disability and indicates that you are receiving disability benefits; therefore, you are not required to submit
§ 3041.70 disability benefits any additional verification regarding your disability status. However, you must continue to
submit verification of the amount of the disability benefit you receive.
Our records indicate that your family is eligible for subsidized child care under the

776 §3041.51 Transfer to HeadStart HeadStart Expansion program. Should you have any questions about this program, please
contact our office.

Head Start is a Federally-funded program designed to prepare at-risk children, three years
of age or older but under five years of age, for school success.

764 8 3041.51(a) Head Start - Child does not meet age requirement | You have applied for the Head Start Expansion program; however, your child does not meet
the age requirement for this program. Your family will be assessed for regular subsidized
child care eligibility.

You did not submit to the CCIS verification that the Head Start expansion program meets
) ) the Federal Head Start standards; therefore, your family will be assessed for regular
732 Al sie) | oae SR RN At Ereuii e S subsidized child care eligibility. If you want to be assessed for eligibility for the Head Start
verification expansion program, you must submit the verification required above no later than
You have reported the involuntary loss of work on I . Your family will remain
733 §§323£11'15£13(1f()é)5 ) | Head Start plc - 60 days to find work eligible for up to 60 calendar days following the loss of work on [ Repeated o must

meet the work requirement no later than I in order to maintain your family's
eligibility for subsidized child care.
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DocPiece ID

Citation

Short Description

Long Description

734

§ 3041.51(f)(6)
§ 3041.51(i)

Head Start - child's enrollment ends

Our records indicate the child's Head Start enrollment ended on . You must
complete a partial redetermination or a redetermination in order to maintain your family's
eligibility for subsidized child care. You will receive information from the CCIS regarding
what you must do to complete a redetermination.

7

§ 3041.52

Transfer to PreK

Our records indicate that your family is eligible for subsidized child care under the
Prekindergarten program. Should you have any questions about this program, please contact
our office.

765

§ 3041.52(a)

Pre-K program is not recognized

You applied for the prekindergarten program; however, the prekindergarten program you
specified does not meet the requirements set forth in 55 Pa.Code, Chapter 3041 (relating to
subsidized child care eligibility); therefore, your family will be assessed for regular
subsidized child care eligibility.

712

§ 3041.52(c)

Ineligible Pre-K provider

You are eligible for the pre-kindergarten program, but you did not choose an eligible
provider as set forth in 55 Pa.Code, Chapter 3041 (related to subsidized child care

eligibility). You must select an eligible provider no later than I in order to
maintain your family's eligibility for the pre-kindergarten program.

735

§ 3041.52(d)(6)
§ 3041.52(q)

Pre-K p/c - 60 days to find work

You have reported the involuntary loss of work on I . Your family will remain

Repeated

eligible for up to 60 calendar days following the loss of work on . You must

meet the work requirement no later than in order to maintain your family's
eligibility for subsidized child care.

736

§ 3041.52(d)(7)
§ 3041.52(h)

Pre-K/child's enrollment ends

CCIS records indicate the child's pre-kindergarten enrollment ended on I .You
must complete a partial redetermination or a redetermination in order to maintain your
family's eligibility for subsidized child care. You will receive information from the CCIS
regarding what you must do to complete a redetermination.
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DocPiece ID

Citation

Short Description

Long Description

738

§ 3041.73

Transfer of TANF benefits not verified

You failed to submit acceptable verification of transfer of TANF benefits to the CCIS;
therefore, your family is ineligible for the TANF provisions and you must apply for low-
income subsidized child care.

739

§3041.74

Expiration of TANF benefits not verified

You failed to submit acceptable verification of transfer of TANF benefits to the CCIS;
therefore, your family is ineligible for the TANF provisions and you must apply for low-
income subsidized child care.

740

§ 3041.75

DV not verified

You failed to submit acceptable verification of domestic violence to the CCIS; therefore,
you are ineligible for a domestic violence waiver and you must meet all eligibility

requirements no later than I in order to maintain your family's eligibility for
subsidized child care.

741

§ 3041.91(b)
§ 3041.91(d)
§ 3041.91(g)

Granture of a domestic violence waiver due to
inability to participate in ork/education/training

You requested and were granted a domestic and other violence waiver from the work
requirement. Your waiver period will expire on I . You must be participating in

Repeated

work, education or training no later than in order to maintain your family's

eligibility for subsidized child care.

743

§ 3041.91(c)

Domestic violence waiver of an eligibility
requirement that may not be waived

You requested a domestic and other violence waiver based on an eligibility requirement that
may not be waived; therefore, your request has been denied. You must meet all eligibility

requirements no later than in order to maintain your family's eligibility for
subsidized child care.

744

§ 3041.91(d)

Domestic violence waiver of income
verification

You requested and were granted a domestic and other violence waiver related to the
verification of income as specified in § 3041.65 (relating to verification of income). This

waiver period may not exceed 60 days. Your waiver period will expire on
You must submit verification of the amount of income you receive no later than

I Repeated in order to maintain your family's eligibility for subsidized child care.
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Our weekly payment to your provider will be less than $5; therefore, you are ineligible for
766 § 3041.102(c) Deot weekl s e subsidized child care with your current provider. You must select another provider and
ept wee ayment less than ‘7
§3041.16(e) P Y Py enroll your child no later than in order to maintain your eligibility for
subsidized child care.
745 §3041.103(a) | Co-payment adjustment for prospective You reported the receipt of payment from employment as required. Your co-payment has
§3041.103(b) | employment been adjusted accordingly. You should begin to pay $ effective
746 §3041.104(b) | TANF advance co-payment Your advance co-payment must be paid byl in order to maintain your family's
eligibility for subsidized child care.
Based on the information you provided, your co-payment has decreased. You should begin
747 § 3041.104(c) Co-payment Decrease Ii _
to pay $ effective :
You continue to be placed on the waiting list for subsidized child care. However, based on
782 § 3041.104(c) | WL Redetermination - Decreased Co-pay the information you provided, your co-payment has decreased from $| to$
- § 3041.104(¢) . ¥ Based on the information you provided, your co-payment has increased. You should begin
104(e 0-payment Increase Ii ,7
bay to pay $ effective :
You continue to be placed on the waiting list for subsidized child care. However, based on
783 § 3041.104(e) | WL Redetermination - Increased Co-pay the information you provided, your co-payment has increased from $| to $
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A family whose subsidy is terminated for failure to make required co-payments may not be
reauthorized for subsidy until all outstanding co-payments have been paid in full. Our
. i i o records indicate that you have not paid your outstanding delinquent co-payment. You must
775 § 3041.106(d) Outstanding Delinquency during Application pay your outstanding delinquent co-payment and enroll your child(ren) with a child care
provider within 30 calendar days to maintain your eligibility for subsidized child care
benefits.
758 g ggjﬂgg% Decrease of co-payment based on FPIG Based on the revised FPIG, your co-payment will decrease from $| to $
' I effective the first service day in the week of May 4, 20009.
759 g ggﬂigéégi Increase of co-payment based on FPIG Based on the revised FPIG, your co-payment will increase from $| to$
' I effective the first service day in the week of May 18, 2009.
Based on the end of the school year, your co-payment has increased. You should begin to
749 § 3041.108(c) Half Co-pay - Increase - School Year Ends ‘7 )
pay $ effective :
Based on the beginning of the school year, your family is eligible for a half co-payment. As
784 8 3041.108(c) Half Co-pay - Decrease - School Year Begins a result, your family's co-payment has decreased. You should begin to pay $
effective .
o ) Your family is eligible for a half co-payment so your co-payment has decreased. You
785 § 3041.108(c) Half Co-pay - Eligible During School Year ) )
should begin to pay $ effective
o _ Your family is no longer eligible for a half co-payment so your co-payment has increased.
786 § 3041.108(c) Half Co-pay - Ineligible During School Year ) )
You should begin to pay $ effective :
Our records indicate that your co-payments for 1 month are equal to or exceed our monthly
payment to your provider; therefore, you are ineligible for subsidized child care with your
767 8 3041.108(d) Co-payment exceeds cost of care

current provider. You must select another provider and enroll your child no later than

in order to maintain your eligibility for subsidized child care.
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DocPiece ID

Citation

Short Description

Long Description

750

§ 3041.126(d)

Granting an extension for the face-to-face

You have requested an extension of the timeframe for the face-to-face interview. You now
have up to an additional 30 days to complete a face-to-face interview; therefore, you must

complete a face-to-face interview no later than I in order to maintain your
family's eligibility for subsidized child care.

751

§ 3041.127(b)(3)

Decrease in hours / days of care

Our records indicate there has been a decrease in the number of days or hours for which
subsidized child care is needed. Your child's enrollment schedule has been adjusted to
reflect the change.

752

§3041.132

Voluntary withdrawal of a family

Our records indicate that you have requested your family's subsidy to be voluntarily

terminated. Effective I , your family will be ineligible for subsidized child care.
You may re-apply at any time.

787

§3041.132

Voluntary Withdrawal of Child or Children

Our records indicate that one or more of your children no longer needs subsidized child
care; therefore, the CCIS has taken steps to terminate your child's subsidy. Your child(ren)'s
enrollment will be discontinued. You may re-apply for subsidized child care for the
child(ren) at any time.

753

§3041.132

Child no longer in household

Our records indicate that your child is no longer living in your household; therefore, the

CCIS has taken steps to terminate your child(ren)'s subsidy. Effective I , your
child(ren) will be ineligible for subsidized child care. You may re-apply for subsidized child
care for the child(ren) at any time.

774

§ 3041.133(d)

WL Redetermination - Eligible

The information you submitted to complete a redetermination of eligibility prior to
enrollment of your child(ren) indicates that your family continues to be eligible for
subsidized child care so your child(ren) will remain on the waiting list until funds become
available for enrollment with a child care provider.

754

§ 3041.142(c)

TANF exceptions end

Your 183 day period of TANF eligibility will expire on I . You must meet all
eligibility requirements as set forth in 55 Pa.Code, Chapter 3041 (relating to subsidized

child care eligibility) no later than Repeated

for subsidized child care.

in order to maintain your family's eligibility
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DocPiece ID

Citation

Short Description

Long Description

755

§ 3041.144(a)
§ 3041.144(b)

TANF granting an extension for the face-to-face

You have requested an extension of the timeframe for the face-to-face interview. You now
have up to an additional 30 days to complete a face-to-face interview; therefore, you must

complete a face-to-face interview no later than I in order to maintain your
family's eligibility for subsidized child care.

768

§ 3041.150(a)

P/C has 60 days following TANF expiration

Your 5-year limit on TANF benefits has expired; therefore, your family is eligible for
subsidized child care for up to 60 calendar days to find work. In order to maintain your
eligibility beyond the 60-day period, you must meet all eligibility requirements no later than

756

§ 3041.163(b)

Eligible following redetermination

You completed your redetermination and your family continues to be eligible for subsidized
child care. Your co-payment amount is $

770

§ 3041.167(a)

P/C Overpayment

We have determined that there was an overpayment based on the following information:

Reason: I
From: I To: I

Amount: I

Explanation: I

You will receive a letter indicating your options regarding repayment.

757

§3041.172

Subsidy may not continue due to lack of funding

You have appealed a decision regarding the disruption of subsidy due to a lack of funding;
therefore, your subsidized child care will not continue.

769

§3041.173

Appeal received

We have received your appeal and your child care may continue at this time. If you do not
continue to make timely payment of your co-payment, your subsidized child care will be
terminated for the remainder of the appeal process.
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DocPiece ID

Citation

Short Description

Long Description

780

§3041.186

CCIS Collection of Overpayment

Our office identified an overpayment and sent a letter to you requesting that you select a repayment
option. You have opted to repay your overpayment by increasing your co-payment amount until the
repayment is complete. Please see the enclosed letter for details about your specific payment plan.

781

§ 3041.186

CCIS Collection of Overpayment - Failure
to Select a Repayment Option

Our office identified an overpayment and sent a letter to you requesting that you select a repayment
option. You failed to select a repayment option so our office has increased your co-payment. Your co-
payment will be increased until the repayment of your overpayment is complete. Please see the
enclosed letter for details about your specific payment plan.

772

§ 168.1(a)

Child Care Program Transfer - TANF to FT

You currently qualify for child care payment under the I child
care program; therefore, your child(ren)'s enrollment(s) will be transferred to that program.

773

§ 168.1(a)

Child Care Program Transfer to LI

Per our discussion with you on I , you currently qualify for child care payment under the

| for care during the hours you participate in education or

training AND under the Low Income program for care during the hours of education, training and
employment. During our discussion regarding the benefits of each program, we explained that you
I Repeated

may continue to receive child care under the while you wait
for funding to become available for child care under the Low-Income child care program.

If your family is eligible, you will receive an eligibility notice and further notification regarding
whether funding is available to enroll your child(ren). Please contact us with any questions you may
have regarding this process.
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The CCIS can manually generate a Child Care Confirmation Notice
within PELICAN CCW by navigating to the Correspondence Home

page.

The notice template used for generation is dependent upon the child care
program for which the case is receiving subsidized child care (i.e., the
Child Care Confirmation Notice — P cc is generated for FT, LI and
HS/PK cases; whereas, the Child Care Confirmation Notice — CIS cc is
generated for TANF, FS and GA/WS2 cases).

PELICAN CCW ensures the appropriate template is used during
generation. PELICAN CCW will not allow a CCIS user to generate the
Child Care Confirmation Notice using the wrong template. If a CCIS
user attempts to generate the wrong template of the notice, PELICAN
CCW will display a hard error message as follows:

Help | Logout
pennsylvania Pennsylvania's Enterprise to Link Informationfor Children Across Networks
E L C A N

P
Chiild Care Works Home | R&R | Provider | Case | Payments | Reports | | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

I:ase program type is not valid for this correspondencel

Case Correspondence

Action County Record Status Correspondence Dates

Find I_Dauphin | Select ;l Select ;I Frc:ml GO

Thru I—

ﬁreate I;)auphin | |Cc:nFirmaticn Notice - P cc =l Go
New "

COMPASS Applicant Correspondence

Action Application Number Status Correspondence Dates

Find | - | Select =l |[sele = From | GO
Thru I

Provider Correspondence

Action Provider ID Status Correspondence Dates

Find | - I = || Select =l ([ 3elect =] |From | GO

Thru
Create New | _I_ + |Se|ect ;I ) GO

Quick Search

Action Correspondence

Find I— . GO

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.2.100

When generating the Child Care Confirmation Notice — P cc (PELICAN
CCW template) of the Child Care Confirmation Notice from the
Correspondence Home page, the CCIS must enter the Record Number
(The County should be pre-populated) in the “Create New” row under
the “Case Correspondence” section of the page, select “Child Care
Confirmation Notice — P cc” from the “Correspondence” drop-down box
and click “Go”.
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Help | Logout A
ﬁ pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
wE L 2R AN
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action | County | Record Status Correspondence Dates
Find [?auphin [ [select ~||[select =~ From | GO ]
* Thru I—
Create  |Dauphin : [select =+ GOl
New * 4
CareCheck A_ppcintment Letter

Change in Primary Worker Letter (Client)
Confirmation Notice - CIS cc

COMPASS Applicant Correspondence Confirmation Netice - P cc
s PN Former TANF Transfer Letter (Manual)
Action Application Number Statyyiscing Information Letter (Client) Dates
Find | * | select - [[select =l From GO 3]
Thru

PELICAN CCW will automatically navigate to the Create New
Correspondence page.

On the Create New Correspondence page, the CCIS must select the
appropriate reason and click “Save”. Once the CCIS user clicks “Save”,
PELICAN CCW will automatically generate the Child Care
Confirmation Notice — P (PELICAN CCW template).

The Correspondence Details section of the page indicates the scheduled
release date for the letter.

The Recipient Details section indicates the client information.

Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICAM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Create New Correspondence

CofRecord Number Addressee Type

2z Client Confirmation MNotice - P Notice
cc

Correspondence Details

Language English
Schedule Release Date 11/30/2009
User ID t-test221

Recipient Details

Addressee Type Client
Addressee Name LINDA
Address Line 1 k] AFTF

Address Line 2

City, State, Zip HARRISEURG, PA 17105-2381

SAVEE] canceL[d

Variable Fields - Applies to All Correspondence Versions

LG Display Short Descrlptlonl o Display Long Description o Display Selections
Select Notice Reasons

- |§ 3041.3 |Not a caretaker

- |§ 3041.3 Request for domestic violence waiver denied.

- |§ 3041.3 Failure to report a family member

- |§ 3041.3 § 3041.31(a) Change in family size/composition, family remains eligible

- |§ 3041.3 Prospective employment/education/training

- |§ 3041.3 § 3041.64(d) Self-declaration

- |§ 3041.3 Training program does not meet definition

- |§3041.12(c) Mo documentation for a 13 year old with a disability

r |§3l]4l..l.2(c) gil]s‘;lll.)l;ll;:;:tatloll needed for a change in care level for a child with a
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PELICAN CCW defaults to displaying the “Confirmation Notice
Reasons” by “Short Description”. Once the CCIS user determines the
appropriate reason(s) to select, the CCIS user must select the checkbox
next to the appropriate reason(s), select the radial button next to
“Display Selections” and click “Go”. This will ensure the CCIS user
remembers to populate all variable text fields that may be required for

generation.
Help | Loegout
pennsylvania Pennsylvania's Enterprise to Link Informationfor Children Across Networks
PELTICADM
Chiild Care Works Home | R&R | Provider | Case | Payments | Reports | | Administration

Create New Correspondence

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

22 Client Confirmation Motice - P Motice
cc
Correspondence Details
Language English
Schedule Releaze Date 11/30/2009
User ID t-test221
Recipient Details
Addreszee Type Client
Lddressee Name LINDA
Address Line 1 3 APTF

Address Line 2

City, State, Zip

HARRISBURG, PA 17109-2381

SAVE CANCEL

Variable Fields - Applies to All Correspondence Versions

o Display Short Description o Display Long Description 19 Display Selections

Select Notice Reasons

later than

A You reported that you are on a break from werk, education or training. You are entitled to up to 30
~ (§3\3D“1-20 calendar days of continued eligibility during vour regularly scheduled break. You must return to work no
]

in order to maintain your family's eligibility for subsidized child care.

I § 3041.127 |Our records indicate there has been a decrease in the number of days or hours for which subsidized child
(B1(3) care is needed. Your child's enrollment schedule has been adjusted to reflect the change.

SAVEL:} CANCEL

UsarID: t-test221 | Office: CCIS of Dauphin County

Systemn Acceptance Test | Version 8.0.2.100

Once the CCIS user ensures all variable fields are populated
appropriately, the CCIS user must click “Save” to complete the
generation of the Child Care Confirmation Notice.

The CCIS user may also choose to display the reasons by “Long
Description” if the CCIS user must complete additional research to
determine which language is appropriate to use. PELICAN CCW will
display the reasons by “Long Description” if the CCIS user selects the
radial button next to “Display Long Description” and clicks “Go”.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
P E LI C AN

Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piec

22 Client Confirmation Motice - P

CC

Correspondence Details

Language Englizh
Schedule Releasze Date 11/30/2009
Uszer ID t-test221

Recipient Details

Addrezzee Type Client
Addreszee Name LINDA
Address Line 1 g APTF

Address Line 2

City, State, Zip HARRISEURG, PA 17109-2381

sAVELE] cANCELLI

Variable Fields - Applies to All Correspondence Versions

o Display Short Description If Display Long Description o Display Selections

Select Notice Reasons
You self-declared that you had legal custedy of the child for whom care is requested. You must submit
verification that vou have legal custody of the child for whom subsidy is requested no later than (30th
calendar day from the date of the self-declaration) in order to maintain your eligibility for subsidized child
[T |5 3041.3 |care.You =self-declared that vou had legal custody of the child for whom care is requested. You must submit
verification that you have legal custody of the child for whom subsidy i= requested no later than (30th
calendar day from the date of the =elf-declaration) in order to maintain vour eligibility for subsidized child
care.
The information you provided to the CCIS regarding doemestic and other violence does not meet the
definition a= specified in the regulation; therefore vou are not eligible for a domestic and other violence
M5 z041.3 waiver. You must meet all eligibility requirements and submit to the CCIS verification that you meet all

eligibility reguirements no later than in order to maintain your family's eligibility for
subsidized child care.
It has come to our attention that you failed to submit information regarding a family member. You are

[T g 20413 required to submit information regarding all individualzs in yvour family no later thanl in order
to maintain vour family's eligibility for subsidized child care.
§ 3041.3 [You reported a change in family size and compasition. Qur records reflect this change. Your family

[ |g 3041.21|continues to be eligible for subsidized child care.You reported a change in family size and cemposition. Cur
(a) records reflect this change. Your family continues to be eligible for subsidized child care.

The verification you submitted to the CCIS indicates that a parent or caretaker in your family has reported
prospective employment or enrollment in an education or training program. Your prospective employment,

3041.3 . .. . . . . o L
rs education or training must begin no later thanl in order to maintain your family's eligibility for

subsidized child care.

§ 3041.3 [veou have self-declared an eligibility factor. You must submit to the CCIS ancther form of acceptable

r (§d§|041.54 verification no later thanl in order to maintain your family's eligibility for subsidized child care.

The information you submitted to the CCIS indicates that yvour training does not meet the definition of
training as specified in the regulation; therefore vou must submit verification that vou are working at least

7§ 3041.3 20 hours per week no later thanl in order to maintain your family's eligibility for subsidized
child care.
ou have reported that vour 13 vear old child has a phy=ical, developmental or behavioral dizability. You
- ?3?41'12 must provide documentation of the disability by a physician or psychalogist no later than I in
i order to maintain vour child's eligibility for subsidized child care.
ou have reported that vour child has a developmental dizability. You must provide documentation of the
- ?SID“'H disability by a physician or psychologist no later than I in order for the CCIS to update yvour

child's enrcllment information.

You have reported that your child has a developmental disability and have provided documentation of the

dizability by a physician or psychalogist; therefore the CCIS will update your child's enroliment

r §3041.12 |information. You will receive an Enrollment Summary reflecting this updated information.you have reported
(c) that vour child has a developmental disability and have provided documentation of the dizability by a

physician or psychologist; therefore the CCIS will update your child's enrcliment infermation. You will

receive an Enrollment Summary reflecting this updated informatian.

§ 3041.13|vou are eligible for Head Start expansion, but you did not choose an eligible provider as set forth in 55
r (k] g Pa.Code, Chapter 3041 (relating to subsidized child care eligibility). You must select an eligible provider no
3041. 51

(e) later than I in order to maintain your family's eligibility for Head Start expansion.
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The reasons for which the CCIS may manually generate a Child Care Confirmation Notice are listed in the tables below by child care program. The gray
highlighted rows indicate reasons that require variable text fields to be populated by the CCIS user for generation.

TANF, ES or GA/WS2 child care programs:

DocPiece ID Citation Short Description Long Description

You have reported that your family is moving to another county/geographic area and you have requested
that the CCIS forward your eligibility information to that county/geographic area; therefore, we have

1020 8 147.24(a)(4) | Transfer to another CCIS forwarded your information to the CCIS ofl for review. If you
have any questions regarding your application for subsidized child care, please contact the CCIS of
Repeated atl
1000 § 168.1(a) Child Care Program Transfer - TANF | yoy currently qualify for child care payment under the | _ child
toFT care program; therefore, your child(ren)'s enrollment(s) will be transferred to that program.

Per our discussion with you on I , you currently qualify for child care payment under the

| for care during the hours you participate in education or
training AND under the Low Income program for care during the hours of education, training and
employment. During our discussion regarding the benefits of each program, we explained that you may
1001 §168.1(a) | Child Care Program Transfer to LI continue to receive child care under the |_RePee? while you wait for
funding to become available for child care under the Low-Income child care program.

If your family is eligible, you will receive an eligibility notice and further notification regarding whether
funding is available to enroll your child(ren). Please contact us with any questions you may have
regarding this process.
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N Our records indicate that the CAO and CIS have determined you and the child(ren) for whom you are solely responsible
1013 §168.1(a) | "N/D" Status Parent ineligible for food stamp or cash assistance child care; therefore, your child(ren) is/are ineligible for child care enrollment.
P § 168.17(5) Immunization Pending | Our records indicate that your child(ren) do not have age-appropriate immunizations. In order for your child(ren) to
' (90 days) continue to receive child care your child(ren) must be immunized no later than
) You have reported a break in a work activity and have requested that care continue for up to 30 days. You must resume
1003 8 168.18(c) | Care during Break o . ) ) )
participation in a work activity no later than in order for your child(ren)'s enrollment(s) to continue.
Our records indicate that you requested an extension for the face-to-face interview due to hardship on I .You
1008 < LB IR0 | PbF e must complete a face-to-face interview or participate in a telephone contact no later than in order to continue to
receive subsidized child care.
Your current child care provider is ineligible to participate in the subsidized child care program; therefore, the CCIS will no
longer pay your current provider for your child(ren)'s child care. You must select a new eligible provider and enroll your
. child(ren) no later than 30 calendar days following the date of this notice or your family will become ineligible. Your
1012 §168.18(g) | Suspended Subsidy child(ren)'s enrollment(s) have been suspended and will continue to be suspended for up to 30 days while you find a new
eligible provider. The CCIS will begin to pay your child care costs on the date the CCIS determines that you have chosen a
new eligible provider.
Your family continues to be eligible for subsidized child care, but your child care provider is ineligible to participate in the
idv - | subsidized child care program. In order to maintain eligibility for your child(ren)'s subsidized child care, you must select
e § 168.18(g) Suspended Subsidy prog gibility fory (ren) y

Ineligible Provider

another provider AND inform the CCIS of your child care arrangements no later than . If you need help in
locating another provider, please contact the CCIS immediately.
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e §168.20(c) | C S Our records indicate that you provided information that resulted in a decreased co-payment. You should begin to pay $
.20(c 0-pay Decrease ‘7 ) ‘7
effective
Half Co-pay - Based on the beginning of the school year, your family is eligible for a half co-payment. As a result, your family's co-
1015 § 168.20(c) | Decrease - School ) )
Year Begins payment has decreased. You should begin to pay $ effective
1016 § 168.20(c) Half Co-pay - Eligible | Your family is eligible for a half co-payment so your co-payment has decreased. You should begin to pay $|
' During School Year offective |
1006 § 168.20(d) | C | Our records indicate that you provided information that resulted in an increased co-payment. You should begin to pay $
: 0-pay Increase ‘7 ‘7
effective
Half Co-pay - Increase | Based on the end of the school year, your co-payment has increased. You should begin to pay $| effective
1014 § 168.20(d)
- School Year Ends |
Half Co-pay - Your family is no longer eligible for a half co-payment so your co-payment has increased. You should begin to pay $
1017 8§ 168.20(d) | Ineligible During ‘7 ) ‘7
School Year effective
Our records indicate that your co-payments for 1 month are equal to or exceed our monthly payment to your provider;
1007 § 168.20(e) Co-pay Exceeds Cost | therefore, you are ineligible for child care enrollment with your current provider. You must select another eligible provider

of Care

and enroll your child no later than I in order to maintain eligibility for child care enrollment.
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DocPiece o L ..
D Citation Short Description Long Description
1008 § 168.61 Decrease in Our records indicate there should be a decrease in the number of days or hours for which subsidized child care is needed
' days/hours of care to participate in work activities. Your child's enrollment schedule has been adjusted to reflect the change.
_ ) Based upon the change you reported in your child care arrangements, your child(ren)'s subsidy has been suspended for
Confirmation of _ _ o
1018 §168.61 suspended subsidy up to 90 calendar days. Your child(ren) must return to care no later than in order to maintain your
child(ren)'s/family's eligibility for subsidized child care enroliment.
Our records indicate that the TANF budget group has been determined prospectively ineligible for TANF benefits as a
1009 8 168.71(1)(ii)(A) ﬁ}%}?&%l\é\/alverlpr%p' result of starting employment and that you reported timely; therefore, your co-payment of $| will be waived
until | . Effectivel Repeated 'you must begin to pay your co-payment of $| Repeated  to your provider.
Our records indicate that the TANF budget group has been determined prospectively eligible for TANF benefits as a
1010 8 168.71(1)(ii)(B) (E:ﬁéy?s?;Walver/Prosp. result of starting employment and that you reported timely; therefore, your co-payment of $| will be waived
until . Effectivel Repeated 'you must begin to pay your co-payment of $I ""***! o your provider.
Our records indicate that you no longer need child care to enable you to participate in a work activity and have
1011 § 168.18(a) Voluntary Withdrawal requested that your subsidized child care be voluntarily terminated; therefore, your child(ren)'s enroliment(s) have been

discontinued. You may contact the CCIS at any time to request subsidized child care should you need child care to
enable you to participate in a work activity.
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DocPiece L L ..
D Citation Short Description Long Description
We have determined that there was an overpayment based on the following information:
Reason: I
From: I To: I
1021 8§ 255.4 & 257.21 | P/C Overpayment
Amount: I
Explanation: I

You will receive a letter indicating your options regarding repayment.

Our office identified an overpayment and sent a letter to you requesting that you select a repayment option.
1022 88 255.4 & 257.21 | CCIS Collection of Overpayment | You have opted to repay your overpayment by increasing your co-payment amount until the repayment is
complete. Please see the enclosed letter for details about your specific payment plan.

Our office identified an overpayment and sent a letter to you requesting that you select a repayment option.
You failed to select a repayment option so our office has increased your co-payment. Your co-payment will
be increased until the repayment of your overpayment is complete. Please see the enclosed letter for details
about your specific payment plan.

CCIS Collection of Overpayment -
1023 8§ 255.4 & 257.21 | Failure to Select a Repayment
Option
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When generating the Child Care Confirmation Notice — C (CIS template) of the Child Care Confirmation Notice from the Correspondence Home page, the CCIS must enter the

Record Number (The County should be pre-populated) in the “Create New” row under the “Case Correspondence” section of the page, select “Child Care Confirmation Notice —
C” from the “Correspondence” drop-down box and click “Go”.

) ) Help | Logout -
» pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks

g'FE L 16K N

Child Care Works Home | R&R | Provider | Case | Payments | Reperts | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

\

Case Correspondence
Action | County | Record Status Correspondence Dates
Find Dauphin [ | select || select - From | GO 5]
* Thru l——
Create Cauphin Select | = GO ]
Creste |£ = =l
CareCheck Appointment Letter
Change in Primary Worker Letter (Client)
:
COMPASS Applicant Correspondence Confirmation Notice - P cc
2 TS Former TANF Transfer Letter (Manual)
Action Application Number Staty yic<ing Information Letter (Client) Dates
Find | - [ select =l ||select -l From | GO []
Thru l

Generating the Child Care Confirmation Notice — CIS cc occurs in the same manner as the generation of the Child Care Confirmation Notice — P cc, discussed earlier in this
section.
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See the example of the Child Care Confirmation Notice below.

CONFIRMATION NOTICE

Paga 10f 4

Notice ID:
CCIS of Northumbertand Countty
601 % Pennsyhania Averue
Surbury, PA 17801-2282 €O RECORD CAT
cc
CCIS RETURN ADDRESS ICASELOAD:
TELEPHONE: {717 555-1212 DATE: 1312007

12345 WEST MAIN AVE.
ANYTOWN, PA 17000-0000

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

OUR OFFICE HAS TAKEN THE FOLLOWING ACTION CONCERNING YOUR CHILD CARE
BENEFITS:

SECTION A: Individuals

Name Eligibility Status Elgibility End Date
Elgble Aduit A
Elgble Child NA
Ekgble Child NA
¢ Regulatory Regulatory language decribed in
Cite plain English explaining what is

required by the plc in order to
maintain eligibility for subsidized
child care enroliment.

Nonce 1D;

The only differences between the Child Care Confirmation templates
(i.e., PELICAN CCW versus CIS) is the regulatory cite and regulatory
language. A Child Care Confirmation Notice generated for a FT, LI or
HS/PK case will display § 3041 cites and language; whereas, a notice
generated for a TANF, FS or GA/WS2 case will display § 168 cites and
language. Page 2 of the Child Care Confirmation Notice templates is
identical and displays the income information for the case.

Return to Table of Contents

See Manual Section “500.12.3.17 — Questions — 500.8.7 — Child Care

Confirmation Notice”
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Child Care Eligible Notice

As set forth in 8 3041.124 (relating to notification of p/c and
provider), “The eligibility agency shall notify the p/c of the family’s
eligibility status within 30 calendar days of receiving a signed
application. If the eligibility agency determines a family eligible for
subsidized child care, the eligibility agency shall notify the family’s
child care provider of the family’s eligibility status.”

Per policy, the CCIS must send a Child Care Eligible Notice to the
p/c when the family is determined eligible. The CCIS must use the
Enrollment Summary to notify the family’s child care provider of the
family’s eligibility status and indicate information pertaining to the
child(ren)’s enrollment(s).

A CCIS provides the Child Care Eligible Notice to the p/c as a
confirmation that the case, each p/c and at least one child passed
eligibility (i.e., the “Eligibility Status” for subsidized child care under
the FT, HS/PK, or LI child care programs only is “Eligible Adult” or
“Eligible Child”). A child may also be listed as a “Not Requesting”
child. If the p/c later requests care for a “Not Requesting Child”, the
eligibility assessment process will change the child’s “Eligibility Status”
to “Eligible Child” or “Ineligible Child”, as appropriate, and subsequent
notices (i.e., a Child Care Confirmation Notice or an AA) will display
the revised “Eligibility Status” that is active at the time PELICAN CCW
generates that notice.

PELICAN CCW automatically generates the Child Care Eligible Notice
when a case and at least one child is determined eligible.

The Child Care Eligible Notice includes the CCIS return address
information, telephone number and the caseload. The Correspondence
ID and the new Co/Record appears for the case along with the client's
address and the date PELICAN CCW generated the correspondence.

If some of the children included in the case pass eligibility (i.e., the
“Eligibility Status™ is “Eligible Adult” or “Eligible Child”’) and other
children fail, the case will receive a Child Care Eligible Notice and a
Child Care Ineligible Notice. Each notice will list all family members
and will indicate the family member’s Eligibility Status.

Section A of the notice lists all individuals included in the family
composition and the respective “Eligibility Status” and “Eligibility
Effective Date” associated with each individual. If the worker overrides
the “Effective Date” associated with an individual, the new “Effective
Date” will appear on the notice.

Section B lists all the calculations for the household income information
the CCIS entered into PELICAN CCW. PELICAN CCW also displays
the family's weekly co-payment amount on the Eligible Notice in
Section B.

Section C provides all information related to the appeal process as
discussed in section “500.5 — Appeal Rights”.

See the examples of pages 1 and 2 of the Child Care Eligible Notice
below.
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Page 1
Pags 10f 4
CHILD CARE ELIGIBLE Notice ID:
CCIS of York County NOTICE
13 W. Market Syest
York, PA 174011229 C0  RECORD CAT i
87 cc
CCIS RETURN ADDRESS [CJ\SELOAD.
TELEPHONE: (717} 555-1234 DATE: 0208/2006

AMANDA
DR
YORK, PA 17403-0000

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

THIS NOTICE 1S NOT AN AUTHORIZATION FOR PAYMENT
Eflective 06/0Q72005, the individuds named in Section A of this rotice are sligble o participate in the
subsidized child care program.

SECTION A Individuals
Name Eligwility Status Edgibility End Date
. AMANDA Efgble Aduit N/A
, LINDSEY Elgble Child NiA
PETER Efgbls Child NiA

Notca 1D;

Page 2
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Paga2cal 4

SECTION B: Household income

Name Gross Annual
AMANDA Earned §26,318.00
Other $0.00
Earred 0,00
Other $0.00
Earned £0.00
Othar $0.00
SUPPOAT/ALIMONY $0,00
MEDICAL £0.00
GROSS ANNUAL INCOME $26,316.00
CALCULATED ANNUAL DEDUCTIONS $0.00
ADJUSTED ANNUAL INCOME $26.316.00
FAMILY SIZE 3

Your total family co-payment is $45.00 per week.
You are responsible for paying your co-payment 1o your child care provider,
The child care co-payment is based upen your income and household size. Refer to

Section B abave for the income and other factors used in determining your child care
allowance and co-payment amount. Regulation: 55 PA CODE 3041.101(a).

Notice 1D:

Return to Table of Contents

See Manual Section “500.12.3.18 — Questions — 500.8.8 — Child Care
Eligible Notice”
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500.8.9  Child Care Ineligible Notice

A CCIS provides the Child Care Ineligible Notice to inform the p/c that
either the entire case or an individual in the case is ineligible for
subsidized child care under the FT, HS/PK, or LI child care programs.

PELICAN CCW automatically requests this correspondence when the
CCIS assesses eligibility during intake and the case or an individual in
the case fails.

PELICAN CCW generates the Child Care Ineligible Notice when any or
all of the following conditions have occurred:

1.  The case does not meet eligibility requirements.
2. The p/c does not meet individual eligibility requirements.

3. The child does not meet individual eligibility requirements.

If some of the children included in the case pass eligibility (i.e., the
“Eligibility Status” is “Eligible Adult” or “Eligible Child”) and other
children fail, the case will receive a Child Care Eligible Notice and a
Child Care Ineligible Notice. Each notice will list all family members
and will indicate the family member’s Eligibility Status.

Eligibility Statuses include:
1. “FEligible Adult” which is displayed when an adult is eligible.

2. “Eligible Child” which is displayed when a child is eligible.

3. “Not Requesting” when a child is eligible but subsidized child
care has not been requested for the child.

4. “Ineligible Adult” when an adult is ineligible.

5. “Ineligible Child” when a child is ineligible.

Section A of the Child Care Ineligible Notice lists all individuals for the
case and their eligibility statuses.

Section B lists calculations for all the household income information
entered into PELICAN CCW.

Section C provides all information related to the appeal process as
discussed in section “500.5 — Appeal Rights”.
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The following table includes a complete listing of the current conditions that cause generation of the Ineligible Notice for a case receiving subsidized child
care under the FT, HS/PK or LI child care programs. The yellow highlighted rows indicate “Individual” Failure Reason Codes.

Short Description

* When a short description” includes an indicator of “P” or “CIS”

Failure it means this failure reason code and short description exists for
Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citation FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
The verification you submitted to the CCIS indicates that Svstem: Entering disabilit
<CTK_DSBL> is the only parent or caretaker in the family in%‘ormaition andgno em onment
001 § 3041.48(a) Single p/c disability - Inelig - P and is unable to work and/or is unable to care for the intormationtelickin sgveyassessin
child(ren) for whom subsidized child care is requested; and confirm’in oli igbilit ’ g
therefore, your family is ineligible for subsidized child care. g €lig Y
The information you submitted to the CCIS indicates that Svster: Eails when assessing and
§ 3041.12(b) <NAM_CHLD> is 13 years of age or older and is does not cgnfirrr{in sligibilitvit Dog
002 § 3041'12(0) Child Over Age - Inelig - P have a disability or delay and is not incapable of caring for indicates t%at t%]e chi)lld is > 13 without
' himself; therefore, your family or a member of your family is L
. i ) a disability.
ineligible for subsidized child care.
You are not meeting the work requirement of a minimum of Manual; Update failure reason code.
003 | §304151((1) Work Req - Head Start - Inelig 20 hours of work per week as specified in 5 3041.43 (relating | ;.. <15 (work-hour Req — Inelig) /

to work, education and training); therefore, your family is
ineligible for subsidized child care.

020 (Work/Training Combo — Inelig)”
as generic.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citation FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code 1tato understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to submit acceptable verification of the parent's or \%grsitfeig;;tii?]l%ﬁltr;i PI;I intfgigéz?mhty
004 83041.70 Verification - Disability - Inelig caretaker's disability to the CCIS; therefore, your family is . - y
R L7 . page, clicking save, assessing and
ineligible for subsidized child care. ] L
confirming eligibility.
You failed to self certify the child's age and the CCIS is System; Selecting “NA” for DOB
005 § 3041.12(b) Verification - DOB - Inelig unaple to determine Whe_ther the child is under 13 years _of verlflcat_lon_ on the Indmdgal Info.
age; therefore, your family or a member of your family is Page, clicking save, assessing and
ineligible for subsidized child care. confirming eligibility.
You failed to submit acceptable verification regarding the System; Selecting “NA” for education
006 § 3041.67 Verification - Education - Inelig education requirement to '_[hg CC_:I_S; therefore, your fam_lly or verlflca_ttlon on the_Tegn Parent
a member of your family is ineligible for subsidized child Education page, clicking save,
care. assessing and confirming eligibility.
You are not meeting the work-hour requirement as specified eSI)|/ Stif)riTi;tA\?:ﬁZ?]l ?}% i?g (I:gn:r:gr?tlr:)%
007 8 3041.43(b) Work Req - Teen - Inelig - P in the regulations for a teen parent; therefore, your family is g y ) employment or
o - : teen parent education information is
ineligible for subsidized child care.
entered.
System; Selecting “NA” for
8 3041.65(a) You failed to submit acceptable verification regarding employment verification on the
008 8§ 3041.65(b) Verification - Work - Inelig income and/or work-hour requirement to the CCIS; Employment & Wage page, clicking
8 3041.67 therefore, your family is ineligible for subsidized child care. | save, assessing and confirming

eligibility.
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Short Description
* When a short description” includes an indicator of “P” or “CIS”
Failure it means this failure reason code and short description exists for
Regu|at0ry both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
At initial application, annual family income shall not exceed
Alrp o APt System; Assessing and confirmin
009 § 3041.41(a) Over Income - Inelig You reported adjusted annual income of $<ANUL_INC> el)i/ ibili’t g g
that is <PCT_OF_FPIG> % of FPIG; therefore, your family g y-
is ineligible for subsidized child care.
You have indicated the child for whom subsidy is requested | System; Selecting “NA” for foster
§ 3041.72 is a foster child and you failed to submit acceptable child verification on the Relationship
010 § 3041' 3 Verification - Foster Child - Inelig verification to the CCIS regarding your relationship to the page after selecting a “foster”
' child; therefore, your family or a member of your family is relationship, clicking save, assessing
ineligible for subsidized child care. and confirming eligibility.
Our records indicate that your child,
<CHLD_NOT_IMZ_EXMT>, does not have age-appropriate | System; Selecting “No. Not willing to
immunizations, you are not willing to immunize your child immunize” or “NA” for immunization
012 8 3041.46(a) Verification - Immunization - Inelig - P and you failed to submit to the CCIS the necessary self- verification on the Child Care Request
certification of exemption from immunization; therefore, page and clicking save. Then
your family or a member of your family is ineligible for assessing and confirming eligibility.
subsidized child care.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citation FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code 1tato understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You are requesting subs_ldlz_ed child care for a child Who is System: Not checking joint custody
currently receiving subsidy in another case and you failedto | .7". .
. . . S L ) . indicator on the Child Care Request
013 8§ 3041.31(c) Joint Custody - Inelig submit verification of joint custody; therefore, your family or - :
A 2 . page, clicking save, assessing and
a member of your family is ineligible for subsidized child L AP
confirming eligibility.
care.
The verification you submitted to the CCIS indicates that System; Entering hours < 20 with no
i i . <CTK_NOT_MET_WRK_REQ> is not working at least 20 | training and clicking save on the
e 2 SO bR ener R - g hours per week or an average of at least 20 hours per week; Employment & Wage screen, then
therefore, your family is ineligible for subsidized child care. | assessing and confirming eligibility.
Maternity Leave; Remove Failure Reason N/A; Failure Code exists with short description only. No
017 §3041.20(2) Code and Override Eligibility if Appropriate | Notice Generated. N/A
System; Selecting “NA” for
You failed to submit acceptable verification of unearned verification of other income on the
018 8 3041.65(c) Verification - Other Income - Inelig income to the CCIS; therefore, your family is ineligible for Other Income Detail page, clicking

subsidized child care.

save, assessing and confirming
eligibility.

Page 130 of 328




CORRESPONDENCE

Finalized 3/24/10
Short Description
* When a short description” includes an indicator of “P” or
. “CIS” it means this failure reason code and short description
Failure Reaulat exists for both PELICAN CCW (i.e., FT, HS/PK, L1) and CIS
Reason gu a Ory (i.e., TANF, FS, GA) cases so this indicator was established to Long Descrlptlon Trlgger for Generatlon
Citation help the user understand to which type of case the failure
Code reason code applies. The same is true of the “AA” and
“Inelig” indicators. The “AA” indicator implies an AA will
display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
§ 3041.65(a) You failed to submit acceptable verification regarding Manual; Update failure reason code.
019 8 3041.65(b) Verification - Income - Inelig - P income and/or work-hour requirement to the CCIS; Uses “008 (Verification — Work
§ 3041.67 therefore, your family is ineligible for subsidized child care. - v .
Inelig)” as generic.
When a parent or caretaker attends training and works at
least 10 hours per week, the eligibility agency shall count the
trl(gsi?sﬁ]r;tnltn the training toward the 20 hour per week work System: Totals the employment/self-
' employment hours and training hours
020 8 3041.43(b)(3) Work/Training Combo - Inelig You reported a combination of <NUM_WRK_HRS> work Zgéggzgdaggdfilcl)ir\‘/ivmgdeil:‘qflhbel Itlé)tlallsiS <
hours and <NUM_TRAN_HRS> training hours per week. 20
This combination does not meet the work-hour requirement '
as stated above; therefore, your family is not eligible for
subsidized child care.
You failed to self-certify that your child, ) C e .
<CHLD_NOT_CITZ>, is a citizen of the United States or is ?%i;gﬁé’hiseﬁ;i&goﬂﬁflngoif/i dual
e e . : an alien lawfully admitted for permanent residence or is P : .
021 §3041.47 Child's Citizenship - Inelig - P . S . Information Detail page, clicking
otherwise permanently residing in the United States under save. assessing and confirmin
color of law; therefore, your family or a member of your oli ii)ilit g g
family is ineligible for subsidized child care. giotiy.
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Short Description

* When a short description” includes an indicator of “P” or

“CIS” it means this failure reason code and short description

Failure Requlator exists for both PELICAN CCW (i.e., FT, HS/PK, L1) and CIS
Reason g i y (i.e., TANF, FS, GA) cases so this indicator was established to Long Descrlptlon Trlgger for Generatlon
Citation help the user understand to which type of case the failure
Code reason code applies. The same is true of the “AA” and
“Inelig” indicators. The “AA” indicator implies an AA will
display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
8 3041.65(a) You failed to submit acceptable verification regarding S%Stfén;rnseer}fslt;rli%ic{a\i%n gonr the Self-
022 8 3041.65(b) Verification - Self-Employment - Inelig - P | income and/or work-hour requirement to the CCIS; ploy .
N L . employment page, clicking save,
8 3041.67 therefore, your family is ineligible for subsidized child care. : - o
assessing and confirming eligibility.
The verification you submitted to the CCIS indicates that System: Genererated in addition to
024 8 3041.43(a) Work Req - Inelig - P SCITIR NOT_IUEV IR REG B 00 el £ (6 2(,) 038 (Disability — Temporary — Inelig —
hours per week or an average of at least 20 hours per week; P)
therefore, your family is ineligible for subsidized child care. '
You failed to submit acceptable verification regarding the \%grsitfﬁcr:g;tiizl?r?gi F}j ‘r:ntf?l_rr;ﬁlir;mg
025 8 3041.67 Verification - Training - Inelig - P training requirement to the CCIS; therefore, your family is . . g
T - . page, clicking save, assessing and
ineligible for subsidized child care. D e
confirming eligibility.
e IO o | Sy gener. Should NEVER b
026 N/A Rollup — Inelig — P P P ’ used alone. Additional, appropriate

all children in the family fail to meet the requirements for
enrollment under 55 Pa.Code, Chapter 168.

failure reason codes MUST be added.
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Short Description
* When a short description” includes an indicator of “P” or “CIS”
Failure it means this failure reason code and short description exists for
Regu|at0ry both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
System; Selecting “no” to the question
§ 3041.42(a) You failed to submit to the CCIS verification of “Does p/c live in PA?” on the
027 § 304'1 66 Verification - Residence - Inelig - P Pennsylvania residency; therefore, your family or a member | Household Information screen,
' of your family is ineligible for subsidized child care. clicking save, then assessing and
confirming eligibility.
The verification you submitted to the CCIS indicates there is _ .
. . ] o Manual; Update failure reason code.
no need for subsidized child care; therefore, your family is
036 §3041.3 No Need for Care - Inelig - P ineligible for subsidized child care. Should you need . D
. ) s Deselecting cc request using “No need
subsidized child care at any time in the future, you may N e S
for care” will result in “026”.
reapply.
The verification you submitted to the CCIS indicates that
037 § 3041.43(a) Disability - Permanent - Inelig - P <CTK_NOT_MET_WRK_REQ> is not working at least 20 | System; Single p/c with a permanent
' y g hours per week or an average of at least 20 hours per week; | disability.
therefore, your family is ineligible for subsidized child care.
The verification you submitted to the CCIS indicates that
038 § 3041.43(a) Disability - Temporary - Inelid - P <CTK_NOT_MET_WRK_REQ> is not working at least 20 | System; Single p/c with a temporary
' y porary g hours per week or an average of at least 20 hours per week; disability.
therefore, your family is ineligible for subsidized child care.
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Short Description
* When a short description” includes an indicator of “P” or “CIS”
Fai | ure it means this failure reason code and short description exists for
Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citation FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code 1tato understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to submit acceptable verification of your child's System; Selecting “NA” for child
040 § 3041.76 Verification - Child's Disabilitv - Inelig - P incapability of caring for himself to the CCIS; therefore, disability verification on the Child
' y g your family or a member of your family is ineligible for Disability page, clicking save,
subsidized child care. assessing and confirming eligibility.
Our records indicate that you are currently receiving TANF; (S:{]SE”(]: De;electmg cc rquist on the
. . therefore, your family is ineligible for subsidized child care f"‘ are eq_ugst paie W't ?. rigson
042 8 3041.16(a) P/C Receiving TANF - Inelig as set forth in 55 Pa.Code, Chapter 3041 (relating to of “Parent receiving T NF ', clicking
- . A save, assessing and confirming
subsidized child care eligibility). L
eligibility.
The information the CCIS obtained from the CAO indicates | Manual; Update failure reason code.
§ that a parent or caretaker in your family is not meeting the
046 3041.142(a)(1) Work Req - FT - Inelig work requirement as set forth in 55 Pa.Code, Chapter 3041 Uses “016 (Work-hour Req — Inelig) /
' (relating to subsidized child care eligibility); therefore, your | 020 (Work/Training Combo — Inelig)”
family is ineligible for subsidized child care. as generic.
Our records indicate that you have been disqualified for 6 System; Deselecting cc request on the
§ 3041.189(a) months. Your disqualification period is from Child Care Request page with a reason
428 (b) (1') ©) ’ Disqualification - 6 month - Inelig <DTE_BEGIN_DISQLN> until <DTE_END_ DISQLN>. of “Disqualified six months”, clicking
' Your disqualification period has not yet expired; therefore, save, assessing and confirming
your family is ineligible for subsidized child care. eligibility.
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Short Description

* When a short description” includes an indicator of
“P” or “CIS” it means this failure reason code and
short description exists for both PELICAN CCW

Failure (i.e., FT, HSIPK, L1) and CIS (i.e., TANF, FS, GA)
Reason | Regulatory Citation EESERED B (MEEUD IS BEEly [BE D e ot 15 Long Description Trigger for Generation
user understand to which type of case the failure
Code reason code applies. The same is true of the “AA”
and “Inelig” indicators. The “AA” indicator
implies an AA will display the failure reason code;
Whereas, the “Inelig” indicator implies an
Ineligible Notice
Our records indicate that you have been disqualified for 12 System; Deselecting cc request on
months. Your disqualification period is from the Child Care Request page with a
429 | §3041.189(a), (b)(2), (c) | Disqualification - 12 months - Inelig | <DTE_BEGIN_DISQLN> until <DTE_END_DISQLN>. reason of “Disqualified twelve
Your disqualification period has not yet expired; therefore, months”, clicking save, assessing
your family is ineligible for subsidized child care. and confirming eligibility.
System; Deselecting cc request on
Our records indicate that you have been permanently the Child Care Request page with a
430 | §3041.189(a), (b)(3), (c) | Disqualification - Permanent - Inelig | disqualified from the Subsidized Child Care program; reason of “Disqualified
therefore, your family is ineligible for subsidized child care. permanently”, clicking save,
assessing and confirming eligibility.
The information you submitted to the CCIS indicates that you
do not meet the definition of caretaker and you do not have Manual: Override eligibility to fail
801 §3041.3 Caretaker Definition - Inelig legal custody of the child for whom subsidy is requested; ' g y

therefore, your family or a member of your family is ineligible
for subsidized child care.

and update failure reason code.
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Short Description

* When a short description” includes an indicator of “P” or
“CIS” it means this failure reason code and short description

Failure Requlat exists for both PELICAN CCW (i.e., FT, HS/PK, L1) and CIS
Reason egu a Ory (i.e., TANF, FS, GA) cases so t!’]iS indicator was estat_)Iished to Long Descrlptlon Trlgger for Generatlon
Citation help the user understand to which type of case the failure
Code reason code applies. The same is true of the “AA” and
“Inelig” indicators. The “AA” indicator implies an AA will
display the failure reason code; whereas, the “Inelig”
indicator implies an Ineligible Notice
The information you provided to the CCIS regarding domestic
and other violence does not meet the definition of domestic
. . . violence as specified in the regulation; therefore, you are not )
802 §3041.3 DV Waiver Denied - Inelig g P o gulati Y Manual; Update failure reason code.
eligible for a domestic violence waiver. You must meet all
eligibility requirements; therefore, your family or a member of
your family is ineligible for subsidized child care.
The verification you submitted to the CCIS indicates that a
parent or caretaker in your family has reported prospective
employment or enrollment in an education or training program .
; SRR . Manual; Update failure reason code.
803 §3041.3 Prospective Start Date - Inelig that will not begin within 30 calendar days following the date P

§ 3041.41(a)(1)

the parent or caretaker signs and dates the application for
subsidized child care or no later than 60 calendar days
following the loss of current employment; therefore, your
family is ineligible for subsidized child care.

Uses “016/020” as generic.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You have reported to the CCIS that you are working and
participating in training in order to meet the work-hour Manual; Update failure reason code.
804 §3041.3 Training Definition - Inelig requirement. The training you have reported does not meet the
definition of training as specified in the regulation; therefore, Uses “020” as generic.
your family is ineligible for subsidized child care.
You reported a need for child care that does not coincide with ) .
h work ) . | K Manual; Update failure reason code.
§ 3041.14(1) Child Care Need - ours of work, gdycatlon, training or trave .l:?etween work,
805 ' ; . education or training and the child care facility; or . L
§ 3041.14(2) Work/Train/Ed/Travel/Sleep - Inelig . L . Deselecting cc request using “No
uninterrupted sleep time; therefore, your family or a member . PR
AR e . need for care” will result in “026”.
of your family is ineligible for subsidized child care.
You reported a need for child care during uninterrupted sleep | Manual; Update failure reason code.
806 § 3041.14(2) Uninterrupted Sleep Definition - Inelig time only but your work shift does not end between the hours

of 12 a.m. and 9 a.m.; therefore, your family or a member of
your family is ineligible for subsidized child care.

Deselecting cc request using “No
need for care” will result in “026”.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
The information you submitted to the CCIS indicates that
you are requesting subsidized child care during school hours | Manual; Update failure reason code.
i . for a child who is of kindergarten age when there is space
807 § 3041.16(b) Publicly-funded Ed Prog - Inelig - P available to enroll the child in kindergarten; therefore, your | Deselecting cc request using “No need
family or a member of your family is ineligible for for care” will result in “026”.
subsidized child care.
Qur records indicate that a parent or careta_k_er in your fam_lly Manual; Update failure reason code.
is the owner or operator of a child care facility and space is
808 8 3041.16(c) P/C is Provider - Inelig - P available to enroll your child(ren) at that facility; therefore, . D
. A Deselecting cc request using “No need
your family or a member of your family is ineligible for N e S
I . for care” will result in “026”.
subsidized child care.
The verification you submitted indicates that you are no I fail
. longer scheduled to work at least an average of 20 hours per Manual; Update failure reason code.
809 § 3041.43(c) Work-hour Req - 20-hour Average - Inelig

week; therefore, your family is ineligible for subsidized child
care.

Uses “016/020” as generic.
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Short Description

“ When a short description” includes an indicator of “P” or “CIS” it means

Failure Requlator this failure reason code and short description exists for both PELICAN
Reason guratory CCW (i.e., FT, HS/PK, L1) and CIS (i.e., TANF, PS, GA) cases so this Long Description Trigger for Generation
Citation indicator was established to help the user understand to which type of case
Code the failure reason code applies. The same is true of the “AA” and “Inelig”
indicators. The “AA” indicator implies an AA will display the failure
reason code; whereas, the “Inelig” indicator implies an Ineligible Notice
Manual; Update failure
You are not meeting the work requirement as set forth in 55 reason code.
810 | §304152(d)(1) Work Req - PreK - Inelig Pa.Code, Chapter 3041 (relating to subsidized child care Uses “016 (Work-hour Req
eligibility) for the Prekindergarten program; therefore, your ~ Inelig) / 020
family is ineligible for subsidized child care. (Work/Training Combo —
Inelig)” as generic.
You failed to sign consent for release of information as Manual; Override
811 8 3041.61(e) Consent - Inelig required; therefore, your family is ineligible for subsidized eligibility to fail and
child care. update failure reason code.
You failed to submit acceptable verification of involuntary loss . .
e . : of work, education, training or enrollment in an education or M_ar]u_al_, Overr!de
812 8 3041.68 Verification - Invol Loss of Work - Inelig S ’ : . eligibility to fail and
training program to the CCIS; therefore, your family or a i
T - ) update failure reason code.
member of your family is ineligible for subsidized child care.
You failed to submit acceptable verification of identity to the Manual; Override
813 8 3041.69 Verification - Identity - Inelig CCIS; therefore, your family is ineligible for subsidized child eligibility to fail and
care. update failure reason code.
You failed to submit acceptable verification of family size and | Manual; Override
814 83041.72 Verification - Family Comp - Inelig composition to the CCIS; therefore, your family or a member of | eligibility to fail and

your family is ineligible for subsidized child care.

update failure reason code.
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Failure

Short Description

* When a short description” includes an indicator of “P” or “CIS” it means
this failure reason code and short description exists for both PELICAN

Regulatory CCW (ie., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA hi (i ' '
Reason Citation indicaﬂ)ﬁ \’Nas éstablish’ed t)oar?elp the(tljsee’r under’stanéi to &ﬁ?gﬁst;[?etoz‘scase Long DeSCFIptIOI’] Trlgger for Generation
Code the failure reason code applies. The same is true of the “AA” and “Inelig”
indicators. The “AA” indicator implies an AA will display the failure
reason code; whereas, the “Inelig” indicator implies an Ineligible Notice
You have reported and submitted verification indicating that Manual; Override
815 §3041.3 Self-Employment - No Profit - Inelig you are self-employed but are not making a profit; therefore, eligibility to fail and
your family is ineligible for subsidized child care. update failure reason code.
You failed to submit to the CCIS verification of prospective Manual; lépdate failure
- . i - reason code.
816 8 3041.44(a)(2) Verification - Prospective Work/Train/Ed - Inelig work, educatlon or_tral.nlng within 30 calen_dar_dz_;lys fo_llowmg
8 3041.67 the date of application; therefore, your family is ineligible for Uses “006/008/025” as
subsidized child care. generic.
You failed to submit acceptable verification of care and control | Manual; Override
817 8 3041.78 Verification - Care and Control - Inelig to the CCIS; therefore, your family or a member of your family | eligibility to fail and
is ineligible for subsidized child care. update failure reason code.
The information the CCIS obtained from the CAO indicates Svstem: Assessing and
818 8 3041.142(a)(2) Overincome - TANF - Inelig that your annual income exceeds 235% of the FPIG; therefore, ystem, ks
T S . confirming eligibility.
your family is ineligible for subsidized child care.
Our records indicate that you do not currently have a child for
which you may request subsidized child care benefits;
819 § 3041.12(b) No Child in Family Comp - Inelig - P therefore, your family is ineligible for subsidized child care. System

You may request child care benefits at any time in the future
should you have a child who needs child care while you work,
participate in education or training.
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See the examples of pages 1 and 2 of the Child Care Ineligible Notice

below.
Page 1
Paga 10f 4
CHILD CARE INELIGIBLE Notice ID: 501651
CCIS of Dauphin Courty NOTICE
110 N, 26th Srest
Karrigburg, PA 17103-1801 €O  AECORD CAT
99 9999999 ce
CCIS RETURN ADDRESS ICASELOAD: 0107
TELEPHONE: {717} 233-8454 DATE: 12/152005

JANE DOE
9999 N 99TH ST
HARRISBURG, PA 17102

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

Your family or a mamber of your family is ineligible to participate in the subsidized child care
program. The indnviduals named in Seclion A of this nolice &re ingfigbie 10 partcipate 1 the
subsidized child care program in accordance with 55 Pa. Cede, Chapter 3041,

SECTION A: Individuals
Name Eligivility Status ENgibility End Date
DOE, JANE Elgble Adult /A
DOE, JOHNNY Incligble Chilg NiA
DOE, JOHN Elgble Child NA
DOE, JON Elgble Child A

Individual Name:  JOHNNY DOE

§3041.12(d}  |b) Subsidized child care is available 10 an atharaise eligible child who is under 13
§3041.12(c) yeers of age.
(¢} Subsidized chid care s available to an otherwise elgbie chid who is 13 years of
age or older but under 19 years of age and is physically or mentaly incapable of
caring for himself

The information you submetied 1o the CCIS indcates that JOHNNY DOE is 13 years
of age or alder and is not disabled delayedncapabie of caring for himself; therefore
your family or a member ol your family is ineligble for subsidzed chid care.

Notice 1D: 591651
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Page 2
Page 2aof 4
SECTION B: Household income
Name Gross Annual
COE, JANE Earned $21600.00
Other $0.00
COE, JOHNNY Earred 0,00
Other $0.00
DOE, JOMN Earned £0.00
Other $0.00
COE, JON Earned $0.00
Other £0.00
SUPPOART/ALIMONY $0.00
MEDICAL £0.00
GROSS ANNUAL INCOME $21,600.00
CALCULATED ANNUAL DEDUCTIONS $0.00
ADJUSTED ANNUAL INCOME $21,600.00
FAMILY SIZE 4

Notce |D: 591651

Return to Table of Contents

See Manual Section “500.12.3.19 — Questions —500.8.9 — Child Care
Ineligible Notice”
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500.8.10 Child Care Stop Letter

The CCIS must send the Child Care Stop Letter to the p/c as notification
that either the provider, the family or a child in the family is no longer
eligible to participate in the Subsidized Child Care program.

PELICAN CCW automatically generates a provider version upon
generation.

The Child Care Stop Letter includes the CCIS return address
information, telephone number and the Co/Record number associated
with the case. The Correspondence ID appears for the p/c along with the
client's address and the Correspondence Generation Date. The body of
the Child Care Stop Letter contains text that varies based on the
reason(s) that triggered generation of the letter. The Child Care Stop
Letter will always include the effective date for payment to end.

The CCIS user may use one of the following reasons, when
discontinuing/closing or suspending active enrollments, to generate the
client version of the letter and the associated provider version:

1. Provider NonCompliance

This version of the Child Care Stop Letter is generated when the
family remains eligible for subsidized child care, but the
provider is no longer eligible to participate in the Subsidized
Child Care program. In these circumstances, an AA is not sent

to the p/c.

This version indicates mandated requirements were not met by
the provider and the p/c must select another eligible provider.
Noncompliance could be due to failure to meet Licensing
requirements or failure to meet the requirements as stated in the
Provider Agreement. Based upon the type of noncompliance,
PELICAN CCW will provide specific language tailored to the
situation. The CCIS may manually discontinue/close or suspend
active enrollments to generate a Child Care Stop Letter.
Otherwise, on the date of the provider’s closing due to non-
compliance, PELICAN CCW automatically suspends active
enrollments with that provider using the Provider Non-
Compliance reason and generates the corresponding Child Care
Stop Letters. If an additional copy of the Stop Letter is needed,
the CCIS user may click the Generate Correspondence button on
the Enrollment Status Information page (only available when
suspended with Provider Noncompliance).

2. OIM Program Termination

This version of the Child Care Stop Letter is generated when the
family becomes ineligible for subsidized child care because the
TANF, FS or GA benefits are ending/have ended. In these
circumstances, the CAO generates an AA to be sent to the p/c.

Used to notify the p/c that subsidized child care service is ending
and to notify the provider that he/she will no longer receive
payment for the p/c’s child(ren). The CCIS user must manually
discontinue the active enrollment(s) using this reason.
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Disqualification

This version of the Child Care Stop Letter is generated when the
family becomes ineligible for subsidized child care because the
family has been disqualified. In these circumstances, the CAO
generates an AA to be sent to the p/c if the p/c is disqualified
from receipt of TANF, FS or GA benefits and the CCIS generates
an AA to be sent to the p/c if the p/c is disqualified from the
Subsidized Child Care program. This version of the Child Care
Stop Letter is generated because subsidized child care must end
immediately.

This version of the Child Care Stop Letter is used to notify the
p/c that subsidized child care service is being discontinued due to
a member of the family being disqualified from the Subsidized
Child Care program and to notify the provider he/she will no
longer receive payment for the p/c’s child(ren). The CCIS user
must discontinue the enrollment(s) using this reason. The CCIS
user may choose this reason only after a Headquarters user has
disqualified a member of the case through the Disqualification
screen.

Ineligible

This version of the Child Care Stop Letter is generated in two
ways: manually by the CCIS or automatically by PELICAN
CCW when a provider’s eligibility is ended and enrollments are
discontinued/closed during the case closure batch due to a
CareCheck failure or when a provider’s license is revoked by the
Bureau of Certification Services.

Used to notify the p/c of the discontinuance of subsidized child
care service and to notify the provider that he/she will no longer
receive payment for the p/c’s child(ren). PELICAN CCW
generates this letter when the CCIS user discontinues/closes an
active enrollment using this reason or when the nightly case
closure batch ends an active enrollment using this reason.
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The CCIS must complete the following steps in PELICAN CCW to generate the Child Care Stop Letter:

1. Select the enroliment checkbox for the child(ren) for whom the enrollment must be suspended on the Case Enrollment Summary page and click the
“Change/End Enrollment” button.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
P ELTITCAM

Child Care Work's  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbox Home | OCDEL Policy

Case Enrollment Summary |select. . . z|Go[]

22 CCIS of Dauphin County Cpen Ongoing ; TASHA
BACK TO SEARCH RESULTS
Enrollment Summary Enrollments |Actiue vI REFRESH wore infamation. ..
Name Care| Provider ID LE Mame Location Co- | Status |Sleep| Effective |Build
Level pay Hours From
O , ITALY  [YOT -1 $5.00 [Enrolled |No 07/07/2008| ¢
State
O FRE -1 $0.00 |Enrclled Mo 07/07/2008| ¢
. BOBBI State
O , SI'ERE |PRE -1 $0.00 [Enrolled |No 07/07/2008| ¢
State

HEW [7] EHHNGE/END ENROLLMENT SCHEDULE HISTORY [

Date [ | Reason GENERATE ENROLLMENT SUMMARY

UserID: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.2.103
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2. Click “Update” on the Enrollment Detail page.

Help | Loegout

pennsylvania Pennsylvania's Enterprise to Link Informationfor Children Across Networks
FELICAM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

h | Inbox Home | OCDEL Policy

Enrollment Detail [select. . . =] Go[]
2z CCIS of Dauphin County QOpen Ongoing ; TASHA
Individual Number Individual Name
ITALY
Enrollment Status Information
Effective Date 07/07/2008
Status Enrclled State
Reaszon Enrclled
Motification Date 07/01/2008

UPDATE HISTORY (] RETROACTIVE CHANGES

General Enrollment Information

Care Level Young Toddler

Sleep Hours Mo

Client Advanced Payment Mo

Description Status Effective Date

Attending School Mo 06/30/2008 @
Care Provided In-home Mo 06/30/2008 @
Apply Blended Rate Mo 06/30/2008 @
Payee Type Provider 06/30/2008 @

UPDATE HISTORY

Funding Program Information
Effective Date 07/01/2009
Funding Frogram Former TANF (Fund C) - Regular

UPDATE HISTORY

Provider Information

Frovider ID -1
Legal Entity Name

Location Description

Provider Type Center
Frovider's Relationship to Child Mone
UPDATE [>]

COHTIHUE[Z] RETURH TO SUMMARY

UserlD: t-test221 | Office: CCIS of Dauphin County Systemn Acceptance Test | Version 8.

3. On the Enrollment Status Information page, complete the
following steps:

a. Modify the “Effective Date”.
b. Select “Suspended” from the “Status” drop-down box.

c. Select “Noncompliance — Provider Agreement” or
“Noncompliance — Licensing”, as appropriate, from the
“Reason” drop-down box.

d. Click “Save and Continue”.
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P E LI C A M
Child Care Works

Home | R&R | Provider | Case | Payments | Reports | Correspo

| Inbox Home | OCDEL Poli

Help | Logout

10 day abs=ence
CCIS revoked Agreement
Change in custody

Change in Funding Frogram

Child is home during family leave

|SEIE|:t. .

Parent/Careta
Ongoing . TASH

Status

CCIS of Dauphin County
Individual Name

Cpen

Individual Number

Provider ID
LE Name
Location

3rd

Enrolled State

2nd

Enrolled Local
Suspended
Discontinued/Closed

1st
Effective Date™

[07/07/2008 ]

|Enrclled State

LStatus

EEE'E':"" |Enrclled

4th

Child i= ill/hospitalized 5+ days

Child is visiting non-custodial parent

Child on trip due to family illness

Ineligible

Mo need for care

Parent diz=atisfied

Farent on break from education program

Frovider cannot meet child's needs

Frovider cannot meet child's needs

Provider closed by DPW

Frovider doesn't support care level

Frovider doezn't support work =chedule
oluntary withdrawal

Worker error

Enrolled (CAMIS conversion)

CIM Program Termination

Fizcal Year Rollover

MonCompliance - Provider Agreement

MonCompliance - Frovider Licensing

CAF Enrollment 43 days expired.

60 Days - Attendance Invoice not returned

& no funds for transfer

LSAUE AHD COHTIHUE CANMCEL RETROACTIVE CHAHGES

IDisquaIificatinn
I_Enrculled

UserlD: t-test221 | Office: CCIS of Dauphin County
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See the examples of the Child Care Stop Letter below.

Provider NonCompliance Version — CLIENT

CHILD CARE STOP LETTER
CCIS of Dauphin County Worker Name:  MARIA M.
110 North 26th Street Phone Number:  (717) 233-8454
Harrisburg, PA 1710@ '
CO RECORD
22
LAURA Date: 04/14/2009
123 ST
HARRISBURG, PA 17104-1357
Dear LAURA
Your Child Care provider, i3 no longer eligble to participate in the subsidized child
care program.
Effective 04/15/2009, payment for child care costs of JARED to this provider wit stop,

Your famidy continues 1o be eligible for subsidized child care. However, in order to maintan eligiodity for
your child{ren)'s subsidized child care, you must within 30 calendar days from the date of this letter :

Select another provider; AND
Contact the CCIS, once you have selected another provider, 1o discuss and finalize your
child care arrangements,

If you need help in locating another provider please contact the CCIS immediately.

Sincarely,

CCIS of Dauphin County

Correspondence 1D
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Provider NonCompliance Version — PROVIDER

CHILD CARE STOP LETTER
Worker Name:  MARIA M.
CCIS of Dauphin County mber- (71
110 North 26th Street o L
Harrisburg, PA 17103
CO RECORD
22

Date:  04/14/2008

123 ST
HARRISBURG, PA 17104-1911

Dear

You are no longer eligble to participate as a provider in the subsidized child care program.
Effective 04/15/2009, payment for child care costs of JARED to this provider will stop
We have informed the parent of your ineligiodity as a provider and notified the parent of the need to:

Select another provider; AND
Conmtact the CCIS 1o discuss and finakze child care arrangements,

Sincerely

CCIS of Dauphin County

Correspondence 1D

See the examples below of additional variable text displayed on the
Child Care Stop Letter based upon the reason the CCIS user selects
when discontinuing/ending an active enrollment.
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OIM Program Termination Version — CLIENT

To quelify for a child care payment the parent must be eligible to receive food stamps or cash
assistance and must be determined eligible for child care under the TANF, GA or Food Stamp
programs, Our records incicale that you have been determined ineligible for child care under the
TANF, GA o Food Stamp programs, therefore effective 06/08/2009, enroliment for

JAMES must be discontinued,

OIM Program Termination Version — PROVIDER

To qualify for & chid care payment the parent must be eligble to receive food stamps or cash
assistance and must be determined eligible for child care under the TANF, GA or Food Stamp
programs. Cur records incicate that the parent has been determined ineligiole for child care under the
TANF, GA or Feod Stamp programs; therelore effective 06/08/2009, ervolment for

JAMES must be discortinued.

Disqualification Version — CLIENT

Our office has been notified that MARY was found guilty of committing fraud while receiving child care assistance
payments; therefore, the family is neligible for subsidized chid care. MARY & dsqualdied permanently beginning
05/19/2009; theretore the envollment for KELLY must be discontinued eflective 05/ 192009,

Disqualification Version — PROVIDER

iz ineligible for subsidized child care; therefore, the enrollment for
must be discontinued
effective 1173002009

Ineligible Version — CLIENT

Effective 05/08/2008, enrollment for GECRGE was/will be discontinued. Please contact the CCIS for addtional
Information regarding the dscontinuance of this enroliment,

Ineligible Version - PROVIDER

Effective 05/08/2009, ervoliment for GEORGE was/will be discontinued. Please contact the CCIS for additional
information regarding the discontinuance of this enroliment.

Return to Table of Contents

See Manual Section “500.12.3.20 — Questions —500.8.10 — Child
Care Stop Letter”
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500.8.11 Enrollment Eligible Notice

A CCIS provides the Enrollment Eligible Notice to the p/c as a
confirmation of the case's eligibility for subsidized child care enroliment
under the TANF, FS or GA/WS2 child care programs.

PELICAN CCW automatically generates the Enrollment Eligible Notice
when the CCIS user assesses and confirms eligibility for enrollment
according to enrollment rules, and the case and individuals pass.
PELICAN CCW generates the Enrollment Eligible Notice during initial
determination only.

The Enrollment Eligible Notice includes the CCIS return address
information, telephone number and the caseload. The Correspondence
ID and the new Co/Record appears for the case along with the client's
address and the Correspondence Generation Date.

If some of the children included in the case pass eligibility (i.e., the
“Eligibility Status” is “Eligible Adult” or “Eligible Child”) and other
children fail, the case will receive a Child Care Eligible Notice and a
Child Care Ineligible Notice. Each notice will list all family members
and will indicate the family member’s Eligibility Status.

Eligibility Statuses include:
1. “Eligible Adult” which is displayed when an adult is eligible.

2. “Eligible Child” which is displayed when a child is eligible.

3. “Not Requesting” when a child is eligible but subsidized child
care has not been requested for the child.

4. “Ineligible Adult” when an adult is ineligible.

5. “Ineligible Child” when a child is ineligible.

Section A of the notice lists all individuals included in the family
composition and the respective “Eligibility Status” and “Eligibility
Effective Date” associated with each individual.

If the worker overrides the “Effective Date” associated with an
individual, the new “Effective Date” will appear on the notice.

Section B lists all the calculations for the household income information
the CCIS entered into PELICAN CCW. PELICAN CCW also displays
the family's weekly co-payment amount on the Eligible Notice in
Section B.

Section C provides all information related to the appeal process as
discussed in section “500.5 — Appeal Rights”.
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See the examples of pages 1 and 2 of the Enroliment Eligible Notice
below.

Page 1
Page 1of 4
ENROLLMENT ELIGIBLE Notice ID:
COIS of York County NOTICE :
13 W. Market Syeet
York, PA 17401-1229 €O RECORD CAT
67 ce
CCIS RETURN ADDRESS lCI\S&LOAD;
TELEPHONE: {717} 555-1234 DATE: 090872006
AMANDA
BRISTOL DR

YORK, PA 17403-0000

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

THIS NOTICE IS NOT AN AUTHORIZATION FOR PAYMENT
Effective 06/03/2005, the individuais named in Section A af this rotice are sligble to participate in the
subsioized child care program

SECTION A; Individuals

Name Eliginility Status E¥gibility End Date
 AMANDA Elgble Aduit NiA
, LINDSEY Efigble Child N/A
PETER Eligble Child N/A
Notice 1D:
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SECTION B: Household income

Nama Gross Annual
AMANDA K Earned £0.00
Other $0.00
LINDSEY Earned £0.00
Other £0.00
,PETER Earned $£0.00
Other $0.00
SUPPORT/ALIMONY $0,00
MEDICAL £0.00
GROSS ANNUAL INGOME ) $000
CALCULATED ANNUAL DEDUCTIONS $0.00
ADJUSTED ANNUAL INCOME $4.836.00
FAMILY SIZE 3

Notice 10;

Page 2of 4

Return to Table of Contents

See Manual Section “500.12.3.21 — Questions — 500.8.11 —

Enrollment Eligible Notice”
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500.8.12 Enrollment Ineligible Notice

A CCIS provides the Enrollment Ineligible Notice to inform the p/c that
either the entire case or an individual in the case is ineligible for
subsidized child care under the TANF, FS or GA/WS2 child care

programs.

PELICAN CCW automatically requests the Enrollment Ineligible Notice
when the CCIS assesses eligibility during intake and the case or an
individual in the case fails.

PELICAN CCW generates the Enrollment Ineligible Notice during
intake only when any or all of the following conditions have occurred:

1.  The case does not meet eligibility requirements.
2. The p/c does not meet individual eligibility requirements.

4.  The child does not meet individual eligibility requirements.

If some of the children included in the case pass eligibility (i.e., the
“Eligibility Status” is “Eligible Adult” or “Eligible Child”) and other
children fail, the case will receive a Child Care Eligible Notice and a
Child Care Ineligible Notice. Each notice will list all family members
and will indicate the family member’s Eligibility Status.

Eligibility Statuses include:
1. “Eligible Adult” which is displayed when an adult is eligible.

2. “Eligible Child” which is displayed when a child is eligible.

3. “Not Requesting” when a child is eligible but subsidized child
care has not been requested for the child.

B

“Ineligible Adult” when an adult is ineligible.

o

“Ineligible Child” when a child is ineligible.

Section A of the Enrollment Ineligible Notice lists all individuals for the
case and their eligibility statuses.

Section B lists calculations for all the household income information
entered into PELICAN CCW.

Section C provides all information related to the appeal process as
discussed in section “500.5 — Appeal Rights”.
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The following table includes a complete listing of the current conditions that cause generation of the Enrollment Ineligible Notice for a case receiving
subsidized child care under the TANF, FS or GA/WS2 child care programs. The yellow highlighted rows indicate “Individual” Failure Reason Codes.
PELICAN CCW is designed to automatically fail cases based on some verification requirements that do not apply to TANF, FS or GA/WS2 cases. The
blue highlighted rows indicate that PELICAN CCW did not generate a notice and the failure occurred in error; therefore, the CCIS must correct the failure
and reassess/confirm eligibility for enrollment.

Short Description

ala
* When a short description” includes an indicator of “P”
or “CIS” it means this failure reason code and short

Failure description exists for both PELICAN CCW (i.e., FT,
. . HS/PK, LI) and CIS (i.e., TANF, FS, GA) cases so this .. q .
Reason | Regulatory Citation | indicator was established to help the user understand to Long Description Trigger for Generation
Code which type of case the failure reason code applies. The

same is true of the “AA” and “Inelig” indicators. The

“AA” indicator implies an AA will display the failure

reason code; whereas, the “Inelig” indicator implies an

Ineligible Notice
Child care must be needed to enable a member of the budget
group to participate in a work-related activity.
Based on the information we received from the County gﬁéﬂ?&?gﬁ?mt ';?di%eiﬂ tas e

001 8 168.1(a) Single p/c disability - Inelig - CIS Assistance Office, you are the only adult member of the o g €lg Y
determination. Should NEVER be
budget group and you are not participating in a work-related used
activity due to a disability; therefore, your child is ineligible
for subsidized child care enrollment and your child's
enrollment will be discontinued.
You do not have a child who is under 13 years of age OR is
13 years of age or older but under 19 years of age and is ) s
002 8 168.17(3) Child Over Age - Inelig - CIS incapable of caring for himself as verified by a physician or System; Based on child’s DOB and

licensed psychologist; therefore, your child(ren) are
ineligible for child care enrollment.

developmental age, as appropriate

Page 155 of 328




CORRESPONDENCE

Finalized 3/24/10

Short Description

-
* When a short description” includes an indicator of “P”
or “CIS” it means this failure reason code and short

Failure description exists for both PELICAN CCW (i.e., FT,
. . HS/PK, LI) and CIS (i.e., TANF, FS, GA) cases so this .. g g
Reason | Regulatory Citation | indicator was established to help the user understand to Long Description Trigger for Generation
Code which type of case the failure reason code applies. The
same is true of the “AA” and “Inelig” indicators. The
“AA” indicator implies an AA will display the failure
reason code; whereas, the “Inelig” indicator implies an
Ineligible Notice
Our records indicate that your child does not have age-
appropriate immunizations and you have not claimed an ) .
e - o : : ) . : System; Based on selection of
Verification - Immunization - Inelig - exemption from immunization. In order for your child to ) N e .o
012 8 168.17(4) . . : . . ) immunization status verification field
CIS continue to receive child care your child must be immunized on the child care request screen
no later than <DTE_MUST_IMMUZ> or you must claim an a
exemption from immunization.
R . . _— N/A; Would result if “joint
013 8 168.00 Joint Custody - Inelig - CIS m{ﬁ;'celzggjr::rgtgge D LD ST CEEarllien O Ko custody/multiple case” checkbox was
' missed. Should NEVER be used
A family is ineligible for subsidized child care enrollment System: generic. Should NEVER be
when one parent or caretaker or both parents or caretakers, - ——
026 Rollup reason . . i X : used alone. Additional, appropriate
or all children in the family fail to meet the requirements for failure reason codes MUST be added
enrollment under 55 Pa.Code, Chapter 168. - '
The verification you subrr_utted tq the CCIS indicates t_her_e IS | \Would result if worker deselected cc
No Need for Care/Response to no r!e(_ed for SUbS'd.'Z.ed Ch'lq care; therefore, your family is request using the reason “P/C
036 8 168.18(b) ineligible for subsidized child care. Should you need

Welcome Letter - Inelig - CIS

subsidized child care at any time in the future, you may
reapply.

available,” saved, assessed and
confirmed eligibility for enrollment.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citation FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code 1tato understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that you failed to submit a written
statement from a physician or licensed psychologist which Would result if NA selected in the
040 §16843 | Verification - Child's Disability - Inelig - cIs | COnfirms that the child has a physical or mental injury or | o igieation field on the child
impairment which prevents the child from caring for disability screen
himself; therefore, your child is ineligible for child care y '
enrollment.
Our records indicate that you are no longer receiving
. benefits through the County Assistance Office; therefore,
400 §168.1(2) CIS Budget Closed - Inelig you are no longer eligible for child care related to those System
benefits.
Our records indicate that you are not currently participating \S/\)//cs;helrc?;rgsir;teri:‘ca?jfjlec:lsalsjsﬂéiIure
402 §168.1(a) Training - Inelig - CIS in a CAO-approved work activity; therefore, the CCIS may . N,
i . reason code during eligibility
not enroll your child(ren) in care. determination
Our records indicate that a parent in your family is
403 8 168.1(a) Sanction — Inelig — CIS sanctioned; therefore, your child(ren) are ineligible for child | System
care enrollment
Our records indicate that a child or children in your family is
404 §168.17(1) | Sanction - Child - Inelig - CIS sanctioned; therefore, your child(ren) are ineligible for child | System

care enrollment.

Page 157 of 328




CORRESPONDENCE

Finalized 3/24/10

Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regu|at0ry both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, .. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that you are not currently eligible for
405 §168.1(a) CIS Ineligibility - Inelig food stamps or cash assistance; therefore, your child(ren) are | System
ineligible for child care enrollment related to those benefits.
N/A; Would result if added as a failure
414 § 168.43 Self-Declaration Expired - Child Disability - | N/A; Failure reason code exists with short description only; | reason code during eligibility
' Inelig - CIS No notice generated. determination. Should NEVER be
used
Our records indicate that your child does not have age- N/A: Would result if added as a failure
Self-Declaration Expired - Immunization - appropriate immunizations, you have not clalmed_ an reason code during eligibility
415 §168.17(4) Inelia - CIS exemption from immunization and you are not willing to determination. Should NEVER be
g obtain immunizations within the next 90 days; therefore, used '
your child is ineligible for subsidized child care enrollment.
Our records indicate that you are not currently participating . . s .
419 §168.1(a) Work Req - Teen - Inelig - CIS in a CAO-approved work activity; therefore, you are Manual; Override eligibility to fail and

ineligible for child care enrollment.

update the failure reason code.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, L1) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Itation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
Our records indicate that your child(ren) is/are not currently
o . . eligible for food stamps or cash assistance or the child care
421 §168.1(2) CIS Ineligibility of Child - Inelig related to those benefits; therefore, your child(ren) are System
ineligible for child care enroliment.
Our records indicate that a parent in the home is unemployed | Would result if worker deselected cc
. . . and is not participating in a CAO-approved work activity; request using the reason “p/c
422 §168.19(2)(1) | P/C Available - Inelig - CIS therefore, there is no need for care and your family is available,” saved, assessed and
ineligible for child care enroliment. confirmed eligibility for enrollment.
Our records indicate that you are a member of the TANF Would result if worker deselected cc
.. o . budget group and you are providing care for a child who is request using the reason “provider in
423 §168.19(2)(ii) | Provider in Budget Group - Inelig also in the TANF budget group; therefore, your child(ren) BG,” saved, assessed and confirmed
are ineligible for child care enrollment. eligibility for enrollment.
Our records indicate that your child(ren) is/are being cared Would result if worker deselected cc
424 § 168.19(2)(iii) | Stepparent Available - Inelig - CIS for by your child(ren)'s stepparent who is living in your request using the reason “provider is

home; therefore, your child(ren) are ineligible for child care
enrollment.

stepparent,” saved, assessed and
confirmed eligibility for enrollment.
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Failure

Short Description

“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, L1) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
You failed to select a provider that meets the requirements of Would result if worker deselected cc
55 Pa.Code, Chapter 168, and who meets the Department's request usine the reason “ineligible
425 8 168.11(b) | Ineligible Provider - Inelig - CIS standards for provider participation as set forth in the r?)vider - sagved assessed andg
Provider Agreement; therefore, your child(ren) are ineligible p fi ,d l 'bzl' f I
for child care enrollment. confirmed eligibility for enroliment.
Our records indicate that you are the operator of a child care | Would result if worker deselected cc
. facility and space is available to enroll your child(ren) in the | request using the reason “p/c is owner
426 8 168.18(d) | P/C Owner/Operator - Inelig - CIS facility you operate; therefore, your child(ren) are ineligible | or operator,” saved, assessed and
for child care enrollment. confirmed eligibility for enrollment.
Subsidized child care may not be used as a substitute for a .
: : . Would result if worker deselected cc
publicly funded educational program, such as kindergarten or . “ .
a specialized treatment program request using the reason “publicly
4z §168.18(e) | Publicly-funded Ed Prog - Inelig - CIS Our records indicate that a publicly funded educational 2;23;%giﬁgrc(;gnrﬁrr?n%agﬁbilgi" ts a‘f/g?’
program is available; therefore, your child is ineligible for enrollment 9 y
child care enroliment. '
Our records indicate that you have been disqualified for 6
§ 27551 months. Your disqualification period is from
428 § 501'13 Disqualification - 6 month - Inelig <DTE_BEGIN_DISQLN> until <DTE_END_DISQLN>. System

Your disqualification period has not yet expired; therefore,
your family is ineligible for subsidized child care.
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Failure

Short Description

* When a short description” includes an indicator of “P” or “CIS” it means this
failure reason code and short description exists for both PELICAN CCW (i.e.,

Regulatory | e\, Liyand CIS (ie., TANF, FS, GA this indicat o ; ;
Reason Citation estéblished ’to rge?;the use(rlr%hderstaﬁd tc; whi)cflatsyi;sesgf callze;r:hlec?aﬁz\:éa?eason Long DeSCFIptIOI’] Trlgger for Generation
Code code applies. The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code; whereas, the
“Inelig” indicator implies an Ineligible Notice
Our records indicate that you have
been disqualified for 12 months. Your
disqualification period is from
§ 275.51 . e - : <DTE_BEGIN_DISQLN> until
429 §501.13 Disqualification - 12 months - Inelig <DTE_END_DISQLN>. Your System
disqualification period has not yet
expired; therefore, your family is
ineligible for subsidized child care.
Our records indicate that you have
§ 275.51 been permanently disqualified from
430 ' Disqualification - Permanent - Inelig the Subsidized Child Care program; System
§501.13 L
therefore, your family is ineligible for
subsidized child care.
Our records indicate that you are not
currently participating in a CAO- . . . .
431 8 168.1(a) No Work Activity - Inelig - CIS approved work activity; therefore, you System; Would result if p/c is NOT in a work

are ineligible for child care
enrollment.

activity.
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Short Description
. * When a short description” includes an indicator of “P” or “CIS” it means this
Failure R lat failure reason code and short description exists for both PELICAN CCW (i.e.,
Reason egu a ory FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA) cases so this indicator was Long Descrlptlon Trlgger for Generatlon
Citation established to help the user understand to which type of case the failure reason
Code code applies. The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code; whereas, the
“Inelig” indicator implies an Ineligible Notice
Our records indicate that the CAO and
CIS have determined your family
e . . . ineligible for food stamps or cash
433 §168.1(a) | No "E" Status Parent in Family Comp - Inelig - CIS g . _ P System
assistance child care; therefore, your
child(ren) is/are ineligible for child
care enrollment.
System in a 1-p/c or 2-p/c family in which the p/c
Our records indicate that you are not (s) are working only OR manual depending who is
currently participating in an approved | designated “Head of Household” when one p/c is
. . unpaid activity; therefore, you are working only and the other is participating in a
700 §168.18(a) | FS Working Only - Inelig P y Y g onty participating

ineligible for subsidized child care and
your child(ren)'s enrollment will be
discontinued.

CAO-approved training program.

Manual; Override eligibility to fail and update
failure reason code.
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Failure

Short Description

ala
“ When a short description” includes an indicator of “P” or “CIS”
it means this failure reason code and short description exists for

Regulatory both PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, L. . .
Reason Citati FS, GA) cases so this indicator was established to help the user Long Description Trigger for Generation
Code Iitation understand to which type of case the failure reason code applies.
The same is true of the “AA” and “Inelig” indicators. The “AA”
indicator implies an AA will display the failure reason code;
whereas, the “Inelig” indicator implies an Ineligible Notice
System in a 1-p/c or 2-p/c family in which the p/c
Our records indicate that the CAO and CIS (s) have an “N” or “D” status OR manual
have determined the child(ren) for whom an depending who has “Care & Control” over the
701 § 168.1(a) Child with No "E" Status Parent - Inelia - CIS ineligible parent is solely responsible, ineligible | child(ren) when one p/c hass an “N” or “D” status
' g for food stamps or cash assistance child care; and the other has an “E” status.
therefore, the child(ren) listed in this notice as
ineligible may not receive subsidized child care. | Manual; Override eligibility to fail and update
failure reason code.
Our records indicate that you do not currently
have a child for which you may request
subsidized child care benefits; therefore, your
750 §168.1(a) | No Child in Family Comp - Inelig - CIS family is ineligible for child care enrollment. | gy,

You may request child care benefits at any time
in the future should you have a child who needs
child care while you participate in your CAO-
approved work-related activity.
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Short Description

“ When a short description” includes an indicator of “P” or
. “CIS” it means this failure reason code and short description
Failure R lat exists for both PELICAN CCW (i.e., FT, HS/PK, L1) and CIS
Reason egu a ory (i.e., TANF, FS, GA) cases so this indicator was established to LOI’lg Description Trigger for Generation
Citation help the user understand to which type of case the failure
Code reason code applies. The same is true of the “AA” and “Inelig”
indicators. The “AA” indicator implies an AA will display the
failure reason code; whereas, the “Inelig” indicator implies an
Ineligible Notice

Our records indicate that you are the head of the System in a 1-p/c or 2-p/c family in which the p/c
household and you currently are working only. (s) are working only OR manual depending who is
Therefore, your grandchild is ineligible for child care | designated “Head of Household” when one p/c is

751 § 168.1(a) FS Working Only - Care for Teen Parent's enrollment even though your teenager (the parent of | working only and the other is participating in a

Child - Inelig - CIS the child) is attending school. You may request child | CAO-approved training program.
care benefits for your grandchild at any time in the
future should you begin participation in a CAO- Manual; Override eligibility to fail and update
approved unpaid activity. failure reason code.

Our records indicate that you are the head of the
household and you currently participate in a CAO-
approved unpaid activity; however, your teenager is
not attending school as required. Therefore, your

FS Care - Teen Parent NOT Attending grandchild is ineligible for child care enrollment.
School - Inelig - CIS You may request child care benefits for your
grandchild at any time in the future if your grandchild
need child care while you participate in a CAO-
approved unpaid activity and your teenager (the
parent of the child) begins attending school.

752 8 168.1(a) Manual; Override eligibility to fail and update

failure reason code.
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Failure
Reason
Code

Regulatory
Citation

Short Description

“ When a short description” includes an indicator of “P” or “CIS” it
means this failure reason code and short description exists for both
PELICAN CCW (i.e., FT, HS/PK, LI) and CIS (i.e., TANF, FS, GA)
cases so this indicator was established to help the user understand to
which type of case the failure reason code applies. The same is true of
the “AA” and “Inelig” indicators. The “AA” indicator implies an AA
will display the failure reason code; whereas, the “Inelig” indicator
implies an Ineligible Notice

Long Description

Trigger for Generation

753

§ 168.1(a)

FS Working Only - Teen Parent NOT Attending
School - Inelig - CIS

Our records indicate that you are the head of the household,
you currently are working only and your teenager (the parent
of the child) is not attending school as required. Therefore,
your grandchild is ineligible for child care enrollment. You
may request child care benefits for your grandchild at any
time in the future should you begin participation in a CAO-
approved unpaid activity and your teenager (the parent of the
child) begin attending school as required.

Manual; Override eligibility to fail and
update failure reason code.

System uses “751 (FS Working Only -
Care for Teen Parent's Child - AA -
CIS)” as generic.

754

§168.1(a)

N/D Status P/C and Teen Parent NOT Attending
School - Inelig - CIS

Our records indicate that you are the head of the household
and you currently are meeting the employment and training
requirements established by the CAO; however, your
teenager (the parent of the child) is not attending school as
required. Therefore, your grandchild is ineligible for child
care enrollment. You may request child care benefits for
your grandchild at any time in the future should your
teenager (the parent of the child) begin attending school.

System in a 1-p/c or 2-p/c family in
which the p/c (s) have an “N” or “D”
status OR manual depending who has
“Care & Control” over the child(ren)
when one p/c hass an “N” or “D”
status and the other has an “E” status.

System uses “701 (Child with No "E"
Status Parent - AA - CIS)” as generic.

Manual; Override eligibility to fail and
update failure reason code.
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See the examples of pages 1 and 2 of the Enrollment Ineligible Notice

below.
Page 1
Paga 10f 4
ENROLLMENT INELIGIBLE Notice |D:
CCIS of Lebanon County NOTICE
730 Locust Street
Lebanan, PA 17042-5479 CO0  RECORD CaT
38 ce

CCIS RETURN ADDRESS lCJ\SELOAD;
TELEPHONE: (717} 555-6552 DATE: 080272008

1 VARTAN WAY
LEBANON, PA 17123-0000

IMPORTANT APPEALS INFORMATION IS ENCLOSED IN THIS PACKET

Your family or a mamber of your family is ineligible to participate in the subsidized child care
program, The indnviduals named in Section A of this notice are ineligbie 10 partcipale n the
eubsidized child care program in accordance with 55 Pa. Cede, Chapter 168.

SECTION A: Individuals
Name Eligibility Status ENgibility End Date
Eigble Adult N/A
Ingligble Child N/A
Elgble Child N/A

Individual Name:

§ 168.17(3) To be eigble for a chid care paymenl, the lamily shall include a child who meets the
following conditions:
(i} Is under 13 years of age.
(¥ s 13 years of age o oldar but under 19 years of age and is incapable of caring
for imself as verified by a physician or icensed psychologist,
You ¢o nat have a chid who meets the cenditions desaibed ghove; therelore the
CCIS may nat anrell this child in care.

Notce 1D;
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Page 2
Page 2of 4
SECTION B: Household income
Name Gross Annual
Earred $21600.00
Other $0.00
Earned 0,00
Other $0.00
Earned £0.00
Other $0.00
Earned £0.00
Other £0.00
SUPPOAT/ALIMONY $0,00
MEDICAL £0.00
GROSS ANNUAL INCOME $21.600.00
CALCULATED ANNUAL DEDUCTIONS $0.00
ADJUSTED ANNUAL INCOME $21,600.00
FAMILY SIZE 4
Notce 1D:

Return to Table of Contents

See Manual Section “500.12.3.22 — Questions — 500.8.12 —
Enrollment Ineligible Notice”
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500.8.13 Enrollment Summary

The CCIS provides the Enrollment Summary to the p/c and/or provider
to confirm the following:

1. Provider information.

2. The number of days per week for which the child is enrolled.
3. The type and unit of care for which the CCIS will pay.
4

The weekly co-payment for which the p/c is responsible to pay
the provider for each week of care provided.

5. Anew or changed enrollment, which may include changes to
the child’s schedule or the co-payment.

The Enrollment Summary indicates essential provider information such
as the Provider ID, Provider Type, Legal Entity, Location Address and
Phone, as well as child information such as the Co/Record Number, care
level, co-pay and detailed schedule.

The Enrollment Summary also displays the average weekly payment
amount, Correspondence Generation Date and the Correspondence ID.

The Enrollment Summary also displays a “Pre-K Enrolled” field, which
displays “Yes” when a child is also enrolled in Pre-K Counts.

NOTE: The Enrollment Summary will show a four-week schedule to
give the provider a sample monthly calendar of the child’s
expected attendance. Abbreviations for any exceptions to the
schedule provided, such as “PC (i.e., Provider Paid Closures)”
or “NPC (i.e., Provider Non-Paid Closures)” and “SUS (i.e.,
Suspended Status)” appear in the “Exceptions” row.

The CCIS may request the Enrollment Summary only for a week in
which the child has an active enrollment in either an “Enrolled State” or
“Enrolled Local” status.

PELICAN CCW will print whatever text the CCIS enters in the
“Reason” field on the Enrollment Summary during generation.

EXAMPLE: The CCIS increases the co-pay on 1/19/2010 and this
increase is effective the following Monday, 1/25/2010
so the CCIS enters “1/25/2010 in the “Date” field and
“Co-pay Change” in the “Reason” field. The
Enrollment Summary will display the child
information as of the date entered in the “Date” field
(i.e., 1/25/2010) and “Co-pay Change” as the reason
for generation.
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The CCIS may generate the Enrollment Summary by selecting the enrollment checkbox, entering the date the CCIS would like to retrieve information (which must be a Monday
date) and a “Reason” (i.e., New Enrollment, Co-pay Change, Schedule Change, Ongoing Enrollment, etc.), and then clicking the “Generate” button on the Case Enrollment

Summary page in PELICAN CCW.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks

P E LI C A N
Child Care Works

| Inbox Home | OCDEL Policy

Client Search |

Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Case Enrollment Summary |Select. ..

Status

22 ZCIS of Dauphin County Qpen Qngaoing L IRIS

BACK TOQ SEARCH RESULTS

Enrollments |Au:ti-,-e 'I REFRESH []

Enrollment Summary

aroe frfom @ do ...

Name Care| Provider ID LE Name Location Co- | Status |Sleep| Effective |Build
Level pay Hours From
r E PRE -1 £0.00 |[Enrolled |Mo 11/24/2008| ¢~
SHAMI IM-HOME State
v E PRE -1 %£10.00 [Enrolled Mo 11/24/2008| ¢~
JOHMNMATHARM IM-HCME State
r E OSA -1 £0.00 |[Enrolled |Mo 11/24/2008| ¢~
STAR IM-HCME State

HEW ] CHAMGESEHD EHMROLLMENT

SCHEDULE HISTORY []

Date I].EIIII?IEEIEIQ Reaszon |Change in Enrollment

GEHERATE EHROLLMENT SUMMARY

UserID: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.2.103
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Once the Enrollment Summary has been generated by the CCIS user, PELICAN will display a message indicating that generation was successful. See the screen shot below.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks

P E LI C A N
Child Care Works

Home | R&R | Provider | Case | PFayments | Reports | Correspondence | Administration

| Inbox Home | OCDEL Palicy

Client Search |

Case Enrollment Summary

CCIS of Dayphin County Jpen Qpgoing RIS
nrollment Summary Created sucessfully Please Review Correspondence Record(s) 6
L 12/09/2009

BACK TO SEARCH RESULTS

e KD @ o ...

Enrollments |A-:ti-..-e vl REFRESH [&]

Enrollment Summary

Name Care| Provider ID LE Hame Location Co- | Status |Sleep| Effective |Build
Level pay Hours From
r . PRE -1 %£0.00 |Enroclled |No 11/24/2008| ¢~
SHANMNI IM-HOME State
™ . PRE -1 £10.00|Enrolled  |MNo 11/24/2008| ¢~
JOHMMATHAN IN-HOME State
r . OsA -1 %£0.00 |Enroclled |No 11/24/2008| ¢~
STAR IM-HOME State

HEW CHAHGESEHD EHROLLMEHT

SCHEDULE HISTORY [Z]

Date IlZ,’D?;ZDDE‘ Reason |Change in Enrellment

GEHERATE EHROLLMENT SUMMARY

UserID: t-test221 | Office: CCIS of Dauphin County
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The CCIS may generate an Enrollment Summary for a Monday “Effective Date” only. If the date the CCIS enters in the “Date” field is NOT a Monday, PELICAN CCW will

display an error message. See the screen shot below.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks

P ELIUCAM®M
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | | Inbox Home | OCDEL Folicy

Case Enrollment Summary |select. . . +|G0

_ ZCIS of Dauphin County Qpen Ongoing
irollment Summary date must be a Mundav.l

BACK TO SEARCH RESULTS

Enroliment Summary Enrollments [Active =] REFRESH 7] woe infom ation...
Name Care | Provider ID LE Name Location Co- | Status |Sleep| Effective |Build
Lewvel pay Hours From
r B PRE -1 £0.00 [Enrolled |No 11/24/2008( ¢~
SHANI IMN-HOME State
2 . PRE -1 £10.00 [Enrolled |Mo 11/24/2008( ¢~
JOHMMATHAM IMN-HCOME State
r . Os=4a -1 £0.00 [Enrolled |No 11/24/2008| ¢~
STAR IMN-HOME State

‘W CHAHGESEHD ENROLLMEHNT 2] SCHEDULE (] HISTORY =]

Date [12/08/2009 Reason [Changs in Enrollment GENERATE EHROLLMENT SUMMARY

12/09/2009 is a Wednesday

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.2.103

PELICAN CCW will also display an error message if the CCIS user forgets to select an enrollment checkbox. See the screen shot below.
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Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks

P ELICAM
Child Care Works

Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | | Inbox Home | OCDEL Policy

ISE|EDt. .

Status

| .y CCIS of Dauphin County Qpen Qngoing , IRIS
16: Must select a Detail Checkbox before choosing Generate Repurtl
BACK TO SEARCH RESULTS
Enrollment Summary Enrollments |Au:ti-..-e "I REFREZH O TP E o
MName Care| Provider ID LE Name Location Co- | Status |Sleep| Effective |Build
Level pay Hours From
B FRE -1 £0.00 |Enrclled [MNo 11/24/2008| ¢~
SHANI IMN-HCME State
|_ B FRE -1 £10.00 [Enrolled Mo 11/24/2008| ¢
JOHMMATHAN IM-HCME State
. CSA -1 $0.00 |[Enrolled Mo 11/24/2008( ¢~
STAR IM-HOME State

HEW ] CHAHGESEHD EHMROLLMEHT SCHEDULE

HISTORY

Date IlE,“D'EI,“EEIIJQ Reason |Change in Enrellment

GEHERATE EHROLLMEHT SUMMARY

UserlD: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version
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See the example of the Enrollment Summary below.

CCI5 of Dauphin County
Street
Hamsburg, P& 17103

(423) 238-3337 ext. 238260

CHILD CARE ENROLLMENT SUMMARY

YWCA OF GREATER PITTSBURGH
HOMEWCOD-BRUSHTOMN YWCA

AVE

PITTSBURGH, PA 15208

STREET
STEELTOM, Pa 171130000

CO  DISTIOFFICE
X2 Dsuphin

RECORD NUM CASELOAD ID

PROVIDER INFORMATION

PITTSEURGH, PA 15208
TELEPHONE NUMEER
{412} 361-8433

PROVIDER ID PROVIDER TYPE PROVIDER LEGAL ENTITY PROVIDER LOCATION
4 4 Cenber YWCA OF GREATER PITTSEURGH HOMEWDOD-ERUSHTON YWWCA
LOCATION ADDRESS

AVE

CHILD INFORMATION AS OF: 031572010

PRE-K ENROLLED

CHILD NAME INDIVIDUAL #
BELL .M

WEEKLY CO-PAY AMOUNT CARE LEVEL
30.00 Young School-Age
ENROLLMENT BEGIM DATE WITH THIS PROVIDER REASOMN
0ar1/2010 change in provider

This will only display "Yes" if the child is also

enrolled in Pre-K Counts.

EFFECTIVE pATE Ba/1512010 Standard Schedule
Unit Type | Monday | Tuesday Wednesday Thursday Friday Saturday Sunday
Weshk 1
Unit of Care FT FT FT PT FT
Exceptions
Wesk 2:
Unit of Care FT FT FT PT FT
Exceptions
Wesk 3
Unit of Care FT FT FT PT FT
Exceptions G
Wesk 4:
Unit of Care FT PT PT PT FT
Exceptions
FT - Full-ime, & or more hours NFT - Mon-fraditional full-time, 5 or more hours
PT -Par-fime, less than & hours NPT - Mon-tradifional part-time, betwesn 3 and 5 hours
SUS - Suspended PC - Provider Paid Closure
NPC - Provider Mon-Paid Closure
Awerage anticipsted weekly cost of care (Based on 4 weeks shown abowe) 511A8.85
Less Awerage weekly co-pay (Based on 4 weeks shown above) &0
Awverage estimated weekly payment amount (Based on £ weeks shown above) 5118.85
[Date:  pamsz0ID Comespondence 10; Page 10f 1]

Return to Table of Contents

See Manual Section “500.12.3.23 — Questions — 500.8.13 —
Enrollment Summary”

Page 173 of 328




CORRESPONDENCE

Finalized 3/24/10

500.8.14 Former TANF Transfer Letter

As set forth in 8 3041.143(a) (relating to notification), “If the
eligibility agency determines that a p/c met the requirements in

8§ 3041.142 (relating to general requirements for former TANF
families) and was receiving child care on the date TANF benefits
ended, the eligibility agency shall notify the p/c and the provider by
letter of the following:

1)

@)

The p/c is eligible for subsidized child care benefits on or
before the 183-day period after TANF benefits ended, but
will be subject to a redetermination of eligibility no later
than the 184™ day after TANF benefits ended.

The p/c shall contact the eligibility agency to establish that
the p/c continues to need child care.”

The CCIS sends the Child Care Confirmation Notice to the p/c
notifying the p/c that the family will be transferred to the Former
TANF child care program and subsidized child care will continue
under the Former TANF child care program.

As set forth in 8 3041.143(b), “If the eligibility agency determines
that a p/c was not receiving child care or cannot determine whether
the p/c was receiving child care on the date TANF benefits ended,
the eligibility agency shall notify the p/c and the provider by letter of
the following:

(1)
(@)

(3)

The p/c may be eligible for subsidized child care benefits.

The p/c may contact the eligibility agency if child care is
needed during the 183-day period after TANF benefits
ended.

Eligibility for subsidized child care is assured if the
minimum requirements specified in § 3041.142(a) are met.”

When the CCIS determines that a p/c was not receiving child care on
the date TANF benefits ended, the CCIS provides the Former TANF
Transfer Letter to the p/c as a notification of potential eligibility for
subsidized child care after TANF cash assistance ends/is scheduled
to end.

PELICAN CCW generates different versions of the letter depending
upon whether the TANF benefits:

» Ended in the past.

» Are scheduled to end on the system/today’s date.

> Are scheduled to end in the future.
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PELICAN CCW automatically generates the Former TANF Transfer
Letter after the TANF case closes and CIS sends the transfer file to
PELICAN CCW during the nightly batch.

In the event of improper transfer, PELICAN CCW also provides the
CCIS the ability to generate this letter manually.

NOTE: When the CCIS manually generates the Former TANF
Transfer Letter, PELICAN CCW does not display a
Co/Record Number and the correspondence is not
associated with a specific case.

The Former TANF Transfer Letter includes the CCIS return address
information, telephone number and the Co/Record number associated
with the case.

The Correspondence ID appears for the p/c along with the client's
address and the Correspondence Generation Date.

The letter contains standard text indicating that the p/c may contact the
CCIS for child care assistance. PELICAN CCW automatically supplies
in this text the TANF end date transferred from CIS in the transfer file

and the CCIS phone number.

The CCIS can generate the Former TANF Transfer Letter by completing
the following steps in PELICAN CCW:

1.  Navigate to the Correspondence Home page.

2.  Enter the Co/Record Number in the “Create New” row under
“Case Correspondence”, select “Former TANF Transfer Letter
(Manual)” and click “Go”.

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
N

PE LT A
Child Care Works Home |

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Help | Logout

|»

R&R | Provider | Case | Payments | Reports | C sponde | Administration

New

Action | County | Record Status Correspondence Dates

Find Dauphin || [Select =1 |[Selext =l fabam ] SO
. Thru

Creste  |Dauphin |[77] [select [l ~ [Goﬁ

|[Carecheck Appointment Letter

Change in Primary Worker Letter (Client)
Confirmation Netice - CIS cc

COMPASS Applicant Correspondence Confirmation Neotice - P cc
z TSP ‘ormer TANF Transfer Letter (Manual
Action Application Number Stat Missing Information Letter (Client) Dates
Find I . Select - I lSelec: - From GO |
Thru
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3. On the Create New Correspondence page, complete the
following:

a.  Enter data in the variable text fields.
b.  Enter “Supplemental Text” as needed.

C. Click “Save”.

Help | Logout
pennsylvania Pennsylvania's Enterprise to Link Informationfor Children Across Networks
FPELTICAM

Chiild Care Works Home | R&R | Provider | Case | Payments | Reports | Correspon

dence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Create New Correspondence

Correspondence
CCIS of Dauphin County Former TANF Transfer Letter (Manual) Letter
Correspondence Details
Language ENG
Schedule Release Date 12/10/2009
User 1T

SAVEC] cANCEL[E]

Variable Fields - Applies to All Correspondence Versions
Client Details
TANF End Date: =

Name: =

‘— 1st - Enter data in the variable text fields

Address Line 1: =

Address Line 2:

City: =
State: =
Zip Code: =

Zip Extension:

W"W

Supplemental Text

2nd - Add | tal text if led

PP

3rd - Click "Save”

SAVECI[CANCEL[E]

UserID: t-test221 | Office:s CCIS of Dauphin County

Systemn Acceptance Test | Version 2.0.2.102

See examples of the Former TANF Transfer Letter below.
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TANF TRANSFER LETTER
CCIS of CumberlandPerry County Worker Name:  MARY ALICE W,
1416 Trindle Rd, Suite 201 Phone Number: (717) 243-4014
Carlisle, PA 17015-9718
CO RECORD
50
Date: 08062007
JANE
P OBOX

SHERMANS DALE, PA 17090-0232

Dear JANE

Based on the Income and employment information you reported when your TANF cash assistance case was
closed, you MAY BE eligible for help with child care costs through the Child Care Information Servicas (CCIS)
agency.

¥ you meet the rules listed below and need help payng for child care, you MUST contact the CCIS within 30
days from the date your TANF cash assistance diosed or the CCIS can not guarantee that they wil help with
child care costs.

Your TANF cash assistance case closed on 9/6/2007.

You MUST meet the following rules:

1) Work at least 20 hours & week or work at least 10 hours a week and attend training at least 10 hours a
week and

2) Have a child under 13 years of age or have a child under 19 years of age with a physical and'or mental
injury or impairment and

3) Have income under 235% of the Fedaral Poverty Income Guidslines (FPIG).
4)  Use a child care provider who meets the CCIS agency'’s rules to be paid for child care.

¥ you do not currently meet these rules, you have 183 days from the date your TANF cash assistance case
closed to meet them.

¥ you are determined eligible for help with your child care costs from the CCIS, you WILL BE assigned &
co-payment. You are responsitie for paying the co-payment to the child care provider,

¥ you have questions, call your local CCIS agency at (717) 243-4014.

Sincerely,

CCIS of CumbsarlandPerry County

Correspondence ID:
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Future-Close Template

TANF TRANSFER LETTER
CCIS of Cumberland/Perry County Waorker Name:  MARY ALICE W,
1416 Trindle Rd, Suite 201 Phone Number: (717) 243-4014
Carligle, PA 170158718
CO RECORD
21
Date: 08/292007
GEORGE
P.O. BOX

SHIPPENSBURG, PA 17257-0000

Dear GEORGE

Based on the Income and employment infermation you reported when your TANF cash assistance case was
closed, you MAY BE eligible for help with child care costs through the Child Care Information Services (CCIS)
agency.

¥ you meet the rules listed below and need help payng for child care, you MUST contact the CCIS within 30
days from the date your TANF cash assistance dosed or the CCIS can not guarantee that they wil help with
child care costs.

Your TANF cash assistance case is scheduled 1o close on 9/8/2007.

You MUST meet the following rules:

1) Work at least 20 hours & week or work at least 10 hours a week and attend training at Jeast 10 hours a
week and

2)  Have a child under 13 years of age or have a child under 19 years of age with a physical and'or mental
injury or impairment and

3) Have income under 235% of the Fedaral Poverty Income Guidslines (FPIG).
4)  Use a child care provider who meets the CCIS agency's rules %o be paid for child care.

¥ you do not currertly meet these rules, you have 183 days from the date your TANF cash assistance case
closed to meet them.

¥ you are determinad eligible for help with your child care costs from the CCIS, you WILL BE assigned &
co-payment. You are responsitie for paying the co-payment to the child care provider,

¥ you have questions, call your local CCIS agency at (717) 243-4014.

Sincerely,

CCIS of Cumbsarland/Perry County

Correspondence ID:

Return to Table of Contents

See Manual Section “500.12.3.24 — Questions — 500.8.14 — Former
TANF Transfer Letter”
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500.8.15 Funds Available Letter

The Funds Available Letter informs the p/c that funds are available to
enroll the child. Upon receipt of the Funds Available Letter, the p/c
must contact the CCIS to indicate the choice of provider and schedule a
face-to-face meeting if the p/c has not yet satisfied the face-to-face
requirement. The Funds Available Letter has two templates depending
upon whether the “Face-to-Face Date” field on the Household
Information Detail page is populated, indicating the p/c has completed
the face-to-face meeting. One template displays the face-to-face
meeting information and the other template does not.

The Funds Available Letter includes the CCIS return address
information, telephone number and worker name. The Correspondence
ID and the Co/Record Number for the case are also displayed along with
the client's address and the Correspondence Generation Date.

When the CCIS authorized a child’s enrollment via the “Authorization
Process” from the “Pre-Enrollment List” or the “Waiting List” and the
enrollment is the first enrollment for that child, PELICAN CCW
generates one of the following letters depending upon whether funds are
immediately available to cover the cost of the child’s enrollment and
depending upon whether the child is currently on the waiting list:

1. Funds Available Letter.
2. Waitlist Funds Available Letter.

PELICAN CCW will not generate a Funds Available Letter for a child’s
second enrollment or any subsequent enrollments.

If the CCIS user moves a child’s enrollment back to “Authorized Status
(Enrollment)” or “AUT” as a retroactive change, the CCIS user may
generate the Funds Available Letter by clicking the “Generate
Correspondence” button on the Enrollment Status Information page.

NOTES:

1. If, prior to a retroactive change, the Funds Available Letter
was generated, the CCIS user must either “Cancel” the
Funds Available Letter if it has not yet been mailed to the
p/c or follow-up with the p/c if it was mailed.

2. For retroactive changes, the “Notification Date” will be no
earlier than the current date.

The CCIS may generate the Funds Available Letter using one of the
following methods, depending upon whether it is the child’s first or
subsequent enrollment:

1. “Authorization Process” on the Pre-Enrollment page.

2. “Generate Correspondence” button on the Enrollment Status
Information page.

NOTE: The CCIS is only required to send the Funds
Available Letter when authorizing a child’s first
enrollment, but may generate additional Funds
Available Letters based upon its standard
business practices.
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When generating the Funds Available Letter through the “Authorization
Process”, the CCIS must complete the following steps in PELICAN
CCW:

1. Navigate to the Funds Home page by clicking
“Administration” on the navigation bar and then “Funds” on
the sub navigation bar, select the appropriate “Funding Source”
for the case(s) in the “Pre-Enrollment” row and click “Go”.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationjfor Children Across Networks
P E I C AN

L
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence |

| Funding Streams | Allocations | Available Funds | MCCA | Admin/Fam Sup Svecs Budgets

Funds Home

Description Fiscal Year CCIS Funding Source
Funding Associations |2009_]_g ;l GO
Funding Streams Izggg_]_g;l GO [7]
Allscations |2008-10 =] | Cauphin =] | Select a Funding Source =l| 6o
Available Funds |2005-10 =] | Dauphin =] | Select a Funding Source =l|so
Waitlist | Dauphin =] | Select a Funding Source =l|so
Pre-Enrcllment |2005-10 =]  |[Dauphin =] ([Select a Funding Source =ljeor
Maximum Child Care Allowances IDE'-'Ph”";I GO ]
.I’S\Sgngigisstratiun,’Famwly Suppert Services |znng-m;| IDauphm;I GO [7]
Rate Modification GO
Keystone STARS Modification GO

UserlD: t-test?21 | Office: CCIS of Dauphin County Systemn Acceptance Test | Version 8.0.2.103

2. Select the checkbox associated with the child for whom
enrollment must be authorized and click the “Authorize”
button.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAWMN
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

| Funding Streams | Allocations | Available Funds | MCCA | Admin/Fam Sup Swvcs Budgets

Pre-Enrollment

As of Date Fiscal Year

12/59/2008 FY 2008-10

Pre-Enrollment Management Information

Program: [All... =l Fy: [2009-10 =] CoRec: GO 2]
Co/Record Child Name Individual | Provider ID | Anticipated Funding Program Eligibility
Number Number Cost of Care Date
Less Co-pay
|22 ALL $3,890.52 07/31/2008
00:00:00
Page L of 1
CALCULATE COST AUTHORIZE REMOVE [

UserID: t-test221 | Office: CCIS of Dauphin County Systern Acceptance Test | Version 8.0.2.103

3. Click “Save”.

pennsylvania Pennsylvania's Enterprise to Link Informationfor Children Across Networks
PELICA AWM

Help | Logout

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspendence | Administration

| Funding Streams | Allocations | Available Funds | MCCA | Admin/Fam Sup Swvcs Budgets

Pre-Enrollment

As of Date Fiscal Year
12/9/2009 FY 20058-10

Pre-Enrollment Management Information

You are about to authorize the children below to be enrolled into service. Please click the SAVE button to
otify the corresponding office(s) of the authorization.

Co/Record |Child Name| Individual Provider ID| Anticipated Cost Funding Eligibility | Authorization

Number Mumber of Care Less Co- Program Date Effective Date
pay
22 ALT $3,890.52 07/31/200% |[[2,03,2009

CANCEL[

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.2.103
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When generating the Funds Available Letter using the “Generate
Correspondence” button on the Enrollment Status Information page, the

CCIS must complete the following steps in PELICAN CCW:

1. Navigate to the Enrollment Summary page.

2. Select the enrollment checkbox associated with the
“Authorized” enrollment and click the “Change/End

Enrollment” button.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Informationjfor Children Across Networks
PELICA AW

Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbox Home | OCDEL Policy

Case Enrollment Summary [select. . . -

22 CCIS of Dauphin County Cpen Ongoing TANI
Enroll v Enroll s [Acive  |=] REFRESHDI wom infam atnn. .
Name Care| Provider ID LE Name Location Co- | Status |Sleep|Effective |Build
Level pay Hours| From
| B Y OT -3 $0.00 |Enrolled Mo 12/07/2008)
RAL State
I~ -38 $0.00 |&uthorized [No 12/09/2008|

HEW [] IEHANGE/ENIJ EHROLLMEHT SCHEDULE HISTORY [Z]

GEHERATE EHROLLMENT SUMMARY

Date I Reascn I

System Acceptance Test | Version 8.0.2.103

UserlD: t-test221 | Office: CCIS of Dauphin County

3. Click “Update” on the Enrollment Detail page.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks

P ELTICAM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbox Home | OCDEL Policy

Enroliment Detail |select. . .

Status
22 CCIS of Dauphin County Cpen Cngoing . TANI
Individual Number Individual Name
RAI

Enrollment Status Information
Effective Date 12/09/2009
Status Authorized

Reason Authorized - funds available

Motification Date
HISTORY 2] RETROACTIVE CHANGES

4.  Click the “Generate Correspondence” button.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICA AWM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Client Search | Enrollment Search | Inbox Home | OCDEL Policy

Enrollment Status Information

22 CCIS of Dauphin County Cpen Ongoing TANI
Individual Number Individual Name
RAI
Provider ID -38
LE Name
Location

Effective Date® 12/09/2009
Status Autheorized hd I

Reason |Authorized - funds aua\lable;l

SAVE AHD CONTIHUE CANCEL RETROACTIVE CHAHGES |EENERATE CORRESPONDENCE

System Acceptance Test | Version 8.0

UserlD: t-test221 | Office: CCIS of Dauphin County
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PELICAN CCW will display a message indicating the Funds Available
Letter was generated successfully. See the screen shot below.

Enrollment Status Information

22 CCIS of Dauphin County Open o]

Individual Number Individual Mame

AT

|214: Enrollment Correspondence successfully generated I
Provider ID -38

See the example of the Funds Available Letter below.

FUNDS AVAILABLE LETTER
CCIS of Dauphin County Worker Name: Kristina Apple
110 N. 26th Street Phone Number: (717) 233-8454
Harrisburg, PA 17103-1801 CO RECORD
This language
Date: 12/27/2005 3 ;
varies depending
JANE
sT upon whether there
YORK, PA 17404-2734 iS a 'Face—to—Face
Date” populated on
the Household
Information Detail
Dear JANE . page in PELICAN
Effective 12:27/2005, funds are available for JOHN . CCW at the time of
- generation.
Please contact your CCIS Office at (717) 233-8454 by 01/26/2006 to dscuss your child care
arangements. Failure to contact your CCIS office will affact your eligiility to recewe subsidized

child care.
Please contact your CCIS Office at (423) 233-3337 by 01/06/2010 to discuss your chid care

amangements and schedule a face-to-face meeting. Failure to contact your CCIS office and meet
the face-to-face requirement will affect your eligibility to receive subsidized child care.

Sincerely

CCIS of Dauphin County

Carrespondence ID:

Return to Table of Contents

See Manual Section “500.12.3.25 — Questions —500.8.15 — Funds
Available Letter”
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500.8.16 Funds Not Available Letter

When funds are not available to enroll a child because the CCIS has a
waiting list, PELICAN CCW generates the Funds Not Available Letter.
The Funds Not Available Letter informs the p/c that the child has been
placed on the waiting list and that the CCIS will contact the p/c when
funds become available to enroll the child. The Funds Not Available
Letter includes the CCIS return address information, telephone number
and worker name. The Correspondence ID and the Co/Record Number
for the case are also displayed along with the client's address and the
Correspondence Generation Date.

See the example of the Funds Not Available Letter below.

FUNDS NOT AVAILABLE LETTER

CCIS of Dauphin County Worker Name: Kristina Smith

110 N. 26th Street Phone Number: (717) 233-8454
Harrisburg, PA 17103-1801
CC RECORD

Date. 12/27/2005

JANE
AVE
HARRISBURG, PA 17777

Dear JANE
Effective 12/27/2005, JOHN has been placed on the waitisl

The CCIS will contact you when funds are available.

Sincerely

CCIS of Dauphin County

Correspondence ID

Return to Table of Contents

See Manual Section “500.12.3.26 — Questions —500.8.16 — Funds Not
Available Letter”
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500.8.17 Missing Information Letter

The Missing Information Letter has two templates, depending upon how
the CCIS generates the letter:

1. Client —informs a p/c of what verification the p/c must submit
to the CCIS in order to complete the initial application or
redetermination process.

2. Provider — informs the provider of what documentation or
information the provider must submit to the CCIS in order to
complete the Provider Agreement process.

The CCIS can generate either of the templates using the “Create New
Correspondence” process on the Correspondence Home page.

The CCIS can generate the “Client” template of the Missing Information
Letter by completing the following steps in PELICAN CCW:

1.  Navigate to the Correspondence Home page.

2. Enter the Co/Record Number in the “Create New” row under
“Case Correspondence”, select “Missing Information Letter
(Client)” and click “Go”.

Help | Logout -
% pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
BUE LR N M
Child Care Works Home | R&R | Provider | Case | Payments | Reports | C esponde | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action | County | Record Status Correspondence Dates
Find Dauphin [ [select ~1|[select 1 From [ GO [T
* Thru l—
Create Cauphin Select v | GOl
|[Carecheck Appointment Letter

Change in Primary Worker Letter (Client)
Confirmation Notice - CIS cc
COMPASS Applicant Correspondence Confirmation Notice - P cc

7 FSTAR Former TANF Transfer Letter (Manual)
Action Application Number Statypiiccing Information Letter (Client

Find - [Selece =

Dates
- From GO |
Thru

3. On the Create New Correspondence page, complete the
following:

a.  Verify the “Recipient Details” are accurate.
b.  Enter the appropriate “Respond-By Date”.

c.  Select the “Missing Verification/Information” the
CCIS is requesting from the p/c.

d.  Enter a description for the p/c if the CCIS user selects
“Other” as a “Missing Verification/Information”.

e.  Select “Display CAO Rejection/CIS Case Ineligible
Paragraph” if appropriate.

f.  Enter “Supplemental Text” as needed.

g. Click “Save”.

Page 184 of 328



CORRESPONDENCE

Finalized 3/24/10

Help | Logout
pennsylvania Pennsylvania's Enterprise to Link Informationjfor Children Across Networks
PELICAMWM
Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

responde responde Settings | Print Settings | Document Pie

Create New Correspondence

Co/Record Num Addressee Type

Client

Correspondence Details

Language English
Schedule Releaze Date 12/10/2009
User ID
Recipient Details + 1st - Verify the Recipient Details are accurate
Addrezzee Type Client
Addrezzes Mame ERICHKA
Address Line 1 5T

Address Line 2

City, State, Zip HBG, PA 17104-0000

SAVEC] CANCELEE

Variable Fields - Applies to All Correspondence Versions

LRespond-Ev Date: = lﬁ_ 2nd - Enter the appropriate "Respond-By Date™

“Missing Verification =

[—]
I_'Cl:|rru:|leter signed and dated application form
Cleroof of pay received for 4 weeks out of the past 6 weeks. Acceptable proof of income may include:
- 4 paystubs if you are paid weekly, or
- 2 paystubs if you are paid every other week or
- 1 paystub if yvou are paid monthly, or
- Other documentation from your employer reflecting your gross income for 4 weeks out of the past 6 weeks
rEmplo',fment verification
[ |verification of earned income from self employment:
- 1040
- Schedule C, F or SE
- K-1 Form (from Fartnership)
O erif\caFion of unearned income which.includes 551, Social Security benefits, disability benefits, worker's * 3rd - Select the missing verification/information
compensation, unemployment compensation, etc. the CCIS is requesting from the p/c
[Cverification of income deductions Child Support paid out
["|verification of income deductions Medical Expenses
[M[Education verification
[ [Training verification
I_Disabilit'_z verification
[TMaternity Leave Verification
Clchild Support verification
[ ftmmunization verification
[MRelease of infarmaticn form
[Tehoto identification
[MResidence Address verification
Cleroof of citizenship for each child for whem subsidized child care is requested.
[written approval from the county children and youth agency that the foster child may receive subsidized child care
[Mredetermination letter
[other:

ﬂ 4th - If "Other” is selected, enter a
description for the p/c

u_ Display CAO Rejection/CIS Case Ineligible Paragraph }h 5th - Select "Display CAO Rejection/CIS Case Ineligibl
Paragraph” if appropriate

—

Supplemental Text

<P

6th - Enter "S | tal Text" as led

PP

7th - Click "Save™

ounty ystem Acceptance Test | Version
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The “Provider” template of the Missing Information Letter allows the
CCIS to request specific information or verification from a provider in
order to complete the Provider Agreement and begin participation in the
Subsidized Child Care program. The “Provider” template displays
options for the CCIS to indicate which information or verification the
provider must submit, such as photo identification, proof of address,
Social Security card or proof of SSN, proof of a working phone, the
CareCheck Application, copy of the published rates or schedule of
closed days.

The CCIS can generate the “Provider” template of the Missing
Information Letter by completing the following steps in PELICAN
CCW:

1.  Navigate to the Correspondence Home page.
2.  Enter the Provider ID in the “Create New” row under “Provider

Correspondence”, select “Missing Information Letter
(Provider)” and click “Go”.

IProvider Correspondence I‘

Action

Provider ID Status Correspondence Dates

Find |

-I « || select =l |[select = From | GO
Thru l—

Create New]l R [Select = - ki

i Worker | stter (Provider)
Missing Informaticn Letter (Provider) 1

3. On the Create New Correspondence page, complete the
following:

a.  Verify the “Recipient Details” are accurate.
b.  Enter the appropriate “Respond-By Date”.

C.  Select the “Missing Verification/Information” the
CCIS is requesting from the p/c.

d.  Enter a description for the p/c if the CCIS user selects
“Other” as a “Missing Verification/Information”.

e.  Enter “Supplemental Text” as needed.

f. Click “Save”.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationjfor Children Across Networks
PELIC AWM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Create New Correspondence

Addressee Type
vider

Correspondence Details

Language English
Schedule Release Date 11/30/2009
User ID
Recipient Details ‘— 1st - Verify the Recipient Details are accurate
Addreszee Type Provider

Addressee Name
Address Line 1 ST
Address Line 2

City, State, Zip HARRISEURG, PA 17103-144%

SAVED] canceL

Variable Fields - Applies to All Correspondence Versions

E\espond-E? Date: = | 1— 2nd - Enter the appropriate "Respond-By Date™

Missing Information -

Fhote identification

Procf of address

Social Security card or proof of SSN
Proof of working phone

CCIS Signature page of the Provider Agreement
" 3rd - Select the missing verification/infoermation

CAQ Signature page of the Provider Agreement the CCIS is requesting from the provider

Rates page of the Provider Agreement
W-5

Provider Survey

Provider Survey Update

Copy of Published Rates

CareCheck Application

Schedule of Closed Days

Other:

T O T

“— 4th - If "Other” is selected, enter a
description for the provider

Supplemental Text

5th - Enter "Supplemental Text" as needed

d|

6th - Click "Save™

SAVE CT™ANCEL[

UserlD: t-te: | Office: CCIS of Dauphin County

System Acceptance Test | Version 8

NOTE:  The “Supplemental Text” fields for the Missing Information
Letter templates holds only 1000 characters so it is important
that the CCIS be concise.

See examples of the Missing Information Letter below.
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Client Template

MISSING INFORMATION LETTER
CCIS of Dauphin County Waorker 1D pw-dstong
110 N. 26th Street Phone Number: (717) 233-8454
Harrisburg, PA 17103-71038
CO RECORD
22
Date: 01/26/2006
MIGUEL
VARTAN WAY

HARRISBURG, PA 17110-9440

Dear MIGUEL

We have not recenved all the information we need 10 determing or continue your eligibdty for subsidized child care,
Please retum the folowing information 1o our office:

@ Verification of earned ncome from seff-employment;
- 1040
- Schedule C, F or SE
- K-1 Form {from partnershp)

E] Phato identification

Please return this information 10 our office by . If you have any questions, please conact your worker at the above
number,

*This is where the "CAO" and "Supplemental” text options would appear if entered™

Sincerely,

CCIS of Dauphin County

The County Assistance Office received your onfine request for services. You do not qualify for child care through

the County Assistance Cffice. Our office may be able to help you with your child care costs through the

Subsidzed Child Care program. We have completed a form on your behalf. We need more information to determine
if you qualify for child care services. You must provide written confirmation of the information listed above no

later than 12/28/2009. If you have any questions, please contact our office mmediately.

" This is where the supplemental text would display f entered ******

Carregpondence 1D:
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Provider Template
MISSING INFORMATION LETTER
CCIS of Dauphin County Provider Specialist: Ben Thor
110 N. 26th Street Phone Number: (717) 233-8454
Harrisburg, PA 17103-1801
Provider ID -1
Date: 09/11/2006
YWCA OF GREATER HARRISBURG
YWCA CHILD DEVELOPMENT CTR
ST

HARRISBURG, PA 17103-2225

Dear YWCA OF GREATER HARRISBURG,

We have not recenved all the information we need fo complete your provider agreement,
Please retum the folowing information to our office:

Proof of address

Social Security card or proof of SSN

Proof of working phone

Other: Provider [upasse Attestation J

Please return this information to our office by S22/06. ¥ you have any questions, please contact your Provider
Specialist at the above number.

= This i1s where the supplemental text would display if entered. ™****

Sincerely,

CCIS of Dauphin County

Correspondence 1D:

Return to Table of Contents

See Manual Section “500.12.3.27 — Questions — 500.8.17 — Missing
Information Letter”
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500.8.18 Non Compliance Letter

A CCIS sends the Non Compliance Letter to a provider to indicate that
the Bureau of Certification and Registration has revoked the provider’s
license or the CCIS has revoked the provider’s CCIS Provider
Agreement within PELICAN CCW. When the CCIS sends the Non
Compliance Letter to a provider, a Child Care Stop Letter is also
generated by the CCIS and mailed to the p/c as a result of suspending
the child(ren)’s enrollment(s).

PELICAN CCW automatically generates the Non Compliance Letter
when an “End Date” is entered for the CCIS Provider Agreement and an
“End Reason” is selected on the Location Agreement Detail page in
PELICAN CCW.

The Non Compliance Letter includes the CCIS return address
information and telephone number. PELICAN CCW also displays the
Correspondence ID, the Provider ID, the provider’s address and the
Correspondence Generation Date on the Non Compliance Letter.

The Non Compliance Letter has two templates: “Noncompliance —
Licensing” and “Noncompliance — Provider Agreement”.

PELICAN CCW generates the appropriate template depending upon the
“Reason” the user selects when ending the agreement on the Location
Agreement Detail page.

The Non Compliance — Provider Agreement template is generated by
PELICAN CCW when the CCIS revokes the Provider Agreement for
any of the following reasons:

»  Failure to comply with nondiscrimination clause.
Do not agree to care for subsidy-eligible children.

Failed to meet requirements of a mandated reporter.

vV V V

Denied access to designated state and/or federal agency
representatives.

Released information without consent from the family.
Failed to reveal information upon consent from the family.
Failed to keep information as required.

Do not agree to participate or follow provider guidelines.
Transferred a child without prior approval.

Late invoices.

Failed to collect co-payment.

Failed to report delinquent co-payment.

Failed to notify of delinquent co-payment resolution.
Failed to report absence.

Inadequate funds.

vV V V V V ¥V V ¥V ¥V V VYV V

Failure to notify of a change in address.
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Non Compliance — Provider Agreement Reasons (Cont’d from above)

>

A\

YV V V ¥V V VY VY

V V V V ¥V ¥V VYV V VY

vV V V V

>

Failure to notify of a change in legal entity.

Failure to notify of a change in the name of your
facility/agency.

Failure to notify of a change in the location of your
facility/agency.

Failure to notify of a change in the profit/non-profit status.
Not 18 years of age.

Failure to meet local requirements.

Not providing care in your own home.

Failure to meet CareCheck requirements.

Failure to submit identifying information.

Failure to meet requirements for prevention/control of
infectious diseases.

Conditions in home pose a threat to the child.

Failure to maintain a working telephone.

Failure to meet minimum health and safety requirements.
You have used physical punishment.

Provider under the influence of drugs/alcohol.

Provider physically unable to provide age-appropriate care.
Has not corrected conditions.

Failure to meet requirements regarding alternate caregivers.

Ending Agreement without advance notice/Charging more than
the payment rate established.

R/N caring for more than 3 unrelated children.
R/N caring for more than 5 infants/toddlers.
Denying parent/caretaker access to the child.

Ending Agreement without advance notice/Failure to comply
with conditions of Agreement.

Ending Agreement without cause.

See example of the Non Compliance Letter below.
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NON COMPLIANCE LETTER
CCIS of Dauphin County
110 N, 26th Street ;
Harrisburg, PA 17103-1801 i Al
Provider 1D: -1

Date: 09/11/2006

CHRISTINE

HARRISBURG, PA 17104
A0u hiave 18 5d 1C comply with lIC3nsinG requiremants as 1olows.

| cemficanon
he template varies as

The text varies|

Dear CHRISTINE MILLS,
¥ou have fziled to comply with your provider agreement ac follows: shown here
depending
'ou must maintain a working telephone and telephone service in your ome where care is. : _!lpon th ?.
Srovided Reason
Effective 09/11/2006 your provider agreement was terminated. selef:ted for
ending the
- Agreement

¥ you have any questions, please contact your Provider Specialist at the above number,

Sincerely,

CCIS of Dauphin County

Carrespondence 1D:

Return to Table of Contents

See Manual Section “500.12.3.28 — Questions — 500.8.18 — Non
Compliance Letter”
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500.8.19 OQutstanding Balance Letter

The CCIS sends an Outstanding Balance Letter to any provider who has
a negative adjustment due to an overpayment and no longer has active
enrollments from which to recoup the overpayment.

The Outstanding Balance Letter details the amount of the recoupment,
which includes the percentage deducted from the total amount of the
check until satisfied and the “Adjustment Authorization Date” as well as
the “Amount Recouped” and the “Outstanding Balance”.

In addition, PELICAN CCW displays on the Outstanding Balance
Letter, the invoice amounts before and after the adjustment and the
name(s) of the child(ren) affected by the adjustment. The “Adjustment
Reason”, if entered by the CCIS in PELICAN CCW, will also print on
the Outstanding Balance Letter.

To manually generate the Outstanding Balance Letter using the button
provided on the Invoice Adjustment Details page, the CCIS must
complete the following steps in PELICAN CCW:

1. Processes a paid pending adjustment with a negative amount.
2. Wait for the nightly batch process to run.

3. Navigate to the Invoice Adjustment Details page.

4

Click the “Outstanding Balance Letter” button at the bottom of

the page.
Number | [ Cevel | ] | I |
|26/ | . EDWARD | Yor |FT 20 | $36.76 $735.20|
copay |5 | $(15.00) $(75.00)
Enrollment SubTotal: 4660.20
FTY, ' . NEVA ot JFr [20 | $3s.44]  s708.80|
Enrallment SubTotal: $708.80
[26/ [ , DEON [ vsa [rT s ] $28.50] $142.50|
Enrollment SubTatal:| $142.50|
Enrollment Tatal: $1,511.50
| Invoice Totalk: $1,511.50
Adjustment Difference
Description | Tatals |
Ornginal Invoioe $1,583.70
New Invoice| $1,511.50|
Invaice Dllhren:e:[ l(?z.zn}j
Select New Adjustment Settlement Method:
-
C E ADJUSTMENT SETTLEMENT METHOD GENERATE RECOUPMENT LETTER

UTSTANDING BALANCE LETTER PREVIOUS
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See example of the Outstanding Balance Letter below.

Page 1
Commonwealth of Pennsylvania
Department of Public Weltare
QUTSTANDING BALANCE LETTER
CCIS of Centre County
2565 Park Ceniter Boulevard Suite #100
State College , PA 16801
(814) 231-1352
Payee: LORI
AVENUE
PLEASANT GAP, PA 18823
(814)

This letier is being sent 10 you because you have not paid your overpaymant in full and
will not receive ancther check from the CCIS. The information regarding the total
outsianding recoupment amount is shown below,

Tolal Recoupment Amount: ${85.00)

The pescantage deducted from the iotal amount of
gach check untl satsfied:

Adpustment Authorization Date: 1FI0S

100.00°%

Amouni Recouped: $18.00
Cutstanding Balance $(57.00)

Imvoice #:

Provider 1D : "

Prosider Location: LoRi

Senice Pariod: Hovember 2004

Adjustment Reason: ended 2 enroliments ellective 11202004

Fecouped Details:
Invoice Before Adjustment: $E20.00

Invoice After Adustment: $585.00

Calculated Recoupment Amount $(85.00)

Recoupad Recouped against
Agansl Adustment for
Invoacs 1D Irvoice 1D

Actual Recouped
Armount

Payment
(e}

To106 105400 $18.00

Caleiuilated Total Recouped Amount: $18.00

Caleulated Outstanding Balance: $(67.00)

!Dan: &/ 172005 Cormespondance 10 Pagas 10f 2
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Page 2

Provider ID : “1 Mame: LORI

Invalce ¥:

In sccordance with the provisions of your Provider Agreement, you
must cooparate with the Child Care Information Sorvices (CCIS)
agency in the repayment of duplicate child care payments and
correction of billing errors. You must submit the total outstanding
recoupment ameunt to the CCIS immediately.

Fallure 1o return the total amount may result in a referral for legal
action.

Sincerely,
CCIS of Ceniré County

Date: 4712005 Comespondeance 10: Page 2 of 2

Return to Table of Contents

See Manual Section “500.12.3.29 — Questions — 500.8.19 —
Outstanding Balance Letter”
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500.8.20 Payment Summary

The CCIS sends the Payment Summary to a provider or the p/c (for
in-home care) so the payee has a document detailing the payment
calculations.

The Payment Summary includes the “Correspondence ID”, “Payment
Amount”, “Payment Date”, “Invoice ID”, “Provider ID”, “Master
Provider Index (MPI) ID”, “Provider Legal Entity”, “Provider
Location”, “Provider Type”, “Service Period” and “Invoice Amount” for
each Invoice included in the payment.

The Payment Summary also includes details on a per-child basis, sorting
the “Care Level” from youngest to oldest.

For a Full-Time (FT), Nontraditional Full-Time (NFT), Part-Time (PT)
or Nontraditional Part-Time (NPT) unit of service, the “Amount”
column contains the daily amount paid to the provider for the child. A
Keystone Stars add-on amount will display under the “Amount” column,
as appropriate.

For the “Co-pay Unit”, the number of weeks as well as the aggregate
amount of all four weeks is listed in the table.

The “Subtotal” for each child reflects the “Co-pay Deduction”.

If a “Local ID” was entered for the provider, it would appear in the
“Payment Calculation Summary” portion of the Payment Summary.

PELICAN CCW generates the request for a Payment Summary during
the nightly batch process. The CCIS may then view the request the
following day using the Correspondence Search page.

The CCIS may choose to print the Payment Summary in a “Summary”
or “Detail” format using the Correspondence Settings page in
PELICAN CCW.

The “Summary” format lists only the enrollments to which an
adjustment applies; whereas, the “Detail” format provides a list of all
enrollments, including those not associated with an adjustment. For
additional information regarding Correspondence Settings, see Manual
Section “500.9.5 — Correspondence Settings”.
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The CCIS may manually generate the Payment Summary from the
Payment Home page in PELICAN CCW using any of the following
methods:

1. Enter the “Payment ID” in the “Print Payment Summary” row
and click “Go”.

Help | Logout

m pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELTICA AWM

Child Care Works ~ Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invi

Payment Home

Description Invoice ID Payment ID Provider ID

Enter Invoice Received GO
Enter Attendance GO
Calculate Inveice GO
Authorize Invoice GO
View Invoice Detail GO ]
View Invoice Status History GO ]
Print Attendance Invoice GO [Z]
View Payment Details / Enter Paid Dates GO
Process Return Payment GO ]
Print Payment Summary 1sgz101 | GO ]
Process Adjustment ] GO
Enter Provider Advance Payments - GO ]
View Provider Intercept Summary - GO

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.3.3

PELICAN CCW will then navigate to the Print Single Payment
Summary page and the user must click the “Print Payment
Summary” button.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

| ¥TD Payments | CAMIS Invoices

Print Single Payment Summary [zelect. . . v |GO ]
Paid 11/18/2008 i Cetober 2003 Paper Check

| Payment ID ‘ Reporting Period ‘ Payment Status | Payee Name ‘

|October 2008 [eaid [5arBaRA |

LPRH‘JT PAYMENT SUMMARY CANCEL[]

UserlID: b-test221 | Office: CCIS of Dauphin County Systemn Acceptance Test | Version

PELICAN CCW will then display a confirmation message to the
user.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAWM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invoices

Print Single Payment Summary [zeleet. . . [w]G0

Payment ID

| [Dctober 2003 Faid BARBARA
[PRINT PAYMENT SUMMARY ] CANCEL(D

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version
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2. Click “Payment” on the Sub Navigation bar, search for the
payment, select the checkbox next to the payment and click
“Print Payment Summary”.

Help | Logout

PELICA AWM
Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

m pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invoices

Print Group Payment Summary

Paid |Payment | VT # | Payee Name |Reporting Office Payment| Payment Status Return
Date ID Period Amount Status Date Status
BARBARA October CCIS of Dauphin £0.00|Paid 11/19/2009 (None
2008 County

LI'-'RINT PAYMENT SUI'.'II'.’IARY CANCEL[Z]

UserlD: t-test221 | Office: CCIS of Dauphin County

PELICAN CCW will then navigate to the Print Group Payment
Summary page and the user must click the “Print Payment
Summary” button.

Help | Logout

m pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks

PEL C L]
Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invoices

Print Group Payment Summary

Paid |Payment|VT # | Payee Name |Reporting Office Payment| Payment Status Return
Date ID Period Amount Status Date Status
BARBARA October CCIS of Dauphin £0.00|Paid 11/15/2009(None
2008 County

LI'-'RINT PAYMENT SUI'.'II'.’IARY CANCEL[Z]

UserlD: t-test221 | Office: CCIS of Dauphin County Systemn Acceptance Test | Version

PELICAN CCW will then display a confirmation message to the
user.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
P LI CAWM

E
Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invoices

Print Group Payment Summary

- Noo07: Group Payment Summary Print successfully submitted. Go to Correspondence to release
Paid |Paymentficorrespondence ID 6288771
Date D —— e —
BARBARA Cctober CCIS of Dauphin $0.00|Paid 11/19/2009|None
2008 County

LITRINT PAYMENT SUI'."II'.'IARY CANCEL[Z]

UserID: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.3.3
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3. While reviewing an invoice or payment, click the “Select...”
drop-down box, choose “Print Payment Summary” from the list
and click “Go”.

Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICA AWM

Child Care Works Home | R&R. | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | | Providers | Case | CCIS Invoices | YTD Payments | CAMIS Invoices
Payment Detail Select. . . [+
E {
Payment ID
BARBARA Paid 11/19/2009 $0.00 Return Payment Processing
[Brint Payment Summary]

Payment Details

Faid Date | 11/19/2008 ‘Check Number |

SAVE[Z] CAMNCEL

Issuance Information

| Date/Invoice | Return reason Adjustment Status Issuance Status Amount
[N DATA FouND

Payee Information

Payee Line 1 BARBARA Address Line 1 RD
Payee Line 2 Address Line 2

Phone Mumber (717) City, State, Zip ARRISEURG, PA 17104
Restricted Endorsement Mo Lewy Payment Mo

Payment Line Items

Invoice ID | Provider Name | Service Period Payment Amount
[BaRBARA |september 2008 50.00
Total: $0.00

UserID: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version

PELICAN CCW will then navigate to the Print Single Payment
Summary page and the user must click the “Print Payment
Summary” button.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks

PELICAM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | Payments | Providers | C Invoices | YTD Payments | CAMIS Invoices
Print Single Payment Summary [zelect. . . w |GOL]
BARBARA Paid 11/19/2009 o] October 2009 Paper Check
| Payment ID ‘ Reporting Period ‘ Payment Status | Payee Name ‘
|October 2008 [eaid [5arBaRA |

E-'RH‘JT PAYMENT SUMMARY CANCEL[Z]

UserlD: b-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.

PELICAN CCW will then display a confirmation message to the
user.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICA AWM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Invoices | Payments | Providers | Case | CCIS Invoices | YTD Fayments | CAMIS Invoices

Print Single Payment Summary [select. .. [v]com

Payment ID
[ W 207: Payment Summary Print successfully submitted. Go to Correspondence to release Corresp

| |October 2008 Paid BARBARA
[FRINT PAYMENT SUMMARY 5] CANCEL]

UserlD: ttest221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.3.3

Page 199 of 328



CORRESPONDENCE

See examples of the Payment Summary below.

Detail

Finalized 3/24/10

SEE MANUAL SECTION “500.9.5 —- CORRESPONDENCE

SETTINGS”
Page 1
PROVIDER PAYMENT SUMMARY
Payment
CCIS of Cumbedand'Pesrry County
1415 Trnde Rd. Suite 201
Carlishe, PA 17013-5718
(T17) 2434014
Pay To:
SHERRY
ST
DUNCANNON, PA 17020
Payment Amount 3142495
Paymeant Date Q7712572005
Payment Calculation Summary
Wvoice 10 MPI 1D Provider 1D : Prombr Legal Entity | Provider Location _|Type | Service Period Amount
SHERRY SHERRY RN | March 2005 514495
Total Payment Amount: $144.95
Payment Calculation Detail
Invoice #:
Provider Location: SHERRY
Service Period: March 2005
Individual County' Number
Number Recora® Child Name Care Lovel Unit of Days Amount Totad
Adjustment R New Enroliment Added
Before Adjustment
, DRAVYN Preschool (37 mos -K) NFT 23 $13.0 $306.13
COPAY 4 (530.00)  ($120.00)
Subtotal 186.1)
LBRETT Praschool (27 mos.-K) FT 23 $10.65 $244.95
COPAY 4 (525.00)  ($100.00)
Subtotal 14495
,TRENT Preschool (27 mos -K) FT 23 $1065 $244 95
Subtotal 24495
Total for Before Adjustment - $578.03
After Adjustment
, DRAVYN Preschool (37 mos. K) NET 23 $13.31 $306.13
COPAY 1 (53000) ($120.00)
Subtotal 186.13
,BRETT Preschoo! (37 mos.-K) FT 23 $1065 $244.95
COPAY 4 (S25.00)  (S100.00)
Date: Q7262005
Pt SRR Correspondence 1D:
e & Page 10 2
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Page 2
PROVIDER PAYMENT SUMMARY
Payment
Payment Calculation Detall Continued
Involce 8:
Provider Location: SHERRY
Service Perlod: March 2005
Individual County/ Number
Number Record? Child Name Care Level Unit of Days Amount Totad
Subtotal 14495
TRENT Preachoo! (27 mos.-K) FT 23 $1065 $244 9%
Subtotal 24495
MAXWELL Preschool (37 mos . X) FT Pal $10.65 $244.95
COPAY - {$25.00)  ($100.00)
Subtotal 14495
Total for After Adjustment : $720.98
Invoice Differsnce: $14495
Adjustment Amount: $144.95
Invoice Subtotal: $144.95
Invoice Total : $144.95
Date: 07262005
Payment Summary - Correspondence ID:
? . Page 2 of 7
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Summary
SEE MANUAL SECTION “500.9.5 - CORRESPONDENCE
SETTINGS”
PROVIDER PAYMENT SUMMARY
Payment
CCIS of CumberlandPerry County
1416 Trindle Rd, Suge 201
Carksle, PA 17013.9718
(717) 2434014
Pay To:
SHERRY
ST
DUNCANNON, PA 17020
Payment Amount 514495
Payment Date 071262005
Payment Calculation Summary
Invoice ID MPI ID Provider ID Provider Legal Entity | Provider Location Type | Service Period Amount
SHERRY SHERRY RN | March 2005 $144 95
: Total Payment Amount: $14495
Payment Calculation Detail
Invoice #:
Provider Location; SHERRY
Service Period: March 2005
indivdual County’ Number
Number Records Child Name Care Lovel Unat of Days Amount Total
Adjustment Reason; New Enroliment Added
Before Adjustment
Total for Before Adjustment : $0.00
After Adjustment
. MAXWELL Preschool (37 mos..X) FT 23 $10.65 $24495
COPAY K ($25.00} ($100.00)
Subtotal 14495
Total for After Adjustment : $144 95
Invoice Difference: $144.95
Adjustment Amount: $144.95
nvoice Subtotal: $144.95
Invoice Total ; $14495
Date: Q72672005
o Correspondence ID:
Payment Summary - Page 11

Return to Table of Contents

See Manual Section “500.12.3.30 — Questions — 500.8.20 — Payment
Summary”
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500.8.21 Recoupment Letter

The CCIS must send a Recoupment Letter to any provider or payee who
has a negative adjustment due to an overpayment.

The Recoupment Letter details the amount of the recoupment, the
“Maximum Recoupment Percentage “and the “Adjustment
Authorization Date”, as well as the “Invoice Calculations” before and
after the adjustment. The “Adjustment Reason”, if entered, will also
display on the Recoupment Letter.

When there is a “Physical Address” and a “Payment Address” available
for the “Payee Type”, the “Payment Address” will display on the
Recoupment Letter.

The child(ren) affected by the adjustment are displayed in bold for easy
recognition.

PELICAN CCW generates a Recoupment Letter automatically during
the nightly batch process when the CCIS processes a negative
adjustment. The CCIS can also manually generate the Recoupment
Letter using the button provided on the Invoice Adjustment Details page.

I T

Humber | Level | |

26 . EDWARD ¥OT FT 20 3676 73520

Copay |5 £(15.00) 2(75.00)

Enrallment SubTotal: S0, 20

26/ | , NEVA [ our FT [zo | $35.44 £ 708,80

Enrallment SubTotal: ST0E. B

26/ | , DEON [ vsa |FT [s | $28.50 §142.50

Enrollmeant SubTotal: £142.50

Enrallment Total: #1,511.50

Invoice Total: $1,511.50

Adjustment Difference

Description l Totals

Qrginal [ﬁh‘ﬂlﬂu&l §1,583.70

Neaw Invance $1,511.50

Invoice Difference: $(72.20)

CHAMNGE ADJUSTMENT SETTLEMENT METHOD
DUTSTANDING BALANCE LETTER

Select Meve Adjustment Settlement Method:

ENERATE RECOUPMENT LETTER

FREWIOWNE

The CCIS may choose to print the Recoupment Letter in a “Summary”
or “Detail” format using the Correspondence Settings page in
PELICAN CCW.

The “Summary” format lists only the enrollments to which an
adjustment applies; whereas, the “Detail” format provides a list of all
enrollments, including those not associated with an adjustment. For
additional information regarding Correspondence Settings, see Manual
Section “500.9.5 — Correspondence Settings”.

See examples of the Recoupment Letter below.
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Detail
SEE MANUAL SECTION “500.9.5 - CORRESPONDENCE
SETTINGS”
Page 1
Commonweaith Of Pennsylvania
Department of Public Weltare
RECOUPMENT LETTER
CCIS of York County
13 W. Market Street
York PA-17401
(717) 854-2273
Payee:
MARKET STREET
YORK
PA17404

Dear Child Care Provider,
This letter is being sent to you regarding the child care payment(s) sent 1o you for which you were not entitied,
The Information In reference 1o the overpayment is shown below.

upment amolsnt $(18,70)
ximum Recouprnent Percentage 100%
ent Authonzation Date 111262003
Recoupment Adjustment Detail

Invoics #:

Prowder Location:

Service Period: September 2003
Adustment Reason:

Date: 09212004 Cocrespondence 1D: Page 1ol &
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Page 2

fnfant (0-12 mas.] FT 14 32400 $335.00

cop 4 8{20.00) 3$(80.00)

Young Todder (13-24 FT 16 $23.00 $363.00
moé. |

coP 5  §{2500) $(125.00)

Young Todder (13-24 FT 22 $23.00
mes.|

copP 5 3500 $(25.00)

Ofder Toddler (25-06 FT 2 32200 $464.00
mes.|

cop 5 $1500) ${75.00)

Ofder Toddler (2635 ET 18 32200 $395.00
mee. |

Prescheal (37 mos.-K) FT 2 $19.00 S418.00

copP 5  §(B5.00) $(325.00)
Preschool (37 mos-K) FT 18 $19.00 $342.00
cop 5  $/25.00) §(125.00)

Prescheol (37 moe.-K} FT 16 519.00 $304.00

Page2 o' 5
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Page 3
Invoice Calculation Before Adustment
Individual County/  Child Name Care Level Number
Number __ Record S ‘ Unit Of Days _ Amount Total
Young School-Age PT 2 312.00 $264.00
(1st-3d gr.)
copP 5 $(15.00) $(75.00)
Enroliment Subtotal: $189.00 |
Older School-Age (4th PY 2 $12.85 $202.70
gr-13 yrs.)
Enroliment Subtotal: $282.70 |
Enroliment Total: 1$2,720.70 |
Invoice Penalty: $(311.60)
Involce Total: $2409.10
Page3 ol 5
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Page 4
Invoice Calculation After Adjustment
individual  County/  Child Name Care Level Number
_Number __Record ‘ e —Orupa Provent L
Infant (0-12 mas.} FY 8 324.00 £(144.00)
FT 6  $24.00 $144.00
FT 14 $24.00 $335,00
cop 1 $/20.00) $20.00
CoP 4 $(20.00) $(20.00)
coP 1 ${20.00) $(20.00)
Envoliment Subtotal: | £256.00 |
Young Todder {13-24 FT 16 323.00 $363.00
mee.}
coP 5 $(2500) ${125.00)
Enroliment Subtotal: $243.00 |
Young Toader (13-24 FT 2 $23.00 $506.00
mee.|
copP 5 §(5.00) $(25.00)
Envoliment Subtotal: 48100
Oider Toddler (25-36 FT1 2 322.00 548400
moes.)
cop 5 $1500) $(75.00)
Enroliment Subtotal, $409.00 |
Otder Toddlor (2636 ET 18 §22.00 $256.00
mes. |
COP 5 $(30.00) ${150.00)
Enroliment Subtotal: $246.00 |
Cidar Toddler (26-35 ET 8 32200 ${132.00)
mes. |
FT 6 32200 $132.00
Enroliment Subtotal: $0.00 |
Preschool (37 mos -K} FT 2 $19.00 $413.00
coP S $(85.00) ${325.00)
Paged o!'5
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Page 5
Invoice Calculation After Adjustment

individual County/  Child Name Care Level Number g
Preszheal (37 mos.K) FT 18 $19.00 $342.00
cop 5 $(25.00) $(125.00)
Envolment Subtotal; s21700|
Prescheal (37 mos.-K) FT 18 $19.00 $304.00
Young School-Age PT 2 31285 $2682,70

(1st-3rd gr.)
PT 22 $12.00 $264.00
PT 7] §1285 $282.70)
cop 5  $/15.00) $(76.00)
Envoliment Subtotal: $180.00 |
Older School-Age (4th PT 2 $1200 $264.00
gr-13 yrs.)
PT 2 $1285 $(282.70)
PT 2 $12.85 $282.70
Envoliment Subtotal: $264.00 |
Enroliment Total:  $2,702.00
Inverce Penalty: $(311.60)
Adjustment Difference
Description Totals

Original Invoice $2,409.10

New Invoice $2,390.40

Adjustment Recoupment Amount $(18.70)

In accordance with the provisions of your Provider Agreement, you must cooperate with the Child Care
Information Services(CCIS) agency In the repayment of duplicate child care payments and correction of billing
errors. Please contact the CCIS at thet above number within ten days of the date of this letter 10 make
arrangements to pay the total amount due, Failure to contact the CCIS to make arrangements to return the total
amount due may result in referrals for legal action and termination of your Provider Agreement.

Sincerely,

CCIS of York County

Page5 o' 5
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Summary
SEE MANUAL SECTION “500.9.5 - CORRESPONDENCE
SETTINGS”
Page 1
Commonwealth Of Pennsylvania
Department of Public Welfare
BECOUPMENT LETTER
CCIS of York County
13 W. Market Street
York, PA 17401
(717) 854-2273
Payee:  BARBARA
STREET
YORK, PA 17403

(717)
Dear Child Care Provider,

This letter Is being sent to you regarding overpayments made by this office for child care services. The
Information regarding the overpayment is shown below,

Total Recoupment Amount | $(386.25)

percentage deducted from the total amount of sach check urtl satisfied | 100%¢

Adjustment Authorization Date | 0512712004

Recoupment Adjustment Detail

Ivokce £

Provider 1D :

Prowder Lecation: BARBARA
Service Pericd: Aprll 2004
Adustment Reason;

Invoice Calculation - Before Adjustment

m—ml.'
__Care Level Unit Of Days |
Preschool (37 mos.X) NFT 21 $21.28 $446.28
Copay 1 ${50.00) $(50.00)
Erroliment Subtotat $386.25
Enroliment Total: $366.25

Date: 09212004 Correspondence 1D: Page 10l 2
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Page 2
Invoice Calculation - After Adjustment
Provider 1D : Name: BARBARA
Invoice #:
Individual  County/ Number
_Number __Record# __ Child Name Care Level ]
Enroliment Subtotal: $0.00
Enrollment Total: $0.00
Invoice Total: $0.00
Description Totals
Original Invoice $386.25
New Involce $0.00
Ad|ustment Recoupment Amount $(386.25)

In accordance with the provisions of your Provider Agreement, you must cooperate with the Child Care
Information Services(CCIS) agency in the repayment of duplicate child care payments and correction of billing
errors. If you are not satisfied with percentage listed above or you do not expect future payments from this CCIS,
contact the CCIS at the above number within ten days of the date of this letter. Failure to return the total amount
due may result in referrals for legal action and termination of your Provider Agreement.

Sincerely,

CCIS of York County

Date: 09212004 Correspondence 1D: Page2ol2

Return to Table of Contents

See Manual Section “500.12.3.31 — Questions — 500.8.21 —
Recoupment Letter”
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500.8.22 Redetermination Letter/Packet

The CCIS must send the Redetermination Letter/Packet to the p/c,
following generation by PELICAN CCW, along with the following
verification forms, as appropriate:

1. CY 925 - Employment Verification form
CD 930 — Training Verification form

CD 924 — Education Verification form
CD 878 — Medical Assessment form

PA 1747 — Domestic Violence Verification form

I L T o

Self-Employment Verification form

As set forth in § 3041.130(b)(1) (relating to redetermination of
eligibility), “Prior to the redetermination, the eligibility agency shall
provide the p/c with the Department’s form listing the following
information last reported for each p/c or child in the family:

(i) Earned income.

(i)  Unearned income.

(iii) Hours of work, education and training.
(iv) Family composition.

(v) Address.”

As set forth in § 3041.131(a) (relating to procedures for
redetermination), “No earlier than 6 weeks prior to
redetermination, the eligibility agency shall send the family a form
that lists the factors that will be reviewed for the redetermination of
eligibility and explain the verification that will be needed to
complete the redetermination.”

The p/c is required to review the Redetermination Summary and
indicate any changes in information, if appropriate, by updating the
information in the gray rows that are provided. The p/c is also
required to sign and date the “Affidavit” section of the form and
return the entire form to the CCIS along with all required
verification.

The Redetermination Letter provides detailed instructions regarding
how to complete the Redetermination Summary. The
Redetermination Letter also provides detailed instructions regarding
how the p/c may complete the redetermination online via the
Commonwealth of Pennsylvania Access to Social Services
(COMPASS) website.

If the p/c completes the redetermination via COMPASS, the signed
Affidavit is NOT required. “E-signature” is used as the DPW
standard for COMPASS applications and redeterminations.
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The CCIS must receive all required verification forms prior to answering
“Yes” to “Has the Redetermination Packet been returned” in PELICAN
CCW.

As set forth in § 3041.131(b), “If the p/c submits only some of the
required verification elements prior to the redetermination, the
eligibility agency shall request in writing that the p/c submit the
additional verification no later than the family’s redetermination
date.”

Per policy, if the p/c fails to submit all of the required verification
necessary to complete the redetermination, the CCIS must send a
Missing Information Letter to the p/c requesting the additional
verification needed to complete the redetermination no later than the
redetermination date.

A Redetermination may be processed when the required verification
forms have been received or no later than the Redetermination Date. If
only the signed Affidavit is missing, CCISs must process the
redetermination and determine continuing eligibility.

As set forth in 8 3041.131(d), “The eligibility agency shall send a
written notice to the p/c regarding failure to provide required
verification only after the family’s redetermination date.”

Per policy, if the p/c fails to submit all of the required verification by
the family’s redetermination date, the CCIS must generate and send
an AA for failure to complete the redetermination.

If the p/c does not return the sign Affidavit with the Redetermination
Summary, the CCIS must send the p/c a Missing Information Letter
along with a copy of the unsigned Affidavit that requests the p/c’s
signature and indicates the due date for receipt. If the signed Affidavit is
not received by the due date, the CCIS must generate an AA.

REMINDER: A signed Affidavit is not required for COMPASS
redeterminations.

If a family has a child(ren) on the waiting list and there are no active
enrollments, “Waiting List” is displayed in bold on the Redetermination
Letter.

Each Redetermination Letter/Packet contains a Redetermination Letter
and a Redetermination Summary form, which displays case information
exactly as it is entered in PELICAN CCW.

The Redetermination Letter/Packet is not available for central printing
because of the additional forms the CCIS must include when mailing the
Redetermination Letter/Packet to the p/c. For additional information
regarding central printing, see Manual Section “500.9.4.5 — Central
Printing”.

PELICAN CCW generates a Redetermination Letter/Packet six weeks
prior to the “Redetermination Date”, which is displayed under the
“Redetermination Details” section on the Family Composition Eligibility
Results page in PELICAN CCW.

See the screen shot below.
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. . . ) . Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAM
Child Care Works Home | R&R | Provider | | Payments | Reports | Correspondence | Administration
Client Search | Enrollment Search | Inbox Home | OCDEL Policy
Family Composition Eligibility Results Select. . . [w]s0

County Record i | Parent/Caretaker Caseload ID

2z | | CCIS of Dauphin County pen Redetermination

FC Eligibility Result : Former TANF
Run Date 1/8/2010 8:16:08 AM
Status Open

Mode Redetermination

Eligibility Status Eligibility Begin Date Eligibility End Date
Eligible 03/13/2008 01/08/2010
Eligible [+ ] 01/09/2010

Failure Reasons

‘ Failure Reason Code

UPDATE

Eligibility Override Details
Cverride Code Select... [.,]

Cverride Comments

Redetermination Details
Redetermination Date 07/10/2010

Cverride Code |select.. [V]

Cverride Comments

Co-pay Results

Family Size Adjusted Annual Weekly Co-pay Co-pay Effective
Income Date
$24,417.12 $10.00 01/25/2010

INDIVIDUAL RESULTS [7] ELIGIBILITY DETAILS SAVE COHFIRM HISTORY CASE PROFILE SUMMARY CAHCEL

UserlD: t-test221 | Office: CCIS of Dauphin County Systern Acceptance Test | Version 8.0.2.3

PELICAN CCW automatically generates the Redetermination
Letter/Packet during the nightly batch process. The Redetermination
Letter/Packet is available in two formats:

1. Asingle PDF file containing up to 30 combined packets (i.e., for
30 individual cases) for local printing.

2. Multiple PDF files containing only one file per packet (i.e., for a
single case) that can be printed locally.

NOTE: The CCIS may search for multiple PDF files only
using Co/Record Number.

The format is determined at the office level and is driven by a reference
table that is monitored by OCDEL’s Bureau of Subsidized Child Care
Services staff.

NOTES:

1. Redetermination Packets can be viewed by removing the
User ID and Co/Record Number and searching from the
Correspondence Home page.

2. ltis recommended that the Correspondence ID of the
Redetermination Letter/Packet be recorded individually
per case in the Case Comments within PELICAN CCW
as a reference.

3. If the CCIS must locate a specific case using the
Co/Record Number within a multiple PDF packet, open
the PDF and search the document by Co/Record Number.

See an example of the Redetermination Letter/Packet below.
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Page 1
REDETERMINATION LETTER
CCIS of Dauphin County
110 North 26th Street
Harrisburg, PA 17103
Worker Name:  DAVID J,
Phone Number: (717) 555-1111
CO RECCRD
MAIN ST 22
HARRISBURG, PA 17103-2021
Date: 03/20:/2008

Dear

You must submit information to our office_no later than 95012008 in arder to maintan your eligibility for subsidzed chid care

You may update your information using !e anclesad Redetermination Summary Form OR you may update your information onina,

If you have any guestions about what prool you must submit for changes or require assistance in completing your Redelermination Padket,
please contact our office immmediatety,

INSTRUCTIONS FOR UPDATING INFORMATION USING THE ENCLOSED FORM:
The form gives you the mast cusrent information you regorted 10 our office. Please review the information on the farm carefully,

If there are NO CHANGES to the information on the form:

+ Sign the form;

* Provide proof of pay recawed for 4 weaks out of the past 6 weaks; and
* Retun ALL PAGES OF THE FORM 1o aur office.

If there are CHANGES to tha infarmation on the form:

* Note the changes directly en the foem;

+ Sign the form;

* Provide prool of the changes you noted;

* Provide peool of pay received for 4 weeks out of the past 8 weeks; and
* Retun ALL PAGES OF THE FORM 1o our office.

INSTRUCTIONS FOR UPDATING INFORMATION ONLINE:

If you would prefer %o update your inlarmation crlne you must:
+ Go 1o www.compass.siate.pa.us and click on *| Gat Sanvcas Now:"
* In the "Rerew Benefits” saction, click “Continue,”
+* Choose "A Subsidizad Child Care Redetermination;” and dlick "Continue;”
+ Type in the following 3 tems in the spacas provided on tha web page:
1. Your Social Security Number®. and
*NOTE: ¥ you have never reponad yow Socia! Sacury Number (o (he COIS, you miV Do wnalve 10 upaate your ivanmerion anine.
2. Your CountyHacerd Number: 22/0393399, and
3. Your family's Redelermination Date: 05/01/2008.
+ Chick “Continue,” then compare the information orline to the information shown on the encksed Redaterminason Summary Form;
* Update any infermation that has changad or add information as naeded by following the anine drectons;
* Click *Submit” when you are finshed updating your information onineg;
+ Provide proot of the changes you made or of tha informasion you added oning;
* Provide preot of pay recaived far 4 weaks out of the past 6 weeks.

If you nead help whie updating your information oning, click on *Halp "
ou must also submit a Medical Assessment Form completed

it 2 D YO SPOYISS Dave 4231115, )
by a licansad physician or peychalogist.
1 you are recaiving subsidy for 3 foster child, you must submit written verfication by the county chidran and youth agency indicating whethee
1he child cortnues (o be a foster child,

Sincarely,
CCIS of Dauphin County

Correspondence ID:
Co'Record #
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Page 2

Redetermination Summary Form

Pigase make any corrections to prnted information by writing the correct Information n the gray row dirgctly underneath
the infocr mation you need ta correct. |l you need fo add additional family membars, please add their infor mation n the
axtra two rows at the enc of each gection. I you need 1o remove a tamily member, please cross oul thair infor mation.

SELF F 051041985 X Waite Non-Hgpanc

Demographic Information

JANEY M Daughtor F 02/03/2006 X Whito | Higpanic

Address & Telephone Information

MAIN 8T HARRISOLAG PA_ 171133130 |Dauphin
Work 1717} 8g0-
)
Home (717} 555 WHENEVER
[

Parent/Caretaker Employment and Wage Information

FENN DOT Employment 5 20,000 00| 04)22/2007 40

Parent/Caretaker Education/Training Information

Correspondence ID:
Co'Record # CONTINUED ON NEXT PAGE
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Page 3

Redetermination 8ummary Form
Disability Information
Intormation in the following sectan pertaing to all of the family mambars with a disabsty.

1t & parant or caretaker In your homa has a Bsadility and does not recelve disabidly payments, 3 medcal assassmant
form must be attached. The medical assassmeant musl be completed by a licensed physician. A copy of the medical
asgesgmant form i avallable at your local CCIS.

Immunization Intormation

Other Income and Deductions

Please attach proof of all income and expenses. For emplyment income please provide proct of pay recewved for 4
weeks out of the pasi B week period, For sell employment, please include & copy of your mos! recent tax return. For
unearnad Income provide 8 copy of a check, chedk stub, or other cocumentaton. Income Includes, but Is not limited
ta: maney received for babysitting children, roem and board, rent money receivad, Social Security, SS1, child support,
Unemploymaent or Worker's Compansation, money tor college or training, dividends or Interest earned, pensions,
commissions and union pay received. Medical expenses include doctor dills, hespital bills, health care premiums,
medication expenses, bils for prosthetic devices and/or bills for durable medical equipment, Medical axpenses must
have been incurred within the past 90 days ang must be expocted 10 continue %or the next 6 months,

Other Income

Deductions

Other DPW Benelits
Do you receive:

Correspondence ID:
Co'Record # CONTINUED ON NEXT PAGE
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Page 4

Redetermination Summary Form

Affidavit

I swaar or altirm that | have read or have had 1his redetermination packet and summary lorm read 10 me in full. By my
signature, | attest that all mfarmation | have given I3 true, correct and completa 1o the best of my ability, knowledge and
belied. Also | have received a written copy of my rights and respensibifities. | understand that ntormation contained in
this form may be cross referencac with the Departmant of Public Wellare Programs, Further, | understand that | can be
peralized by hing or Imprisonmant or subsidized child carg ingligibility by making any false statements or for my failure 10
repert any changes that may affect my eligiility status

Pargnt/Caretaker Signature Date

Parent/Caretaker Sygnature Date

To be completed by the CCIS Only

Family continues to be eigitie from LJ
Family 5 no longer eligible D
CCIS Represantatve Signature Date
CCIS Representative Supervisor Signature Date
Correspondence ID:
Co'Record ¢

Return to Table of Contents

See Manual Section “500.12.3.32 — Questions — 500.8.22 —
Redetermination Letter/Packet”
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500.8.23 Waiting List Funds Available Letter

The CCIS must send the Waiting List Funds Available Letter to the p/c
to inform the p/c the eligible child may now be enrolled because funds
have become available.

PELICAN CCW generates a Waiting List Funds Available Letter when
the CCIS authorizes a child for enroliment from the Waiting List and it
is that child's first enroliment. PELICAN CCW does NOT generate a
Waiting List Funds Available Letter for a child’s second or subsequent
enrollment.

Upon receipt of the Waiting List Funds Available Letter, the p/c must
either call the CCIS to indicate the choice of provider or, if the
face-to-face interview has not been completed, the p/c must schedule the
time to come in for the interview. To facilitate this, PELICAN CCW
generates the Waiting List Funds Available Letter using one of two
templates:

1. Face-to-face interview scheduling information 1S displayed.

2. Face-to-face interview scheduling information is NOT displayed.

PELICAN CCW generates the correct template based upon whether or
not a “Face-to-Face Date” is entered on the Household Information page
at the time that eligibility was assessed.

The “Enrollment Authorization Date” appears in the “Notification Date”
field on the Enrollment Detail page to enable the primary worker to see
when to take the appropriate action.

NOTE: For retroactive changes, the “Notification Date” will be no
earlier than the current date.

Alerts are also generated to remind the worker to take the action at the
correct time.

If a child is moved back to “Authorized” status (AUT) as a retroactive
change, the CCIS may generate the Waiting List Funds Available Letter
by clicking “Generate Correspondence” on the Enrollment Status
Information page.

NOTES:

1. If, prior to a retroactive change, correspondence was
generated, the CCIS must either “Cancel” the requested
Waiting List Funds Available Letter if it was not yet mailed
or follow-up with the p/c if the Waiting List Funds
Available Letter was mailed.

2. If the status remains “Authorized” for 30 days, PELICAN
CCW generates an alert to indicate the primary worker
must generate an AA.

3. If the status remains “Authorized” after the adverse action
period, PELICAN CCW generates an alert to the worker to
take the appropriate policy-defined action.

See examples of the Waiting List Funds Available Letter below.
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Face-to-face interview scheduling information 1S displayed

WAITING LIST FUNDS AVAILABLE LETTER

CCIS of Dauphin County
110 N. 26th Street
Harrisburg, PA 17103-1801

Worker Name: Tina
Phone Number. (717) 233-8454

CO RECORD
22

Date: 01/082008

CAMERON ST
HARRISBURG, PA 17101

Dear

Effective 01/09°2006, funds are available for

Please contact your CCIS Office at (717) 233-8454 by 02/06/2010 to discuss your child care arrangements and

schedule a face-to-face meeting. Failure to contact your CCIS office and meet the face-fo-face requirement will
affect your eligibility to receive subeidized child care.

Sincerely.

CCIS of Dauphin County

Correspondence 1D:
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Face-to-face interview scheduling information is NOT displayed

WAITING LIST FUNDS AVAILABLE LETTER

CCIS of Dauphin County
110 N. 26th Street
Harrisburg, PA 17103-1801

Worker Name: Bill
Phone Number: (717) 233-8454

CO RECCRD
22

Date: 01/082006

CAMERON ST
HARRISBURG, PA 17101

Dear

Effective 01/09/2006, funds are available for

Sincerely,

CCIS of Dauphin County

Correspondence ID:

Return to Table of Contents

See Manual Section “500.12.3.33 — Questions — 500.8.23 — Waiting
List Funds Available Letter”
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500.8.24 Welcome Letter

A CCIS provides the Welcome Letter to the p/c as a notification of
potential eligibility for TANF, FS or GA/WS2 child care services.

PELICAN CCW generates the Welcome Letter for TANF, FS and
GA/WS2 cases only when a child care request is made at the CAO.

PELICAN CCW automatically generates the Welcome Letter when the
CAO pushes a TANF, FS or GA/WS?2 case and the case is transferred
during the nightly batch or when the CCIS pulls a TANF, FS or
GA/WS2 case and these transfers are in “Processed” or “Processed with
Failures” statuses.

PELICAN CCW does not generate the Welcome Letter for all other
transfer statuses.

The Welcome Letter includes the CCIS return address information,
telephone number and worker name. The Correspondence ID and the
new Co/Record number are also displayed.

The letter contains standard text indicating that the p/c may contact the
CCIS for help in paying child care expenses.

See an example of the Welcome Letter below.
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WELCOME LETTER
CCIS of Dauphin County
110 N. 261h Streel
Harrisburg, PA 17103-1801 Worker Name: BOBEI G.
A Phone Number: {717) 233-8454
CO RECORD
22
Date: 09/06:2007
JOMHN
VARTAN WAY

HARRISBURG, PA 17110-0000

WELCOME TO THE CHILD CARE INFORMATION SERVICES (CCIS) AGENCY.

Dear JOHN

Your County Assistance Office (CAQ) referred you to our CCIS agency for help with finding and paying for child care.
It you need child care while you attend an actwity approved by your CAQ, please call the CCIS,

You may be eligible to receive subsidized chid care through the CCIS agency while you receive Temporary Assistance for
Needy Families (TANF), General Assistance or Food Stamps and attend an aporoved actvity.

The CCIS worker will tak to you about child care cheices and how the CCIS will help pay fer your chid care,

You must call the CCIS office no later than 15 days from the date of this letter to make your child care arrangements.

Sncerely,

CCIS of Dauphin County

Correspondence 1D

Return to Table of Contents

See Manual Section “500.12.3.34 — Questions —500.8.24 — Welcome
Letter”
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CORRESPONDENCE SUBSYSTEM IN PELICAN CCW

Within PELICAN CCW, correspondence is generated in one of two ways:

1. Changes in data cause PELICAN CCW to automatically generate a
correspondence request.

2. The CCIS user manually requests a correspondence and PELICAN CCW
processes the request.

The Correspondence Subsystem in PELICAN CCW does NOT track whether
correspondence is actually mailed to a p/c or provider. The CCIS must track the
mailing of correspondence that is printed locally. If problems are identified during
the central printing process, OCDEL Policy or Operations staff will contact the
affected CCIS(s) to inform the CCIS(s) of the problem and provide additional
instruction regarding next steps.

When generating correspondence automatically or when processing a manual
correspondence request, PELICAN CCW automatically retrieves the appropriate
case, provider and/or individual demographic information required for successful
generation. PELICAN CCW determines which address to use based upon address
availability as follows:

1. Correspondence Address or Service Mailing Address.
2. Physical Address or Service Location Physical Address.
3. Physical Address or Legal Entity Physical Address.

For in-home providers, PELICAN CCW uses the address information the CCIS
entered for the provider.

If the provider has a “Location Physical Address” and requires that correspondence is
sent to the Legal Entity, the CCIS must enter the Legal Entity’s “Physical Address”
or “Correspondence Address” as a “Correspondence Address” for the Location.

All versions of correspondence, whether the original or a duplicate, print with a
unique “Correspondence ID” or “Notice ID” for tracking purposes.

Currently, PELICAN CCW has the capacity to print correspondence in “English”
ONLY.

PELICAN CCW does NOT have the ability to complete “spell check”. If the CCIS
plans to enter lengthy text in the “Supplemental Text” field, when allowable, it is
recommended that the CCIS user enter the proposed text in word processing software
(i.e., Microsoft Word), complete “spell check” and then “copy” and “paste” the text
into the “Supplemental Text” field in PELICAN CCW.

The following subsections provide detailed explanation regarding the Correspondence
Subsystem in PELICAN CCW.

LMS

Return to Table of Contents
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500.9.1  Accessing & Searching for Correspondence

The following subsections provide details regarding the different ways a
CCIS user may search for correspondence within PELICAN CCW.

500.9.1.1 Correspondence Search page

The most common way to access and/or search for
correspondence in PELICAN CCW is via the
Correspondence Search page. The CCIS may access the
Correspondence Search page by using the
“Correspondence” selection on the Main Navigation bar
and clicking “Correspondence Search” on the Sub
Navigation bar.

Help | Logout
ﬁ pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Network
P E LI C A M
Child Care Works  Hoeme | R&R | Provider | Case | Payments | Reports AdMhnistration

Correspondence Search Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search m

Please select your search Criteria

Simple Search
Correspondence/Motice 1D |

Or Please Enter One or More of the Following...
Co/Record Number: | ,f" |

r Inc.Versions

-OR- Provider ID: | - | ™ Incversions

-0OR- Application Number: |

Correspondence: ISeIect... ;l District/ Cffice: ICCIS of Dauphin County ;I
User 10 It—test22l Caseload: |

Status: ISeIect... =] County: ISeIect... =]

Status Date From: Im Status Date To: Im

Seort Options: | Correspondence/Notice 1D in | Descending = | Order [T oy L concelled items in result
SEARCH RESET

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.2.103

The CCIS may complete a “Simple Search” by entering
the Correspondence/Notice ID and clicking “Search” or
the CCIS may enter any variation of the following search
parameters to locate the correct correspondence:

1. Co/Record Number.
2. Provider ID.

3. Application Number, for the Application Transfer
Letter and the Application Rejection Notice only.

4. Correspondence.

5. User ID.
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Caseload.
Status.
County.

Status Date From.

. Status Date To.

The CCIS may select any of the following “Sort Options”
in “Ascending” or “Descending” order to review the
search results:

1. Addressee ID.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
Child Care Works.

Correspondence Search

Home | R&R | Provider | Case | Payments | Reports Fresp | Administration

| Correspondence Settings | Print Settings | Document Piece Search

Your search criteria...

User ID t-test221
Begin Date 1/03/2010
End Date 1/11/2010
Office CCIS of Dauphin County
Ofz11:2 Frovider SRyment Summan Released 01/07/2010 Form §288770-1 N 1
Of21112 Provider ?;r‘;:;:t)s“'”““' Released 01/07/2010 Form 6288771-1 N 1 |
Pay = o
| FEEEY] Brovidar :rg_“iiltﬂ-”’”“s ¥ Ralessad 01/07/2020 Form 6288772-1 N
Ojz1112 Provider ?;r\;":i:i:tr Zehe Printed Locally 01/07/2010 Form 6288773-1 N 1 |
B — Payment Summary o . ; } e
Ofa1112 Provider (Provider) Relessed 01/07/2010 Form 6288774-1 N
O|z2z024 Client ‘S;:;“r" R bl Printed Locally 01/08/2010 Letter  §288337-1N 1 |
Olzzo27 Client Waitlist Funds Availasle Printed 01/08/2010 Letter  6288928-1N 1
Lattar Cantrally
L Waitlist Funds Available Printed » "
Ojazoz0 Cliant e Cantrally 01/08/2010 Letter  6288935-1 M 1 |
Cjeoozz v Applicant Application Transfer Letter  Printed Locally 01/08/2010 Letter  6288340-1 M 1
RELEASE VIEW PRINT LOCALLY CREATE DUPLICATE SUPPRESS UHSUPPRESS RETRY! HISTORY]
REFRESH

Page 1 of L

Simple Search
Correspondence/Notice 1D:

Or Please Enter One or More of the Following...

/

Co/Record Number; O ine.versions

-OR- Provider 1D: O 1nc.versions

-OR- Application Number:

Correspondence:

Select... w | District/Office: | £C1S of Dauphin County ~
User ID: t-test? 21 Caseload:
Status: Select... Ll County: Select... |L|
Status Date From: 1/03/2010 Status Date To: |1/11/2010

Sort Options: Addressee 10 v [in [ascending [w]| Orde ) M epgy, cancalled items in result

SEARCH [ RESET [

UserlD: t-test221 | Offica: CCIS of Dauphin County

System Acceptance Test | Version 8.0.3.3

The CCIS can sort the “Addressee ID” in
ascending or descending order. Ascending order
is shown above, while descending order is shown
below.
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Help | Logout

P RELITIEC

pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
Child Care Wo‘rk; Home | R&R C

lence | Administration

| Document Piece

Correspondence Search

Your search criteria...
User ID

Begin Date 1/03/2010
End Date 1/11/2010

Office CCIS of Dauphin County

Ofece 2oplicant Application Transfer Letter  Printed Locally 01/08/2010 Letter  £288340-1N 1
s : ’
[J|z2030 Client il S I 01/08/2010 Lstter  6288935-1N 1
[Ofzz027 Client Nt rmcs Avelable  [Paneect 01/08/2010 Letter  6288938-1N 1
[f22024 Cliant \Vaitist Funds Available  pinted Locally 01/08/2010 Letter  6288937-1N :
Olz11122 Provider Peyiment Simmary. Releazed Form 6288774-1 N 1
(Provider)
Ol2:122 Provider Payment Summan Printed Locally 01/07/2010 Form 62887731 1
(Provider)
rent'S o
Of21112 Provider S""f';:‘_l""“’“‘ Y Released Form 5288772-1 10 1
Ofz:11:2 Providar f;,"o’:‘i;:")s“""“"" Releszad Form 6288771-1 N 1
Ofziziz Y [erovicer Paymant Summary Relessed 01/07/2010 Form 62887 :

RELEASE VIEW PRINT LOCALLY CREATE DUPLICATE SUPPRESS UNSUPPRESS RETRYI HISTORY!
REFRESH
Page 1 of 1

Simple Search
Correspondence/Nctice ID:

Or Please Enter One or More of the Following...

Co/Record Number: / O Ine.Versions

-OR- Provider 1D: - Dll":-‘-"e'SICl‘S

-OR- Application Number:

Correspondence: 3] District/Office: | cC1s of Dauphin County _]
User ID: Caseload:

Status: County:

Status Date From: 1/03/2010 ] Status Date To:

Sort Options: [Addressee 10 []in [Descending [ Orde']D Show cancalled items in result
SEARCH [ RESET [

1 | Office: CCIS of Dauphin Count; System Acceptance Te

2. Correspondence/Notice ID.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
ELICA

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

ICorrespondence Search

Your search criteria...

User ID t-test221

Beqgin Date 1/03/2010

End Date 1/11/2010

Office CCIS of Dauphin County

[0 21112 Providar Fsr"'u':”.a';tﬂs”mma"" Released 01/07/2010 Form §288770-1 -
';, i t’s Sort Options: |Cor’r’aspondence,"Notice jis] Ascending Order I

[ 21112 Brovider e Releazad 01/07/2010 Form £288771-1
(Providar)

[ 21112 Brovider ?sr‘"".‘;';tr.‘summa"" Releasad 01/07/2010 Form £288772-1 1

[] 21112 Provider Formazl SimmEsy Printed Locally 01/07/2010 Form 5288773-1 4 1
(Provider)

[0 21112 Providar Payment Summary Released 01/07/2010 Form §288774-1 1
(Provider)

[ 22024 Client ‘L"‘:t':"ft Funds Available Printed Locally 01/08/2010 Letber 6z88937-1[N 1

[ zzo0z7 Client waitlist Funds Avzilable Frinted 01/08/2010 Letter £288538-1 1
Latter Centrally

[] zz030 Client G o (il il 01/08/2010 Letter 6288533-1 N 1
Latter Centrally

[ soozs Applicant Apolication Transfer Letter  Printed Locally 01/08/2010 Letter 5288540-1 1

VIEWZ] PRINT LOCALLY] CREATE DUPLICATEC] SUPPRESS[Z] UNSUPPRESS[Z] RETRY(Z] HISTORY[E]

Page 1 of

The CCIS can sort the “Correspondence/Notice
ID” in ascending or descending order. Ascending
order is shown above, while descending order is
shown below.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAMN
Child Care Works Home | Ri Provider | Case | Payments | Reports | | Administration

ch | Correspondence Settings | Print Settings | Document Piece Search

ICorrespondence Search

Your search criteria...

User ID t-testa2l
EBegin Date 1/03/2010
End Date 1/11/2010
Office CCIS of Dauphin County
[ sooz3 Apslicant Application Transfer Letter  Printed Locally 01/08/2010 Letter 52889401 T | T o
. " Sort Options: Correspondence/Motice [0+ |'M | Descending [ % | Y ErI
[] 22030 client L T s . 01/08/2010 Letter 6288235-1
Latter Centrally
[ zzo0z7 Client Waitlist Funds availsble Frinted 01/08/2010 Lstter 6288938-1] 1
Letter Centrally
[ 22024 cliznt E‘;ﬂ:“ft Funds Available Erinted Locally 01/08/2010 Letter l6288537-1 1
[ 21112 Provider Paymant Summary Relezsed 01/07/2010 Form 62887741 1
(Provider)
[ 21112 Provider (ERISNE S Printed Loczlly 01/07/2010 Form 6288772-1 1
B
[ zt11z Erovider Payment Summary Relezsed 01/07/2010 Farm 6288772-1 1
(Provider)
[] 21112 Provider Payment Summary Relesssd 01/07/2010 Form 52887711 1
(Provider)
O zt112 Provider ?s;:rﬁ.zgt,-lsummar"' Relezsed 01/07/2010 Farm VGzaa?m—l 1

IRELEASE VIEW| PRINT LOCALLY CREATE DUPLICATE SUPPRESS UNSUPPRESS RETRY] HISTORY]
[REFRE SH|

Page 1 of 1

3. Status Date — Reflects the date the
correspondence moved into the status. PELICAN
defaults to searching for all correspondence
associated with the current user’s “User ID” and
having today’s “Status Date”.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELTICAMWN
Child Care Works Home | R&R. | Provider | Case | Payments | Reports | | Administration

ch | Correspondence Settings | Print Settings | Document Piece Search
Correspondence Search
Your search criteria...
User ID t-test221
BEegin Date /03/2010
End DCate 1/11/2010
Office CCIS of Dauphin County
O
[ =z1112 Brovider Pa"TZ"t.S”mma”" Relessed 1/07/2010 =
(Provider) Sort Options: Status Date [T]'” |A5cend\ng IT] Orderl
[ 21112 Provider f’:r"or\',‘ij:tr]summaw Relezzed 1/07/2010|
[ 21112 Brovider ?;;T,zgtr-,summar" Relessed 1/07/z010f [Form 628E7TZ-1 1 1
21112 Provider (TS STy Printed Locally 01/07/2010f Farm 6288773-1 N 1
(Provider)
[ =z1112 Brovider ?;;T,Z;'tr-,summar" Relessed 1/07/z010f [Form S2BETT4-1 1 1
[ zz2024 Client r":téte"r“ Funds Availzsls Brinted Locally J01/08/2010 Letter 6288537-1 N 1
[ zz2027 Client \L“;é::_st Funds Avsil=bls E;':if:” 1/08/2010f JLetter £283538-1 1 1
¥
[ zzo030 Client r":téte"r“ ez e g';::f:”., 1/08/2010] JLetter 62883391 N 1
[ sooz3 Applicant Application Transfer Letter  Printed Locally [01/08/2010V [Letter 6288540-1 N i
RELEASE VIEW PRINT LOCALLY! CREATE DUPLICATE SUPPRESS[:] UNSUPPRESS RETRY| HISTORYI
REFRESH
FPage L of 1

The CCIS can sort the “Current Status™ in
ascending or descending order. Ascending order
is shown above, while descending order is shown
below.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAWM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspe nce | Administration

respondence Settings | Print Settings | Di

Correspondence Search

Your search criteria...

User IC t-test221
EBeagin Date 1/03/2010
End Date 1/11/2010
Office CCIS of Dauphin County
0 -
] =so02z Apglicant Appliction Transfer Letter  Printed Loczlly |01/08/2010 = P
. . . Sort Optiens: Status Date ~ |IM | Descending | » | “" erI
@ =z i Waitlist Funds Avsilabls Printsd [ ——
Letter Centrally
Witz — :
[ zzoz7 Client Waitlist Funds Availasle Printed D1/08/2010) fLstter 6288938-1 N i
Letter Centrally
[ 22024 Cliznt fﬁt'tg"ft Funds Avzilzsle Printed Loczlly |01/08/z010f Jeatter 5288337-1 N 1
O 21112 Provider poyment summary Relezsed 01/07/2010f [Form 6288774-1N 1
[ 21112 Fenizios f:r"nrciedztr)sum’"aw Printed Locally |01/07/2010] [Form 6288773-1 N 1
O 21112 Pravider ?:;;.Tiedl;tr‘-summa"" Relezsed p1/07/2010)[Form 6289772-1 N 1
[ 21112 Provider :,’:r':":ied”;r)sum’"a'"’ Relezzed 01/07/2010)fForm £288771-1N 1
[ 21112 Pravider :?:;LTiEdI;tr‘-summar"' Released 01/07/2010" [Form €288770-1 N 1

RELEASEC] VIEW
REFRESH

PRINT LOCALLY[Z] CREATE DUPLICATE[:] SUPPRESS[:] UMNSUPPRESS[Z] RETRY[Z] HISTORY[:

Page 1 of L

4. Correspondence Status — Options include
“Requested”, “Pending”, Released”, “Printed”,
“Suppressed”, “Cancelled”, “In Process”,
“Consolidated” and “Failed”.

Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICA AWM
Child Care Works  Home | RAR | Provider | Case | Payments | Reports | Corre ce | Administration
h | Correspondence Settings | Print Settings | Document Piece Search
Correspondence Search
Your search criteria...
User ID t-test221
Begin Date 1/03/2010
End Date i/11/2010
Cffice CCIS of Dauphin County
D r
D 22027 Client Waitlist Funds Avsilzable Printed
=N Letter Centrally Sort Ontions: i . Order
@ = o Waitlist Funds Available Printad ot Cpnens: Correspondence Status [ v | [Ascending [ ]
Letter Centrally
O z1112 Erovider ?sl:l;r:\iedr;i\lsummarg Printed Locally [P1/07/2010 Form 528877311 1
[] 22024 Client rﬁt‘:‘ft s sl Print=d Locally [1/08/2010 Letter  6288537-1H 1
[] =002z Applicant Application Transfer Letter  |Brintad Locslly [91/08/2010 Lstter £288540-1 1 1
[ 21112 Provider :.’;’;Tied:tr)s“mma” Released 01/07/2010 Form 62887701 N 1
[ z1112 Provider ?;:Ior,r,'fdre'tl_\lsummar" Released 1/07/2010 Form 6288771-1 N 1
123113 Provider fgr'"nr;‘ied;‘tr)s”mma” Relezsed P1/07/2010 Form 62887721 H 1
21112 Provider Payment Summary Relessed 1/07/2010 Ferm 6288774-1 1 1
(Provider)
RELEAS VIEW] PRINT LOCALLY[:] CREATE DUPLICATE[:] SUPPRESS[C] UNSUPPRESS[] RETRY[: HISTORY[:]
REFRESHLZ
FPage L of L

The CCIS can sort the “Current Status™ in
ascending or descending order. Ascending order
is shown above, while descending order is shown
below.
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Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAWM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration
rch | Correspondence Settings | Print Settings | Document Piece Search
Correspondence Search
Your search criteria...
User ID t-test221
Begin Date 1/03/2010
End Date 1/11/2010
Office CCIS of Dauphin County
& = -
: Payment Summary
[ z1112 Provider P, ! Felezsed .
(Provider) Sort Opticns: Correspondence Status [v ]'” ‘ Cescending [ v] Order
[1 21132 Provider E?:r-gn:iedr:)Summar-,r Felezsed
[ 21112 Brovider Paymant Summary Relezz=d 1/07/2010 Form 6288771-1 N 1
(Provider)
[] 21112 Brovider Lo DL TSR Nl T Relezs=d 1/07/2010 Form £288770-1 N 1
(Provider)
: Waitlist Funds Available Brint=d
[] z=z030 Client etter centrally 1/08/2010 Letter £288535-1 N 1
; Waitlist Funds Availabls Brint=d
[] 22027 Client i Centrally 1/08/2010 Letter 6288538-1 N 1
[] =o0z= Agplicant Application Transfer Letter |Brinted Locally  P1/08/2010 Letber 5288540-1 N 1
[] 22024 Client x‘;é:'ft s LrElEE Printed Locally P1/08/2010 Letter 6288537-1 N 1
[ 21112 Provider Payment Summary Printed Laczlly P1/07/2010 Form 6288773-1 N 1
(Provider)
RELEASE[S] WVIEWE] PRINT LOCALLY:] CREATE DUPLICATE[:] SUPPRESS[:] UNSUPPRESS[:] RETRY[] HISTORY[:]
REFRESH]
Fage 1 of 1

Each piece of correspondence, including duplicates, has a
unique “Correspondence ID” or “Notice ID” that is
displayed in the “Corr ID” field. Numbers following the
dash indicate versions such as duplicates or a client or
provider copy of the correspondence. The “Dup Copy”
field indicates whether or not the correspondence is a
duplicate copy.

To locate a user-generated correspondence that was
created by another user or a direct report, the “User ID”
field must be cleared from the default correspondence
search parameters or the creator’s User ID must be
entered.

Halg | Legeut

pennsylvania Pennsylvonio’s Enterprise bo Link Informotion for Children Across Networks
I |

L I € A N
Chinka Core Hlorks a | BRS | Brovider aEs= | Bm aris | Ba

| Cormespondents Setbngs | Prnt Seitegs | Document Preos Search

jCorrespondence Search

Youwr smarch cnitoria..,
Correspondence lioooe [0 5283264

Cormgspandence

User D

Bagin Cate LLiba

End Cate 01111

Office CE1% of Dasplin Syt

22020 Clank Child Care Siop Lether Printed Centrally 110300300 LAt e ke S -}
E FEILY ST Child Cars Stop Laftter Printed Canfrally 1173073009 Lafiar B3R 2N |
|_' iy Slek Child Cars Stop Lather Haguasied DI/ /3050 Lakiar e e R o
AELE&SE VIETY FHINT LO-CALLY CEEATE DUPLICATE SUPFHE S SHEUPPEESS =2ETEY SIS TORY
REFRESS
Pepe 1of 3

Page 229 of 328



CORRESPONDENCE

Finalized 3/24/10

The CCIS may select the “Inc. Versions” checkbox to
include in the search results any provider or client copies
of the correspondence that are automatically generated by
PELICAN CCW.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICAWN
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search

Your search criteria...

Caze ID 22

Correspondence AR -P o

User ID t-test221

Begin Date 12/03/200%8

End Date 1/11/2010

Office CCIS of Dauphin County

O

D 22 [Client AL - Pcc Printed Centrally 12/08/200% Notice 62851574 N 4
D < S rovider AA - P cc Printed Centrally 12/08/200% Notice 6285137 1

RELEASE[Z] VIEW] PRINT LOCALLY[Z] CREATE DUPLICATE[S] SUPPRESS[Z] UNSUPPRESS[Z] RETRY[Z HISTORY[Z
REFRESH

Fage 1 of 1
Simple Search

Correspondence/Matice 1D:

Or Please Enter One or More of the Following...

; .
Co/Record Number: 2 |/ M inc.versions

-OR- Provider 1D - ineversions

-OR- Application Number:

Correspondence: AR - Pcc [9] District/Office: | CCIS of Dauphin County [vl
User ID: t-test221 Caseload:

Status: County: [select..  [v]

Status Date From: 12/03/2009 Status Date To: [1/11/2010

Sort Options: [addressee 10 [ ]in [Ascending [s] ©"¥2" [show cancellad itams in result

SEARCH [2] RESET [=]

UserlD: ttest221 | Office: CCIS of Dauphin County

System Acceptance Test | Varsion

The CCIS may also select the “Show Cancelled Items in
Results” checkbox to include cancelled correspondences
in the search results.

Simple Search
Carrespondence/MNotice I1D:

Or Please Enter One or More of the Following...

Co/Record Number: }f O 1ne.versions

-OR- Provider ID: - O ine versions

-0OR- Application Number:

Correspondence: | Select... [v ] District/Cffice: | CCIS of Dauphin County [V]
User ID: Caselead:

Status: | Select... [v] County: | Select... [V]

Status Date From: 12/03/2009 Status Date To: J11/2010

Sort Cptions: |AddI’EEEEE i [V]in |Ascending [V] Orde Show cancelled items in result

SEARCH RESET When this checkbox is selected, PELICAN
CCW includes "cancelled”
correspondences in the search results.
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To display PELICAN CCW batch-generated
correspondences, such as the Attendance Invoice,
Payment Summary, Recoupment Letter or
Redetermination Letter/Packet, the CCIS must do all of
the following before clicking “Search”:

1. Ensure the “District/Office” is selected.

2. Remove the “User ID” from the search
parameters.

3. Modify the dates to the appropriate timeframe.
4. Keep “Select...” as the “County”.

NOTE: If the CCIS office serves multiple
counties, the search results display
the batch-generated
correspondences associated with
one office only. Results cannot be
limited to a county.

To search by “Caseload”, the “User ID”” must be entered.

To ensure performance, PELICAN CCW prevents
searches with too few criteria across a broad date range.

If a search does not have enough criteria, PELICAN
CCW will display one of the following error messages
suggesting a change in criteria appropriate to the criteria
originally entered:

1. The maximum allowable date range for your
selected search is 93 days. You must either
specify a shorter date range or add one or more
of the following criteria: - a Recipient
(Co/Record Number, Provider ID or Application
Number), - an office.

2. The maximum allowable date range for your
selected search is 7 days. You must either
specify a shorter date range or add one or more
of the following criteria: - a Recipient
(Co/Record Number, Provider ID or Application
Number), - Correspondence Type, - User ID
and/or Status.

If the CCIS requires a broad date range search, the CCIS
must conduct a series of smaller, sequential searches to
cover the desired date range.

LMS

Return to Table of Contents
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500.9.1.2 Correspondence Home page

The Correspondence Home page is used both to quickly
jump to the correspondence associated with an individual
case or provider and to create new correspondence.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAM

Child Care Works  Home | R&R | Provider | Case | Payments | Reports | | Aadministration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action County | Record Status Correspondence Dates

Find I;)auphln I |SEIEct = |SEIEct = Froml GO
* Thru I—

Create Cauphin | |Se|ect - GO

New “ .

COMPASS Applicant Correspondence

Action Application Number Status Correspondence Dates
Find I + | Select =l |[selec = From I GO
Thru I

Provider Correspondence

Action Provider ID Status Correspondence Dates

Find | - «|[select =l |[select =l From [ GO

Thru I
Create Mew | _l_ S |Se|ect ;I ) co

Quick Search

Action |Correspondence
D

Find l— . GO

UserlD: t-test221 | Office: CCIS of Dauphin County Systarn Acceptance Test | Version 8.0.2.80

The Correspondence Home page must be used to create
the following correspondence:

1. CareCheck Appointment Letter.

Change in Primary Worker Letter.

2
3. Child Care Confirmation Notice.
4. Missing Information Letter.

5

Manual TANF Transfer Letter.
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Help | Logout
g pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELTIGCA AMN
Child Care Works  Home | R&R | Provider | Case | Payments | Reperts | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

Case Correspondence

Action | County | Record Status Correspondence Dates
Find Dauphin I ISelect ;! ISeIect _.J Frcml GO [7]
* Thru [—
Create Cauphin | GO [7]
New ’ S
CareCheck Appointment Letter
Change in Primary Worker Letter (Client)
Confirmation Notice - CIS cc
COMPASS Applicant Correspondence Confirmation Notice - P cc
z AR Former TANF Transfer Letter (Manual)
Action Application Number Statu Missing Information Letter (Client) Dates
Find [ . | select =1 ||select =l From [ GO |
Thru |

To create new correspondence, the CCIS must enter a
Co/Record Number in the “Create New” row under “Case
Correspondence”, select the appropriate correspondence
from the “Correspondence Select...” drop-down box and
click “Go”.

Likewise, to find correspondence using this page, the
CCIS must enter the Co/Record Number or Provider 1D
under the appropriate section (i.e., under “Case
Correspondence” for Co/Record Number and under
“Provider Correspondence” for Provider ID), enter the
desired search parameters and click “Go”. The CCIS can
narrow the search results by using the “Status”,
“Correspondence Select...” and “Date” search
parameters.

The “COMPASS Applicant Correspondence” section is
used to search for the Application Rejection Notice
and/or the Application Transfer Letter. Generation of the
Application Rejection Notice and the Application
Transfer Letter is automated in PELICAN CCW so there
is no functionality to create new correspondence of these
types on the Correspondence Home page. See Manual
Sections “500.8.2 — Application Rejection Notice” and
“500.8.3 — Application Transfer Letter”.

LMS
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500.9.1.3 Case Summary page

The Case Summary page in PELICAN CCW displays
case and demographic information.

If the CCIS clicks “Correspondence Search” on the Case
Summary page, PELICAN CCW initiates a
correspondence search using the County, Co/Record
Number for the case and 1/1/2003 through the current
date as the search parameters. For CCIS convenience,
PELICAN CCW displays the search results in a new
window.

Help | Logout
m pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICA AWM

Child Care Works  Home | R&R | Provider | | Payments | Reports | Correspondence | Administration

Client Search | Enrollment

ch | Inbox Home | OCDEL Paolicy

Case Summary ‘ Select. . .

380: Data has changed. Please reassess and confirm eligibility

CAO District : Dauphin County Assistance Office [220]
Address and Contact Information

Address
HARRISBURG, PA 17110-2635

Home Phone Number

Work Phone Number

Mobile Phone Number

Email Address

Preferred Method of Contact
UPDATE

Case Information

Date Application Received
Family Size

Adjusted Annual Income
Under Appeal
Redetermination Date
LOCAL ID

Case Eligibility

Mail

02/01/2007 12:00:00 AM
5

$20,640.00

NG

02/15/2010

Best Time to Call
Best Time to Call
Best Time to Call

Mumber of Children Needing Care 1

weekly Co-pay
Under Adverse Action

$15.00
[[e]

CC Program Eligibility Status Effective Begin Date Effective End Date
TANF Eligible 02/01/2007 i0/11/2007
Former TANF Eligible 10/12/2007 01/04/2010
Head Start Eligible 01/05/2010
ASSESS ELIGIBILITY
Case Members
Individual | Individual | Relati hip to | Participation | Participation | Eligibility | Eligibility | Eligibility
Number Name Primary Begin Date End Date Status Begin Date | End Date
Caretaker
. Self 02/01/2007 Eligible Adult|02/01/2007 |10/11/2007
JOANNE 12:00:00 &M Eligible Adult[10/12/2007 [01/04/2010
Eligible Adult|01/05/2010
B Daughter 02/01/2007 Eligible Child|02/01/2007 |10/11/2007
ESSENCE 12:00:00 AM Eligible Child|10/12/2007 |01/04/2010
Eligible Child|01/05/2010
Daughter 0z/01/2007 Eligible Child|02/01/2007 |10/11/2007
JOHN 12:00:00 AM Eligible Child|10/12/2007 |12/21/2009
Ineligible 12/22/2009 |(01/04/2010
Child
Not 01/05/2010
Requesting
Child
B Son 02/01/2007 Not 02/01/2007 (10/11/2007
DCMINIQUE 12:00:00 AM Requesting
Child
Not 10/12/2007 |(01/04/2010
Requesting
Child
Not 01/05/2010
Reguesting
Child
. Son 02/01/2007 Not 02/01/2007 (10/11/2007
AKEEM 12:00:00 AM Requesting
Child
Not 10/12/2007 |(01/04/2010
Requesting
Child
Not 01/05/2010
Requesting
Child

INDIVIDUAL INFORMATION |CORRE5PONDEMCE SEARCH ‘!

REDETERMINATION

CASE PROFILE SUMMARY

REFRESH

UserlD: t-test!

| Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.2.4

LMS

Return to Table of Contents

Page 234 of 328


http://www.humanservices-r.state.pa.us/CCMISLMS/pgm/asp/login/login.asp?refpage=/CCMISLMS/default.asp

CORRESPONDENCE

Finalized 3/24/10

500.9.2  Correspondence Buttons

This section lists the buttons used in the Correspondence Subsystem in
PELICAN CCW for processing correspondence requests from the
Correspondence Search page.

See the table below.

BUTTON DESCRIPTION
Release |Creates a PDF file for Requested correspondence.
View  |Allows you to review Released or Printed correspondence.
Print Locally [Allows you to print a local copy of correspondence that is Released. Clicking this
button removes the correspondence from the central printing queue.
Create  |Requests a copy of Printed or Released correspondence and includes a watermark
Duplicate [indicating it is a “Duplicate” copy. This copy appears in Requested status on the
Correspondence Search page.
Suppress |Delays Requested or Released correspondence from going out. After five days,
PELICAN Child Care Works automatically cancels Suppressed correspondence.
Unsuppress |Returns Suppressed correspondence to its original, Requested or Released, status.
Retry  |Allows you to retry the generation of Failed correspondence. This moves the
correspondence into Requested status for further processing by you or PELICAN
Child Care Works. You cannot use this button for correspondence that remained in
Failed status for more than thirty (30) days.
History  |Enables you to view a history of statuses for a piece of correspondence.

Return to Table of Contents

500.9.3 Correspondence Statuses

PELICAN CCW processes correspondence requests using the following
“Correspondence Statuses™:

1. Requested
Generating Data
In-Process
Pending
Released
Printed

Failed Generation

© N o g B~ w DN

Duplicate

The following subsections describe the differences between the
“Correspondence Statuses” and how PELICAN CCW processes a
correspondence request using these statuses.
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500.9.3.1 Requested

The “Requested” status signifies that PELICAN CCW
has triggered development of a piece of correspondence
through either a manual or automatic process.

By default, a correspondence request begins and remains
in the “Requested” status until the nightly batch runs.
During the nightly batch, PELICAN CCW moves the
status from “Requested” to “Released” status.
“Released” status is the trigger PELICAN CCW uses to
create a PDF.

Return to Table of Contents

500.9.3.2 Generating Data

The “Generating Data” status indicates, as the name
implies, that PELICAN CCW is processing the
correspondence request and is generating data to create
the PDF specific to the correspondence request.

Return to Table of Contents

500.9.3.3 In-Process

The “In-Process” status is a temporary status that occurs
rarely between “Pending” and “Generating Data”
statuses.

Return to Table of Contents

500.9.3.4  Pending

The “Pending” status represents that a piece of
correspondence has been released manually. It takes
PELICAN CCW a few minutes to move a
correspondence from “Requested” to “Released” status.

Return to Table of Contents
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500.9.3.7
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Released

The “Released” status signifies PELICAN CCW has
created a PDF.

For additional information regarding how to release a
correspondence, see Manual Section “500.9.4.1 —
Releasing a Correspondence”.

Return to Table of Contents

Printed

This status represents that Adobe Acrobat Reader was
launched giving the user an opportunity to print the
correspondence locally.

Return to Table of Contents

Failed Generation

The “Failed Generation” status implies that the PDF was
not generated. Certain circumstances, such as anomalies
in the network, cause the PDF to fail generation. The
CCIS must always try to retry generation as described in
Manual Section “500.9.4.8 — Retrying Generation of a
Failed Correspondence”.

Return to Table of Contents
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500.9.3.8  Suppressed

The “Suppressed” status indicates that a user has
prevented the “Requested” or “Released” correspondence
from being automatically processed.

PELICAN CCW will allow a correspondence to remain
in “Suppressed” status for five days only. Following the
fifth day a correspondence has remained in “Suppressed”
status, PELICAN CCW will automatically move the
correspondence into “Cancelled” status during the nightly
batch process.

The “Reason” for the suppression indicates the user’s
purpose for the suppression.

Return to Table of Contents

500.9.3.9 Cancelled

The “Cancelled” status indicates that five days have
elapsed since the user suppressed the correspondence
and PELICAN CCW can no longer process this
correspondence.

Return to Table of Contents

500.9.3.10 Failed Consolidation

The “Failed Consolidation” status indicates that a piece
of correspondence failed to consolidate and as a result,
that piece of correspondence and any others that should
be consolidated with it have been excluded from central
printing.

To ensure printing, the CCIS must select the
correspondence and click “Retry”.

For additional information regarding how to retry
generation of a failed correspondence, see Manual
Section “500.9.4.8 — Retrying Generation of a Failed
Correspondence”.

Return to Table of Contents
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Correspondence Functions

Correspondence functions occur from two main pages in the
Correspondence Subsystem in PELICAN CCW:

1.

Correspondence Search page as described in Manual Section
“500.9.1.1 — Correspondence Search page”.

Correspondence Home page as described in Manual Section
“500.9.1.2 — Correspondence Home page”.

The Correspondence Search page in PELICAN CCW allows the CCIS
to complete the following correspondence functions:

1.

© 0 N o g B~ D

Search for correspondence.

Release correspondence.

View correspondence.

View status history.

Locally print correspondence.

Suppress correspondence.

Unsuppress correspondence.

Retry correspondence that failed generation.

Create duplicates of correspondence.

The Correspondence Home page in PELICAN CCW allows the CCIS to
complete the following correspondence functions:

1.
2.

Search for correspondence.

Create new correspondence.

The following subsections explain the correspondence functions and the
actions for which the CCIS are responsible in processing a
correspondence in PELICAN CCW.

LMS
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Releasing a Correspondence

A correspondence may be released in one of two ways:
1.PELICAN CCW-released.

2. User-released.

By default, a correspondence request begins and remains
in the “Requested” status until the nightly batch runs.

During the nightly batch, PELICAN CCW moves the
status from “Requested” to “Released” status.

“Released” status is the trigger PELICAN CCW uses to
create a PDF.

To prevent over-taxation of resources, OCDEL
recommends the CCIS allow PELICAN CCW to release
correspondence during the nightly batch process unless
there is an urgent need for the CCIS to manually release
a correspondence.

If the CCIS wishes to “Print Locally” a correspondence
that is designed for “Central Printing”, the CCIS must
“Release” the correspondence using the “Release” button
on the Correspondence Search page.

The CCIS may release correspondences by group by
selecting multiple checkboxes or by selecting the
checkbox in the header row.

If the CCIS chooses to release all correspondences, the
CCIS must filter the search results to include only those
correspondences in “Requested” status and then select the
checkbox in the header row.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELTICAWM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search

All selected items have been set to Pending status and will be Released.
Your search criteria...

Correspondence Enrclliment Summary

User ID t-test221

Eegin Date 12/9/2009

End Date 12/9/2009

Cffice CCIS of Dauphin County

I

I |2z Client Enrollment Summary [Requested 12/09/2008 |Form -1|M [o]
i -1 |Provider Enrollment Summary |Reguestad 12/08/2003 |Form -2 [N 0
R VIEWE]  PRINT LOCALLYE] CREATE DUPLICATEC] SupPRESSCE] unsuPPRESSE] RETRYE HISTORYE
REFRESHE

Page 1 of 1

Simple Search

Correspondence/Notice ID: |

Or Please Enter One or More of the Following...

Co/Recerd Number: I / I [ 1ne.versione

-OR- Provider ID: I - I

-OR- Application Number: I

r Inc.Versions

Correspondence: IEnronent Summary ;I District/Cffice: ICCIS of Dauphin County _vI
User ID: W Caseload: l—

Status: Select... -l County: Select... =l

Status Date From: Im Status Date To: Im

Sort Opticns: ICUrrEEpUndEncE,’NUtiCE jin} ;Iin IDEEcEnding;I Order [ Show cancelled items in result

SEARCH [2] RESET [2]

System Acceptance Test | Version

Once the page refreshes, PELICAN CCW will display a
confirmation message.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELTI

C AN
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

| Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search

All selected items have been set to Pending status and will be Released.

Your search criteria...

Correspondence Enrcliment Summary

User ID t-test22l

Begin Date 12/9/2009

End Cate 12/9/2009

Office CCIS of Dauphin County

r

I~ |zz Client Enrcllment Summary |Pending 12/09/2008 |Form -1|M 0
e -1 |Provider Enrcllment Summary [Pending 12/09/2009 |Form -2[N o
RELEASE[:] WIEWE] PRINT LOCALLYE] CREATE DUPLICATEC] SUPPRESSCE] UNSUPPRESSCE] RETRYE] HISTORYE

REFRESHL:

Page L of 1

Simple Search

Correspondence/Notice ID: I

Or Please Enter One or More of the Following...

Co/Recerd Number: I / I [ Ine.versions

-CR- Provider ID: | - |

-OR- Application Number: I

I Inc.versions

Correspondence: IEnrD”mEnt Summary _=| District/Office: |CCIS of Dauphin County =
User 1Dt W Caseload: l—

Status: Select... =] County: Select... |

Status Date From: lm Status Date To: w

Sort Options: | Correspondence/Notice 1D =]in | Descending -+ Order [T gp 0w cancelled itermns in result

SEARCH 2] RESET [Z]
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Once the correspondence is in “Released” status, the
CCIS may print the correspondence. For additional
information regarding how to print a correspondence
locally, see Manual Section “500.9.4.4 — Printing
Locally”.

Once the correspondence is in “Requested” status, the
CCIS need not take additional steps to process the
correspondence request unless the correspondence is

designed for “Local Printing”. For additional information
see Manual Section “500.9.4.5 — Central Printing”.

LMS

Return to Table of Contents

Viewing a Correspondence

To view correspondence, the correspondence must be in
“Released” or “Printed” status.

To view correspondence, the CCIS must select the
checkbox associated with the desired correspondence and
click “View”.

Correspondence Search

Your search criteria...

ﬁ pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAWN

Child Care Works Home | R&R | Provider | Case | Payments | Reports |

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Help | Logout

| Administration

Simple Search
Correspondence/Notice ID:

Or Please Enter One or
Co/Record Number:

-OR- Provider ID:

-0OR- Application Number:
Correspondence:

User ID:

Status:

Status Date From:

Sort Options:

SEARCH RESET

User ID t-test221

Eegin Date i/10/2010

End Date 1/15/2010

Office CCI3 of Dauphin County

]

O -2 Provider Attendance Invoice IS:FCFI;';:f;Ed (tnformation  54/14/3010 Form -im z
[ 22 Client AA-Poc Frinted Centrally 01/11/2010 Notice -3Y 4
Oz Client f:tilzrca"e Stop Printed Centrally 01/11/2010 Letter -3y 1
RELEASE VIEW] PRINT LOCALLY! CREATE DUPLICATE SUPPRESS UNSUPPRESS RETRY] HISTORY!
REFRE SH

Page L of 1

More of the Following...

/ Oine.versions
- O ine.versions
| Select... [v l District/Office: | CCIS of Dauphin County [v]
t-test221 Caseload:
[select...  [v] County: [select...  [v]
1/10/2010 Status Date Toi |1/15/2010

|Ccrrespcndence;‘r‘-lctice ID[V]'” |Descand\ng [ v] Order 7] Show cancelled items in result

UserlD: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.3.4
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When PELICAN CCW processes the request to view the correspondence, a new window will open. PELICAN CCW

launches a non-printable, read-only file for viewing purposes.

AN
Child Care Works

Correspondence Search

Your search criteria..,

Page s cf:
Simple Search

Correspondence/Notice 10

Or Please Enter One or More of the Following..
Co'Record Number: /

> Select AL
User [O: tesel.
Stus oloct v
Status Date Fram 10
Sor Optcns Correspondende e 10 & esce
SARCH

' Pennsylvania Penasylvonia’s Enterprise o Link In!ormofm]u Children Acress Networks

J WS Bhiips: /fwww palican-t.state paLs/c...

User 1D
Eegin Date
End Dace
Office
0 3 Provider Antendance Ivioue ,:“::"'": Rrformats
e terrent
0az Chant AR =P Srinted Centrally
[ 22 SHent Chitd Cote SA00 Crinted Cuntrally
” Letter
RELEASE view PRINT LOCALLY CREATE QUPLICATE SUPPR
REFRESH

Hele 1 Logout

?hhttps Ilwww pelican-t state. pa uslccmis-tlUllCorrespondenccl [ Efi

« 8 s /v pelicanct state pa us feemis-tAUL Corres v’ 8 %lix 2.

Fnkz Edit GoTo Favorites Help

-8 &-

8o 8- i RO | e e /- H G

'Page v GTooks v

-

CHILD CARE STOP LETTER
CCE5 of Dasphun County
00 Yoorth He Sweet
Hamstaep, PA 1T10)

Worker Name Crlean
Prone Nurber  (413) 2383537
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PELICAN CCW will display an error message if the CCIS attempts to use the “View” button on the Correspondence Search

page with multiple checkboxes selected.
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pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICAM

Child Care Works Home | R&R | Provider | Case | Fayments | Reports | Correspond

rrespondence Settings | Print Settings | De

Correspondence Search

o View, only one correspondence may be selected.
Your search criteria...

ence | Administration

Help | Logout

User ID t-test221

Eegin Date 1/10/2010

End Cate /15/2010

Office CCI3 of Dauphin County

O -2 Provider Atkendance Invoice f:f:jpr::f;ed (tnfermation ) 011/2010 Form -1n 2
22 Client A& - Pec Printed Centrally 01/11/2010 MNotice -2y 4
2z Client E:tit':rcare Stop Printed Cantrally 01/11/2010 Letter -3 1
RELEASE[:]  WIEW PRINT LOCALLY[:] CREATE DUPLICATE[:] SUPPRESS UNSUPPRESS[:] RETRY[: HISTORY[:
REFRESH]

Page 1 of 1
Simple Search
Correspondence/Notice ID:

Or Please Enter One or More of the Following...
Co/Record Number: / Oine.versions
-CR- Provider ID: Oine.versions
-0OR- Application Mumber:

Correspondence:

| select... v | District/Office: | CCIS of Dauphin County

]

User ID: t-testI2l Caseload:

Status Date From: 1/10/2010 Status Date To! |1/15/2010

Sort Options:

SEARCH RESET

LMS

Return to Table of Contents

[ Correspandence/Notice 10[w " | Descending [+ | 979" [0y, cancelled tems in rezult

ystem Acceptance Test | Version
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500.9.4.3 Refreshing

When the CCIS is waiting for a correspondence to be
released, the CCIS may “Refresh” the page by selecting
the desired correspondence checkbox and clicking
“Refresh” on the Correspondence Search page.

ﬁ penns¥lvania Pennsylvania’s Enterprise to Link Informotion for Children Across Networks
> £ L

Correspondence Search

Your search criteria...

Cotrespondence Enccliment Summary

User ID t-test221

Begn Date 12/972009

End Date

Office CCIS of Dauphin County

r

}_ ;: =PE Earclimant Summary (Pending 13/69/2009 [form .:
- i Provider ‘(nrollmﬂt Summary Pencing 12/09/2009 “a"n 2 ‘C‘
RELEASE VIEW PRINT LOCALLY CREATE DUPLICATE SUPPRESS UNSUPPRESS RETRY HISTORY

Help | Logout

L E AN
Child Care Works some | RE “ase R eDorts

rch | Correspondence Settings | Pnet Settings | Document Pece Search

Once the page refreshes, the “Correspondence Status”
will change to “Pending”. If the CCIS clicks “Refresh”
again, the correspondence will move through the
remaining statuses until it reaches “Released” status.
This process takes a few minutes.

Correspondence Search

Your search criteria...
Correspondence/Motice ID

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
P ELICAM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Fiece Search

User ID ttest?21 Typically, the " Correspondence Status™ moves from:
Begin Date 1/15/2010 “Requested” > "Pending” > “In-Process™ > "Generating Data™
End Date 1/15/2010
Office CCIS of Dauphin County
L]

D ke Client Enrollment Summary 01/15/2010 | Form -1 N a

RELEASE VIEWW PRINT LOCALLY] CREATE DUPLICATE[X] SUPPRESS[ UNSUPPRESS RETRY HISTORY!

REFRESH

The CCIS may use only the “Refresh” button on the
Correspondence Search page when processing
correspondence requests.

The CCIS may NOT use the “Refresh” icon on the
internet browser because it causes PELICAN CCW to
retry the last action taken by the user and _causes
PELICAN CCW to display error messages and results in
an over-taxation of resources.

LMS

Return to Table of Contents
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500.9.4.4  Printing Locally

Correspondence must be in “Released” status to print.
Once the “Correspondence Status™ is “Released”, the
CCIS may print the correspondence by selecting the
desired correspondence and clicking the “Print Locally”

Correspondence Search

Your search criteria...
Correspondence/MNotice 1D

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

button.
N = = . ) Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICAMWM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | | Administration

User ID t-test221

Eegin Date 1/15/2010

End Date 1/15/2010

Office CCIS of Dauphin County

22 Client tissing Information Letter Released 01/15/2010 Latter B 1

REFRESH

Simple Search
Correspoendence/MNotice 1D

CofRecord Number:
-CR- Provider ID:

-0OR- fpplication Number:
Correspondence:

Uszer ID:

Status:

Status Date From:

Sort Options:

SEARCH RESET

RELEA SE WVIEWY! PRINT LOCALLYZ]| CREATE DUPLICATE| SUPPRESS UNSUPPRESS RETRY] HISTORY]

Or Please Enter One or More of the Following...

Page 1 of 1

/ O1nc.versions

Oincversions

Select... [+ | District/Office: | cC15 of Dauphin County vl
t-test221 Caseload:

Select... el County: Select... (]

1/15/2010 Status Date To: 1/15/2010

Correspondence/Notice 1D v:\n Descending V Order O show cancelled items in result

The CCIS can print all correspondences by selecting the
checkbox in the header row and clicking “Print Locally”.

In general, if a CCIS user selects multiple or all
checkboxes, PELICAN CCW groups the marked
correspondence pieces into one PDF file for printing. An
exception to this rule occurs for the Redetermination
Letter/Packet. If the CCIS user chooses to group multiple
correspondences (i.e., over ten), the CCIS user must note
the Correspondence ID for each correspondence.

Group printing of correspondence has been restricted to a
set number of pages. The limit is currently 100 pages. If
the page limit exceeds 100 pages, PELICAN CCW
displays an error identifying the limit on the number of
pages and the number of pages currently included in the
selection. The error also suggests the selection of fewer
correspondences or printing the correspondences
individually.
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Once the CCIS clicks “Print Locally”, the Adobe Acrobat Reader opens the PDF file in a new window.

Help | Logout

pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELTICAMWM

Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

rrespondenc

Correspondence Search

@ https://www.pelican-t.state.pa.us/ccmis-t/Ul/Correspondence/... g@ﬁ

Your search criteria... ‘: —:‘ . i _ = L +. i -
SAZ M |§. hittps: /A pelican-t state pa.usfccmis t,aUI,’CorreSM 5 | +| [ %] |Live Search L
User IC t-test221
Begin Date /15/2010 File Edit Go To Favorites Help
115/ — _ P
End Date /15/2010 w o [@https:;}www.pelican—t.state.pa.us,’c... ] l & - [ZFPage v O Tools +
Office CCIS of Dauphin County —
e ol [ -
o Lt Iy )
D 23 Client :\-glslselgtgl Infarmation Letter Printed Locally 01/15/2010 Letter i 1 MISSING INFORMATION LETTER —
: . i Worker Name:  T-TWELVETEST T. [
PRINT LOCALLY(Z] CREATE DUPLICATEG] SUPPRESS(E] UNSUPPRESS[E RETRY[E HISTORY[E g;;ig;ﬁ;;{p:lgtiﬁnw Phone Number:  (423) 2363337
Hamisburg, PA 17103
CO  RECORD
Page 1 of 1 22 =
Simple Search JOANNE Date: 0111572010

Correspondence/MNotice ID: ST

HARRISBURG, PA 17110-2635
Or Please Enter One or More of the Following...
Co/Record Number: ‘,f O tneversions
-OR- Provider ID: - O 1ne.versions

-OR- Application Number: Dear JOANNE

Correspondence: | Select... [ - ] District/ Cffice: | CCIS of Dauphin County v ';\i':al'lsivere?ﬁnr?hc:if\gﬁgﬁll_g;}gg;;%ﬂ\owoi:wgf?i%éo_ determine or continue your eligibility for subsidized child care.
User ID: - Caseload:
ttest221 - - X Written approval from the county children and youth agency that the foster child may receive subsidized
Status Date From: 1/15/2010 Status Date To! |1/15/2010
X . Please return this information to our office by 01/22/2010. If you have any quesfions, please contact your worker
Sort Options: | Correspondence/Notice ID| % |'” | Descending | % | Order [ opow cancelled items in result at the above number.

SEARCH 2] RESET [=]

Unknowi Zone

UserID: t of Dauphin County

Systemn Acceptance Test | Version
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The CCIS must then click the “Print” icon in Adobe to
send the print job to the printer.

2 https://www .pelican-t.state.pa.us/ccmis-t/Ul/Correspondence/... g@ﬁ

-\_’_—_L-,- -\-4_—_‘_/. - |g Hiips: fﬁwww.pelicam—t.state.pa.us,.’ccmis—tﬂJI,.’Correslv] e ‘ || X L\~
File Edit GoTo Favorites Help
] I_@https://WWW.pelican—t.state.pa.usfc... ] \ fi - B ® - |[ZrPage v & Tools «

3O & 1 GO | @e o] A :

MISSING INFORMATION LETTER

Worker Mame:  T-TWELVETESTT.
Phone Mumber:  (423) 238-3337

>

=
=

co RECORD

Click the "Print" icon here to
22 0095528

print the correspondence.

Date:  p1/15/2010

Dear JOANME SHURNE,

‘We have not received all the information we need to determine or continue your eligibility for subsidized child care.
Please return the following informaticon to our office -

[ Written approval from the county children and youth agency that the foster child may receive subsidized
child care

Please return this information to our office by 01/22/2010. If you have any questions, please contact your worker

at the above number.
I~

Dore Unknown Zomne

Once the Adobe Acrobat Reader opens the PDF file in a
new window, regardless of whether the CCIS clicks the
“Print” icon, PELICAN CCW moves the correspondence
to “Printed” status and removes the correspondence from
the central printing queue. This means it will not be
batched overnight and sent the following day.
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Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
L]

PE L C A
Child Care Works  Home | R&R | Frovider | Case | Payments | Reports | Correspondence | Administration

orresponder Settings | Print Settings | Document Piece Search

Correspondence Search @ https://www.pelican-t.state.pa.us/ccmis-t/Ul/Correspondence/... g@
Your search criteria... ey - |§. https:;’/www.pe\ican—t.state.pa.us/ccmis—t/UI/CorresM 4 | 42| %] |Live Search P~
User ID t-test221 = =
Begin Date /152010 File Edit Go To Favorites Help
End Date 1/15/2010 . —
T W& [@httDSI//WWW.De|lC6ﬂ-t.5t@t€.Da.US/C‘H I l &-8
Office CCIS of Dauphin County _—
: ; - arary .
. TEEIERIT PR
zz Client ngli‘:fl Infarmation Letter Brinted Locally [01/15/2010 Letter 1N 1 MISSING INFORMATION LETTER ~
; ) CCIS of Dauphin County Worker Name: T-TWELVETEST T. (Tl
RELEASES] VIEWD] PRINT LOCALLY(Z] CREATE DUPLICATED] SUPPRESSE] UNSUPPRESSC] RETRYE] HISTORY[E 959 Nt B Stroat Phone Number.  (423) 25,3357
REFRESHL] Harrisburg, P4 17103
co RECORD
Fage 1 of 1 72 =
Simple Search JOANNE Date:  01/15/2010

Correspondence/Notice 1D ST
HARRISBURG, PA 17110-2635
Or Please Enter One or More of the Following...

Co/Record Number: / Oineversions

-OR- Provider ID: - O1ne.versions

-CR- Application Number: Dear JOANNE

Correspondence: ‘ Select... [ - ] District/Office: ‘ CCIS of Dauphin County - | g‘::s?ﬁapﬁnrt&rf:%ﬁgﬁ:;?;mﬁ;%g‘oﬁingeﬁ?:em' determine or continue your eligibility for subsidized child care
User ID: . Caseload:
Ttestzal [ Written approval from the county children and youth agency that the foster child may receive subsidized
Status Date From: 1/15/2010 Status Date To: |1715/2010
. Please return this information to our office by 01/22/2010. If you have any quesficns, please contact your worker
Sort Options: [ Correspondence/Notice 10] v [IN [Descending [v | €957 500, cancelled items in result at the above number.

SEARCH RESET

Unknown Zone

f Dauphin County

ystem Acceptance Test | Version 8

Although the current “Correspondence Status” displays as “Printed Locally”, the CCIS may search for the correspondence using “Printed” status only.

LMS

Return to Table of Contents
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500.9.4.5 Central Printing

PELICAN CCW changes the correspondence status from
“Requested” status to “Released” status when the nightly
batch runs.

PELICAN CCW automatically prints the majority of
correspondences centrally by default if the CCIS user
takes no action to locally print the correspondences.

All correspondences may be locally printed if the CCIS
user takes action to do so.

The table below lists which correspondences are locally
versus centrally printed by default.

Printing Default |
Local Central

Correspondence Template

AA Notice X

Application Rejection Notice X

Application Transfer Letter X

Attendance Invoice X

CareCheck Appointment Letter X

Change in Primary Worker Letter — CLIENT

Change in Primary Worker Letter - PROVIDER

Child Care Confirmation Notice

Child Care Eligible Notice

Child Care Ineligible Notice

Enrollment Eligible Notice

Enrollment Ineligible Notice

Enrollment Summary

Former TANF Transfer Letter X (manually)

Funds Available Letter

X< I < X< | X < | X | X

Funds Not Available Letter

Missing Information Letter — CLIENT

XX

Missing Information Letter - PROVIDER

X

Noncompliance Letter

Outstanding Balance Letter

Payment Summary

Recoupment Letter

X XXX

Redetermination Letter/Packet

Waiting List Funds Available Letter X

Welcome Letter X
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As part of the central printing process, PELICAN CCW
consolidates all client and provider correspondence
according to the “Recipient Mailing Address”.

PELICAN CCW then applies a barcode to the
consolidated correspondence, while the correspondence is
in PDF format, to indicate to the mailroom how many
pieces of paper to insert in each envelope.

Once the barcode is applied to the PDF files, the batch
process sends all of the files to the DPW network printers
which are dedicated to correspondence generation.

Although the batch runs overnight, mailing occurs the
following morning.

The status in PELICAN CCW is changed to “Printed
Centrally” or “Failed” depending on whether or not the
files transferred successfully from PELICAN CCW to the
DPW network printers.

Once printed and boxed, a courier transports the printed
documents to the mailroom for folding and stuffing. This
is where the barcode is read to ensure the correct number
of sheets is inserted in the envelope before postage is
applied.

To save money, all centrally printed correspondence
prints on both sides of the paper (i.e., duplex).

All correspondence has been formatted for duplex
printing, so if the CCIS user prints the correspondence

locally there may be blank pages. This is to ensure
proper duplex printing.

LMS

Return to Table of Contents

Page 251 of 328


http://www.humanservices-r.state.pa.us/CCMISLMS/pgm/asp/login/login.asp?refpage=/CCMISLMS/default.asp

CORRESPONDENCE

Finalized 3/24/10

500.9.4.6 Creating a Duplicate

PELICAN CCW allows the CCIS the option of creating a “Duplicate” copy of any correspondence generated by PELICAN CCW. The purpose of creating a
duplicate is to allow a copy for the CCIS records for use during an appeal hearing, or to send another copy to the client or provider. When a duplicate is created, a
watermark is displayed on the correspondence that reads “Duplicate”. The “Duplicate” watermark displays on all pages of the correspondence.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICAM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

arch | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search

Your search criteria...

User ID t-test221
i oy @ https://www.pelican-t.state.pa.us/ccmis-t/Ul/Correspondence/. ..
Begin Date 1/10/2010
I I} o N v v
End Date yisEom &ed - |E https://WWW.pe\|camft‘state.pa.us/ccmwsft/UI/Corres["] £ ‘ *2[ %] |Live Search P~
Office CCIS of Dauphin County
File Edit GoTo Favorites Help
- % & g | i - @ - Page~ @Tools~
ceedr : : ican- © & - rPage v G Tools =
O -3 | Brovider Attendance Tnvoice  SUZRESESE (Informati & hittps: /fwww pelican-t state pa.us/c. . l = - [=rPag
=2 Client AR - P Printad Centrally A = @ - )i ikl §Y | @ @ [ ] -
L= Client e e se Printad Centrally CHILD CARE STOP LETTER T
RELEASE(®] VIEW(] PRINT LOCALLY[?] CREATE DUPLICATER] SUPPR CCIS of Dauphin County Worker Name:  crlewis
REFRESHL] 999 North 85th Strest Phone Number: (423} 238-3337
Harrisburg, P& 17103
Fage 1of 1 €O RECORD =

Simple Search 22

Correspondence/Motice ID: Luz Date: 11/20/2008

Or Please Enter One or More of the Following... HARRISBURG, PA 17104-0000

Co/Record Number: /

-OR- Provider ID: -

-OR- Application Number: Dear LUZ

Correspondence: | Select... [9]

User 1D Qur office has been notified that LUZ was found guilty of committing fraud while receiving child care assistance

ser I t-test221 payments; therefore, the family is ineligible for subsidized child care. LUZ is disqualified for a pericd of six months
Status: ' beginning 11/01/200% and ending on 04/30/2010; therefore the enrollment for ROBERTO must be dizcontinued effective
11/30/2008.

Status Date From: 1/10/2010

Sort Options: | Correspondence/MNotice ID[ v]”" | Descendi

SEARCH RESET ~

Unknown Zone

UserlID: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.3.4
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The CCIS can create a duplicate of any correspondence
that is in “Printed” status.

To create a duplicate, the CCIS must complete the
following steps in PELICAN CCW:

1. Select the checkbox for the desired
correspondence. PELICAN CCW will display an
error message if the CCIS user selects multiple
checkboxes.

2. Click the “Create Duplicate” button on the
Correspondence Search page.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAWM
Child Care Works  Home | R&R | Provider | Case | Payments | Reporte | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Fiece Search

Correspondence Search

Your search criteria...
Correspondence/Notice 1D

Correspondence Child Care Stop Letter
User ID t-testZZ1
Begin Date 11/03/2009
End Date 01/11/2010
Office CC15 of Dauphin County
0]
2z Client Child Care Stop Letter Printed Centrally 11/30/2005 Letter -1 N 1
D -1 Provider Child Care Stop Letter Printed Centrally 11/30/2009 Letter -2 N 1
RELEASE] VIEW] PRINT LOCALLY(Z SUPPRESS(E] UNSUPPRESS[Z] RETRY[Z] HISTORY[Z
REFRESH
Page 1 of 1

Simple Search
Correspondence/Notice ID! 5383264

Or Please Enter One or More of the Following...

Co/Record Number: / e versions

-OR- Provider ID: - Oinc.versions

-0OR- Application Number:

Correspondence: [ Child Care Step Letter [+ | District/Office: [ £C1= of Dauphin County [»]
User 1D: ttest221 Caseload:

Status: County: [select..  [v]

Status Date From: 11/03/2009 Status Date To: |p1/11/2010

Sort Options: ‘ Correspondence/Notice ID[ e ]in ‘ Descending [V] Order Show cancelled itemz in result

SEARCH [Z] RESET

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.3.3

3. Select the “Address Update” indicator, if
appropriate, and click “Save” on the Create
Duplicate page.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICA AWM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Create Duplicate Correspondence

CCIS of

. : X - - Child Care Stop . 11/30/2009

22 Client Dauphin Printed 11/30/2009 | Catrar HO Letter [0\ oo am
County

Duplicate Details

Lz=nguage Englizh

Scheduled Releazed 1/11/2010

Date

User ID t-test221

Check for address
update?
1
2nd
m CANCEL

UserID: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8

Page 253 of 328



CORRESPONDENCE

Finalized 3/24/10

Once the page refreshes, the new correspondence will be
listed with the same Correspondence ID but a different
suffix. Also, the “Duplicate” indicator column displays
“Y” to indicate the correspondence is a duplicate.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
P ELICAM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Fiece Search

Correspondence Search

buplicate copy has been requested with Correspondence ID —3|
Your search criteria...
Correspondence/Notice 1D 6283264

Correspondence Child Care Stop Letter
User ID t-test221
Eegin Date 11/03/2009
End Date 01/11/2010
Office CCI3 of Dauphin County
O
|:| 22 Client Child Care Stop Letter Printed Centrally 11/30/2005% Letter -1 - §
D -1 Provider Child Care Stop Letter Printed Centrally 11/30/2005 Letter -2 : §
[ z= Client Child Care Stop Letter Requested 01/11/2010 Letter -3 0
RELEASE VIEW PRINT LOCALLY CREATE DUPLICATE SUPPRESS UNSUPPRESS RETRY| HISTORY|
REFRESH!

Page L of 1

Simple Search
Correspondence/MNotice [D:

Or Please Enter One or More of the Following...

Co/Record Number: / Oinc.versions

-OR- Provider ID: - O inc.versions

-0R- Application Number:

Correspondence: Child Care Stop Letter v District/Office: [ cC15 of Dauphin County v
User ID: t-test221 Caseload:

Status: Select... i County: Select... w

Status Date From: 11/03/2009 Status Date To: |p1r11/2010

Sort Options: Correspondence/Notice 10] v |1 [Descending [ | O [ i cancalled items in result
SEARCH RESET

UserlD: ttest221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.3.3

If the CCIS user selects the “Address Update” indicator
on the Create Duplicate Correspondence page, PELICAN
CCW reviews the client or provider record to determine
whether the address was updated since the original
correspondence was generated and ensures the updated
address displays on the duplicate, if appropriate.

When creating a duplicate, the CCIS must select the
appropriate version of the correspondence. Although
PELI CAN CCW will release and print all versions of a
correspondence even if only one version is selected, the
same is not true when creating a duplicate.

In the screen shot above, the “Client” version was
selected to create a duplicate so the duplicate was created
based upon that version only. If the CCIS wished to
create a duplicate of the “Provider” version also, the
CCIS must follow the steps listed above for this version
as well.

The CCIS must release the duplicate correspondence and
then the CCIS may view and/or print the duplicate copy.
When the duplicate correspondence is viewed and/or
printed, a new window will open displaying the PDF.
See screen shot below. Note, the “Duplicate” watermark
is displayed.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICA AWM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

| Corresponde: Settings | Print Settings | Document Pie

Correspondence Search

Your search criteria...

User ID t-test221

Segin Date 1or2010 @ https://www.pelican-t.state.pa.us/ccmis-t/Ul/Correspondence/... g@ﬁ

End Dat= 1/5/200 :; ; © ‘?i. ht‘tps://www.pe\ican—tstate.pa.us/ccmis—tﬂJI/CorresM e ‘ *2|[ X [Live Search £\

Cffice CCIS of Dauphin County = =

0 File Edit Go To Favorites Help

O 2 |provid ttendonms Tovaice | SUPBrESEEd (Informat W R {@https://www‘pelicanft.state.pa.us/c‘.. [ I fat - B - & - [ZPage » & Tools ~
rovidar Attendance Tnvoics  SURPTEES

=2 Client AA-Pcc Printsd Centrally £ B = E‘j- ] ikl &) € | ® @® [so07% |- f- : [ 0 -

Oz Client Toig FEre me Printed Centrally CHILD CARE STOP LETTER P

RELEASE WVIEW[] PRINT LOCALLY[Z] CREATE DUPLICATE:] SUPPR [

CCIS of Dauphin County
599 North 99th Strest
Harrisburg, P& 17103

Worker Mame:  c-rlewis
Phone Mumber:  (423) 238-3337

s er CO RECORD
2
Luz Date: 11/30/2009

Simple Search
Correspondence/Notice ID:

Or Please Enter One or More of the Following...

HARRISBURG, PA 17104-0000
Co/Record Number: /

-OR- Provider ID:

-0R- application Number:

Dear LUZ
Correspondence: |Se\ect... v
Lser 1D Cur office has been netified that LUZ was found guilty of committing fraud while receiving child care assistance
ser b t-test221 payments; therefore, the family is ineligible for subsidized child care. LUZ is disqualified for a period of six months
Status: beginning 11/01/2002 and ending on 04/20/2010; therefore the enrollment for ROBERTO must be discontinued effective
: 11/30/2009
Status Date From: 1/10/2010
Sort Options: | Correspondence/Motice 1D w |in ‘ Deszcendi

SEARCH [7] RESET [Z]

Unknown Zore

of Dauphin County

em Acceptanc

LMS
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500.9.4.7 Suppressing & Unsuppressing Correspondence

PELICAN CCW allows two ways for the CCIS to stop
generation or printing of correspondence after the
correspondence has moved to “Released” status. The
CCIS may suppress correspondence as follows:

1. Suppress the correspondence.

2. Take no action when a correspondence is in
“Suppressed” status.

The CCIS must complete the following steps in
PELICAN CCW to suppress correspondence:

1. Navigate to the Correspondence Search page and
conduct a search for the desired correspondence.

2. Select the desired correspondence by checking the
checkbox.

NOTE: PELICAN CCW will display an
error message if the CCIS user
selects multiple checkboxes.

3. Click “Suppress”.

Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICA AM
Child Care Works Home | R&R | Provider | Casze | Payments | Reports | | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search

Your search criteria...

Uszer ID t-test221

Begin Date 12/03/2009

End Date 1/11/2010

Office CCIS of Dauphin County

D' -2 Provider Attendance Invoice Felezsed 12/11/2009 Form -1N 2

RELEASE VIEW PRINT LOCALLY! CREATE DUPLICATE SUPPRESS[: UNSUPPRESS RETRY! HISTORY!

REFRE SH
Fage 1 of 1
Simple Search
Correspondence/Notice 1D: -

Or Please Enter One or More of the Following...

Co/Record Number: / DInc"-.-'ersicns

-0OR- Provider ID: - ine versions

-0R- Application Mumber;

Correspondence: ‘ Select... [v] District/Office: | CCIS of Dauphin County [Vl
User [D: t-test221 Caseload:

stous: Count:

Status Date From: 12/03/2009 Status Date To:! |1/11/2010

Sort Options: [ Correspondence/Netice 10]+ [N [Descending [% | 8" 500 concalled items in result
SEARCH RESET

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.3.3
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4. Select one of the following “Reasons” for
suppression from the “Select...” drop-down.

a. Expected Changes.

b. Information Incomplete.

13

Information Incorrect.
d. Worker Error.

5. Click “Save”.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
PELICAM
Child Care Works ~ Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

rch | Correspondence Settings | Print Settings | Document Piece Search

Suppress Correspondence

Addressee | Addressee Current Status

Status Date

Corr ID |Correspondence| Dup

Copy | Type

R " Provider CCIS of Dauphin . " Attendznce Invoice NO

T
Released  12/11/2009 12/11/2008
County

12:00:00 AM

Form

Suppressed Correspondence Details

Will be cancelled after:

xpected Changes
nformation Incomplete
nformation Incorrect
lorker Error

User ID:

Supplemental Text

(Nens)

CANCEL

UserlD: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.2.3

Once the page refreshes, PELICAN CCW will navigate
back to the Correspondence Search page and the
correspondence will be displayed in the search results.
The “Correspondence Status” will be displayed as

“Suppressed” and the “Reason” for the suppression will
be included in the status.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks

P ELTITCMA AWM

Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search

Correspondence ID -1 has been Suppressed. I The "Reason" the CCIS selects for the
Your search criteria... suppression is displayed here, along with the
User ID t-test2at change in Correspondence Status.

Begin Date 12/03/2009

End Date 1/11/2010

Office

CCIS of Dauphin County

L

T %
F] -2 Provider Attendance Invoice @Pﬂa:zf;'zd (Informatio 1/11/2010 |Form -1|N z
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When the CCIS selects a correspondence that has
multiple versions when suppressing, PELICAN
CCW automatically selects all versions of the
correspondence when processing the suppression.

The CCIS may “unsuppress” the correspondence
as long as the “Correspondence Status” is
“Suppressed — Reason”. If the correspondence
remains in “Suppressed” status for more than five
days, PELICAN CCW will automatically cancel
the correspondence and change the
“Correspondence Status” to “Cancelled”.

To “unsuppress” the correspondence or return the
correspondence back to the “Released” status, the
CCIS must complete the following steps in
PELICAN CCW:

1. Navigate to the Correspondence Search
page and conduct a search for the desired
correspondence.

2. Select the desired correspondence.

3. Click “Unsuppress”.

Help | Legout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
P ELICAWMN
Child Care Works  Home | RaR | Provider | Case | Payments | Reports | | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search

Your search criteria...

Correspondence/Notice ID -1
Correspondence Attendance Inveoice
Begin Date
End Date
Office CCIS of Dauphin County /
o
-z CCis Attendsznce Invaice Gﬂ”f;::f;gd (IAFOrmSteMy g1 /1072010 Form S1N H
RELEASE VIEW! PRINT LOCALLY) CREATE DUPLICATE| SUPPRESS UNSUPPRESS[*] RETRY! HISTORY!
REFRESH
Page Lt of 1
Simple Search
Correspondence/Notice ID: -1

Or Please Enter One or More of the Following...

Co/Record Number: }" Oincoversions

-0OR- Provider ID: - O incoversions

-OR- Application Number:

Correspondence: | Attendance Invoice [v] District/Office: | CCIS of Dauphin County [V]
User ID: Caseload:

Status Date From: Status Date To:

Sort Options: |Ccrrespcndenca_-"l‘-lctica ID[v]i” ‘ Descending [v] Orde” [ opon cancelled items in result
SEARCH RESET

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.2.5

Once the page refreshes, the “Correspondence
Status” will display as “Released”.
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Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationjfor Children Across Networks
P I A M

E L C
Child Care Works Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

ttings | Document Pi

Correspondence Search
orrespondence ID 6276807-1 has been Unsuppressed.
Your search criteria...

User ID t-test221

Eegin Date /01/2010

End Date 1/11/2010

Office CCIS of Dauphin County

D -Z Provider Attendance Invoice Felezsed 01/11/2010 Form 1N 2

PRINT LOCALLY[:] CREATE DUPLICATE[Z] SUPPRESS[Z] UNSUPPRESS[:] RETRY[Z HISTORY[Z

Page 1 of 1

Simple Search
Correspondence/Notice ID:

Or Please Enter One or More of the Following...
Co/Record Number: / Oineversions
-OR- Provider ID: [ine versions
-0R- Application Number:

Correspondence!

‘ Select... ILI District/Office: | CCIS of Dauphin County [LI
User ID: ttest221 Caseload:
Status Date From: 1/01/2010 Status Date To: |1/11/2010
Sort Options: ‘ Correspondence/Motice ID{L]in Descending vl Order O show cancelled items in result

SEARCH RESET

UserlD: ttest221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.2.3

If the CCIS conducts a search for the suppressed
correspondence more than five days following the
suppression, the correspondence will be in “Cancelled”
status and the CCIS will no longer be able to
“unsuppress” the correspondence.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAM
Child Care Works  Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

h | Correspondence Settings | Print Settings | Document Piece Search
Correspondence Search
Your search criteria...
Correspondence Attendance Invoice
Status Cancelled e i N "
Correspondence that remains in "Suppressed" status for
Begin Date 1/01/2010 more than 5 days will be cancelled automatically and the
End Date J11/2010 Correspondence Status will change to "Cancelled"
Cffice CCI13 of Dauphin County l
[
O -2 Provider Attendance In-.-m:e@n:eued. ysteml)) D1/15/2010  Form -1 0
O -1 Prowvider Attendance Inveice Cancelled (System) 02/11/2008 Form -1 n 0
O -1 Provider Attendance Invoice Cancelled (System) 01/23/2005 Form -1 0
o -1 Provider Attendance Invoice Cancelled (System) 01/29/2005 Form -1 N 0
O -1 Provider Attendance Inveice Cancelled (System) 01/08/2005 Form -im 0
RELEASEC] WVIEW[Z PRINT LOCALLY[Z] CREATE DUPLICATEZ] SUPPRESSC] UNSUPPRESS[E] RETRYE] HISTORY(
REFRESHL:]

LMS

Return to Table of Contents

Page 259 of 328


http://www.humanservices-r.state.pa.us/CCMISLMS/pgm/asp/login/login.asp?refpage=/CCMISLMS/default.asp

CORRESPONDENCE

500.9.4.8

Finalized 3/24/10

Retrying Generation of a Failed Correspondence

Due to certain circumstances, such as rare anomalies in
the network, PELICAN CCW is unable to generate
requested correspondence in a single attempt. PELICAN
CCW identifies this failed correspondence and repeatedly
attempts to retry generation.

If the anomaly persists and the retries fail, PELICAN
CCW uses the “Failed Generation” status to prompt the
CCIS to click the “Retry” button to release the
correspondence.

PELICAN CCW also issues an alert indicating that
“Generation failed for Correspondence ID XXXXXX-X".
When the CCIS clicks the link within the alert text,
PELICAN CCW navigates the user to the
Correspondence Search page where the user may
manually “retry” generation of the correspondence.

If there are multiple versions of a correspondence and
both versions fail, PELICAN CCW generates a separate
alert for each version.

For retried correspondences, PELICAN CCW does not
automatically process multiple versions of the
correspondence together if only one version is selected.
The CCIS user must select each version individually and
click “Retry”.

PELICAN CCW will not allow the user to “retry”
correspondence that remained in “Failed” status for more
than 30 days.

The CCIS must complete the following steps in
PELICAN CCW to “retry” a correspondence that has
failed generation:

1. Navigate to the Correspondence Search page and
conduct a search for the desired correspondence.

2. Select the desired correspondence.

3. Click “Retry”.
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Help | Logout

m pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
kaEEd E‘alre cil»VonrksN R&R

Home | R&R | Provider | Case | Payments | Reports | Correspondence | Administration

Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Search

Your search criteria...

Provider [D
User ID t-test221
Begin Date 10/03/2009
End Date 12/11/2009
Office CCIS of Dauphin County
a
-1 Provider Enrollment Summary Failed Generation 12/11/2009 Form -2 N o
RELEASE[:] VIEW[] PRINT LOCALLY[:] CREATE DUPLICATE[:] SUPPRESS[:Z] UNSUPPRESS[: HISTORYL:]
REFRESH]
Fage 1 of 1

Simple Search
Correspondence/Notice 1D

Or Please Enter One or More of the Following...
Co/Record Number: / O inc.versions
-COR- Provider ID: O the.versions
-CR- Application Mumber:

Correspondence:

‘ Select... [L] District/Office: | CCIS of Dauphin County [LI
User ID: t-test?2L Caseload:
st [select.  [] County: [select.  [¥]
Status Date From: 10/03/2009 Status Date To: |12/11/2008

Sort Options: | Correspondence/Notice 10w | [ Descending [ % | &7 Flapa, cancelled items in result

SEARCH RESET [3]

UserlD: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version

Once the page refreshes, PELICAN CCW will display the
“Correspondence Status” as “Requested” and a
confirmation message will display indicating the
correspondence has been requested successfully.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
P E LTI CAM
Cluld Care Works  Home | R3R | Provider | Case | Payments | Reports | Correspondence | Administration
orrespondence Search | Correspondence Settings | Print Settings | Document Piece Search
Correspondence Search
korrespcndence 1D -2 has been reset to Requested status.l
Your search criteria...
Correspondence/Notice D -2
Caorrespondence Enrallment Summary
Status Failed
Begin Date
End Date
Cffice CCIS of Dauphin County
L]
I:‘ -1 Provider Enrcllment Summary [Requested 01/20/2010 Form -2 M u]
RELEASE[X] VIEW[] PRINT LOCALLY:] CREATE DUPLICATEC] SUPPRESS[(:] UNSUPPRESS[:] RETRY] HISTORY[
REFRESH]

If the CCIS user navigates to the Correspondence History
page, the additional clarification of “Failed Generation —
No Data Found” or “Failed Consolidation” is displayed.

LMS
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Viewing History

A history of correspondence is available in PELICAN
CCW to identify reasons for intentional suppression of
correspondence and to identify unintentional delay of
correspondence resulting from generation errors.

As discussed in the previous section, the CCIS may
navigate to the Correspondence History page by selecting
the desired correspondence on the Correspondence
Search page and clicking the “History” button.

The CCIS may select only one correspondence at a time
to view history.

ELICAM
Child Care Works

pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks
P
Home | R&R | Provider | Case | Payments | Reports |

Correspondence Se

Help | Logout

| Administraticn

Correspondence Search

Your search criteria...

arch | Correspondence Settings | Print Settings | Document Piece Search

Provider ID

User ID t-test221

Begin Date 10/03/2009

End Date 12/11/2009

Cffice CCIS of Dauphin County
]

-1 Provider

Enrcllment Summary Fziled Generation 12/11/2009

Form -2 M u}

REFRESH

Page 1 of 1

RELEASE VIEW PRINT LOCALLY CREATE DUPLICATE SUPPRESS

UHSUPPRESS RETRY] HISTORY[>

Once the CCIS clicks the “History” button, PELICAN
CCW will navigate to the Correspondence History page

and will display details regarding the Correspondence
Status.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAM
Child Care Works Home | R&R | Provider | Case | Payments | Reports | | Administration
Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence History

Correspondence History
Addressee ID Addressee Type

Corr ID Correspondence

Corr Type
-1 Provider CCIS of Dauphin County -2 Enrollment Summary NO Form
Status Date Modified dified By Details
Requestad 12/11/2009 10:48:07 AM t-ccis01 N/ A
Pending 12/11/2008 8:06:32 PM corset100 Batch Generation
In Process 12/11/2008 £:30:02 PM SSRE_SUBSC Batch Generation
Failed 12/11/2008 £:30:38 PM cormoc Failed Generation - No Data Found

BACK TO SEARCH RESULTS

UserlD: t-test221 | Office: CCIS of Dauphin County

System Acceptance Test | Version 8.0.3.5

“Failed Generation — No Data Found typically

indicates that an Attendance Invoice or Enrollment

Summary had enrollment changes after the
correspondence was requested but before the nightly
batch process released the correspondence.
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If a correspondence fails generation and the reason
indicated is “No Data Found”, the CCIS should verify
that the information in the case is valid during the period
for which the correspondence was requested. If the
information in the case is not valid, the CCIS must
correct the enrollment information and create a new
request for the correspondence.

“Failed Consolidation’ indicates that a piece of
correspondence failed to be included with other
correspondence generated to the same addressee and has
been excluded from central print.

LMS

Return to Table of Contents

Creating a New Correspondence

The CCIS may create new correspondence by completing
the following steps in PELICAN CCW:

1. Navigate to the Correspondence Home page.

2. Enter the appropriate number in the “Create New”
row of either the “Case Correspondence” (i.e., the
Co/Record Number) or the “Provider
Correspondence” (i.e., Provider ID) section,
depending on the type of correspondence to be
created.

3. Click the “Correspondence Select...” drop-down
and select the appropriate correspondence.

4. Click “Go”.

5. Enter any mandatory information on the Create
New Correspondence page.

NOTE: |If afield requiring data entry is left
blank, PELICAN CCW will display
an error message.

6. Click “Save”.

LMS
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500.9.5 Correspondence Settings

The Correspondence Settings page in PELICAN CCW allows the CCIS
to change the appearance of the “FlySheet”. The “FlySheet” is a single
sheet of paper that provides the CCIS and the p/c’s address in a variety
of ways that fit into the window of different sizes of envelope. The
“FlySheet” is used for the Attendance Invoice, as well as change the
appearance of the Payment Summary and Recoupment Letter.

The current default settings are as follows:

e RE901 — Attendance Invoice — FlySheet —— “Yes — 1/3”

e RE902 — Payment Summary — Report Type —“Summary”

e RE904 — Recoupment Letter — Report Type — “Summary”

If the CCIS wishes to change the correspondence settings associated
with its office, the CCIS must click the appropriate drop-down, select
the desired setting and click “Update”.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Informationfor Children Across Networks

P E LICAM
Child Care Works  Home | RR | Provider | Case | Payments | Reports | | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Settings

Office Report Control Parameters

Office: CCIS of Dauphin County ¥es-1/3 w
. ez-All

RES01-Attendance Invoice ioe 175

FlySheet: Yes-1/3 w fes-1/2

fes-Full Size

RES02-Payment Summary Mo
Report Type: [Summary [+ Summary | %
RE204-Recoupment Letter gs::lrLarv

Report Type:

UPDATE [>] CANMCEL

Summary | %

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.3.5

To see the “Summary” version of the Payment Summary, click here.
To see the “Detail” version of the Payment Summary, click here.
To see the “Summary” version of the Recoupment Letter, click here.

To see the “Detail” version of the Recoupment Letter, click here.
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The following screen shots indicate the difference between the types of setting related to the Attendance Invoice “FlySheet”.
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D0AS = Doupkin Doty
s Mo Sl Sioesl
Murazang PA ITII

ik PR SR AJRITA, THATA

B DO L HITS TLOW SO SAT

T
#HE UHGLESTOWS ROLD
FARESHIRG P4 TS

CCES of Cunphins Cxamty

R i S i 5
Haariburg PA 17100

CORE of Cwughin Counly
R hcalh i T
PRl A 1T

TR BRITY =L S0 A
YT LR L ST A WA

AR AR TR
HAAREREAE P TS

Return to Table of Contents

Finalized 3/24/10

Page 268 of 328



CORRESPONDENCE

Finalized 3/24/10

500.9.6  Print Settings & Document Piece Search

The Print Settings and Document Piece Search functionality is reserved
for Commonwealth users only.

The CCIS will receive an error message if the CCIS attempts to navigate
to these pages.

Help | Logout
pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks
PELICAM

Child Care Works Home | R&R | Provider | Case | Payments | Reports | | Administration

Correspondence Search | Correspondence Settings | Print Settings | Document Piece Search

Correspondence Home

I103: User does not have access to the page requestedl

Case Correspondence

Action County Record Status Correspondence Dates

Find Dauphin Select (v | [ select [ | From GO
Thru

Create  |Dauphin Select | GO

New * <

COMPASS Applicant Correspondence
Action Application Number Status Correspondence Dates
Find : Select v | |[select - From GO
] Thru

Provider Correspondence

Action Provider ID Status Correspondence Dates

Find _ Select ]| select [w] [From GO
Thru

Create i Select sl * Go

New "

Quick Search

Action |Correspondence

Find - GO

UserlD: t-test221 | Office: CCIS of Dauphin County System Acceptance Test | Version 8.0.3.6

The Print Settings functionality is used to change the print default of a
centrally printed correspondence to local print for a CCIS office, should
the need arise.

The Document Piece Search functionality is used to update regulatory
language on the different variations of AA, Child Care Ineligible and
Enrollment Ineligible notices and Provider Agreement language on the
different variations of the Provider Noncompliance Letter.

Return to Table of Contents
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ISSUING CORRESPONDENCE OUTSIDE OF PELICAN CCW

This section contains information regarding the correspondence that is not yet
included in PELICAN CCW and must be issued by the CCIS outside of PELICAN

500.10.1 OQutstanding Delinquency at Application

As set forth in 8 3041.106(a) — (d) (relating to eligibility agency
responsibilities regarding co-payment), “The eligibility agency shall
generate notices based on delinquent co-payments. The eligibility
agency shall send the provider a copy of each notice issued to a p/c
whose child is enrolled with the provider. When a co-payment is
reported to the eligibility agency as delinquent, the eligibility agency
shall mail a notice to the p/c, on a form provided by the Department.
The notice must state that service will be terminated on a date set
forth on the notice, which shall be the first day after 10 calendar
days following the date of the written notice, unless the delinquent
co-payment is paid by that date. A family whose subsidy is
terminated for failure to make required co-payments may not be
reauthorized for subsidy until all outstanding co-payments have
been paid in full.”

PELICAN CCW is not designed to handle generation of a letter, at
application, indicating the child(ren) may not be enrolled until all
outstanding delinquent co-payments have been resolved when a
family that had previously lost subsidized child care as a result of
delinquent co-payment reapplies.

If the CCIS discovers during application that a family owes
outstanding delinquent co-payments, the CCIS may not enroll the
child until all outstanding co-payments have been paid in full. The
CCIS must:

1.  Determine whether the delinquent co-payment(s)
have been paid or satisfactory arrangements have been
made with the provider to pay delinquent co-payments.

2.  If the delinquent co-payment(s) WERE PAID or
SATISFACTORY ARRANGEMENT WERE MADE TO PAY,
the CCIS must enter a “Resolution Date” in PELICAN
CCW, click “Save”, assess and confirm eligibility.

3. If the delinquent co-payment(s) WERE NOT PAID and
SATISFACTORY ARRANGEMENT WERE NOT MADE TO
PAY, the CCIS must enter a future “Resolution Date” of the
30™ calendar day following the date the CCIS determines
the family eligible for subsidized child care and send the
New Case — Initial Delinquency Letter.
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If the p/c fails to pay the delinquent co-payment(s), the CCIS must:

1. Remove the future “Resolution Date” in PELICAN CCW
and click “Save”.

2

2. Deselect the “CC Request” using the “Reason Ending Care’
of “Delinquent Co-payment “and click “Save”.

3. Assess and confirm eligibility.

NOTE: This will trigger PELICAN CCW to generate
an AA.

4. Locally print the AA, include a copy of the New Case — 2™
Delinquency Letter and send both to the p/c.

If the PARENT AND/OR THE CCIS IS UNABLE TO LOCATE THE
PROVIDER TO WHOM THE PRIOR DELINQUENT CO-PAYMENT
IS OWED TO VERIFY THAT THE DELINQUENCY WAS
SATISFIED, the CCIS must consider the delinquency resolved, enter
a “Resolution Date”, click “Save”, assess and confirm eligibility.

NOTE: The CCIS should not spend inordinate amounts of time
attempting to verify a delinquency was resolved in these
circumstances, but should merely take the p/c’s word
and allow the child(ren) to be enrolled.

Return to Table of Contents

See Manual Section “500.12.3.35 — Questions — 500.10.1 —
Outstanding Delinquency at Application”
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500.10.2 Overpayment Collection — Family Receiving Care

As set forth in 8 3041.186(b)(1) (relating to collection), “If the
Department, eligibility agency or other entity identifies an
overpayment subject to repayment as specified in § 3041.181
(relating to overpayment) related to a family whose child continues
to receive subsidized child care, the eligibility agency shall notify the
p/c by a letter that a repayment is required, the amount of the
repayment and the following repayment options:

(i) A one-time payment of the full amount owed.

(i) A one-time partial payment and an increase in the
co-payment to be paid until repayment is complete.

(ilf) Anincrease in the co-payment until the repayment is
complete.”

The CCIS must manually print the Overpayment Collection —
Family Receiving Care — Initial Letter to send to the p/c along with
the Child Care Confirmation Notice.

As set forth in 8 3041.186(b)(3), “The eligibility agency shall
notify the p/c by a second letter of failure to choose a repayment
option as specified in paragraph (1), the amount of the increased
co-payment and the number of weeks the increased co-payment
will continue.

If the p/c fails to notify the CCIS of the selected repayment option in
response to the initial letter, the CCIS must manually print the
Overpayment Collection — Family Receiving Care — 2" Letter to
send to the p/c.

If the p/c fails to respond to the second letter, the CCIS must
automatically increase the co-payment no later than 10 calendar days
following the date of the second letter. The increased co-payment
remains in effect until the repayment is complete.

Return to Table of Contents

See Manual Section “500.12.3.36 — Questions —500.10.2 —
Overpayment Collection — Family Receiving Care”
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500.10.3 Overpayment Collection — Family no longer Receiving
Care

As set forth in 8 3041.188(b)(1) (relating to collection for a family
whose child is no longer in care), “If the Department, eligibility
agency or other entity identifies an overpayment subject to
repayment as specified in 8§ 3041.181 (relating to overpayment)
related to a family whose child continues to receive subsidized child
care, the eligibility agency shall notify the Department of the subsidy
termination date, the amount of the overpayment recouped and the
amount outstanding. The Department will notify the p/c by a letter
of the overpayment, the amount of the outstanding overpayment
and that repayment is required in either a single payment or under
a payment plan agreeable to the p/c and the eligibility agency. The
letter must state that the p/c has 10 calendar days to respond to the
Department indicating agreement or disagreement and indicating
the choice of a repayment method.”

Per policy, the CCIS, NOT the Department, must manually print the
Overpayment Collection — Family no longer Receiving Care —
Initial Letter to send to the p/c along with the Child Care
Confirmation Notice.

As set forth in 8 3041.188(b)(2), “The eligibility agency shall send
a second letter that repeats the information contained in the
letter specified in paragraph (1) when the Department notifies
the eligibility agency that the p/c failed to respond. The second
letter must also request a response from the p/c no later than 10
calendar days following the date of the letter.”

If the p/c fails to respond to the initial letter, the CCIS, NOT the
Department, must manually print the Overpayment Collection —
Family no longer Receiving Care — 2" Letter to send to the pic.

As set forth in 8 3041.188(b)(3), “The Department may institute civil
legal proceedings when the p/c fails to respond to the second letter.”

Return to Table of Contents

See Manual Section “500.12.3.37 — Questions — 500.10.3 —
Overpayment Collection — Family no longer Receiving Care”
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500.11 UPDATED INFORMATION & ADDITIONAL RESOURCES

This section contains a listing of updated information distributed following issuance of this manual section via Announcements, Updates and Communiqués, as well
as additional resources available to the CCIS.

500.11.1 Announcements

Return to Table of Contents
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500.11.2 Updates

Return to Table of Contents
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500.11.3 Communigués

Return to Table of Contents
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500.11.4 Additional Resources

Return to Table of Contents
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500.12 TRAINING GUIDE

The information in this section contains the goals and objectives with regard to the
generation of correspondence within PELICAN CCW and general notification
requirements.

500.12.1 Goals

The information in this subsection contains the goals with regard to
demonstrating knowledge of how correspondence is generated within
PELICAN CCW. The following are the goals of this manual section:

1.  To exhibit a basic understanding of, and the ability to explain,
the types of correspondences generated within PELICAN
CCW.

2. To exhibit a basic understanding of, and the ability to explain,
the addressee logic used by PELICAN CCW during the
generation of correspondence.

3. To exhibit a basic understanding of, and the ability to explain,
the difference between a correspondence template and a
correspondence version.

4.  To exhibit a basic understanding of, and the ability to explain,
the triggers that cause generation of correspondences.

5.  To exhibit a basic understanding of each correspondence and
an ability to explain the reason the CCIS uses the
correspondence.

6.  To exhibit a working knowledge of the correspondence
subsystem of PELICAN CCW and the actions for which the
CCIS is responsible.

7. To exhibit a basic understanding of, and the ability to explain,
the limitations of the correspondence subsystem in detail.

Return to Manual Section “500. 4 — Correspondence Types”

Page 278 of 328



CORRESPONDENCE

500.12.2

Finalized 3/24/10

Objectives

The information in this subsection contains the objectives with regard to
demonstrating knowledge of how correspondence is generated within
PELICAN CCW. The following are the objectives of this manual
section:

1. To list the types of correspondences and understand when each
type of correspondence must be used.

2. Tounderstand and explain the difference between system-
generated and manual triggers in correspondence generation.

3. Tounderstand and explain the role of the child care program in
the generation of correspondence and how the child care
program impacts the types of correspondences that may be
generated.

4.  To list the correspondences associated with the client, provider
and payment subsystems.

5. To understand and explain how to search for a correspondence
in PELICAN CCW using various criteria.

6.  To understand and explain correspondence statuses and the role
these statuses play in the generation of correspondence.

7. To understand and explain how to release a correspondence.
8.  To understand and explain how to view a correspondence.

9.  To understand and explain how to create a duplicate
correspondence.

10. To understand and explain how to suppress, cancel or
unsuppress a correspondence.

11. To understand and explain how to retry generation of a failed
correspondence.

12. To understand and explain how to view history of a
correspondence.

13. To understand and explain how to create a new
correspondence.

14. To understand and explain the difference between Local
Printing and Central Printing and which specific
correspondences are set up for use of this functionality.

15. To understand and explain correspondence settings.

Return to Manual Section “500. 4 — Correspondence Types”
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500.12.3 Section Checkpoint Questions

The Policy and Operations Divisions of the Bureau of Subsidized Child
Care Services developed the following questions as a check point to
ensure comprehension of the information presented within this section.

Upon review of the information within this section, CCIS staff should be
able to answer all of the questions listed below. Answers to these
questions can be found in Appendix A: Manual Section Evaluation.

500.12.3.1  Questions —500.1 — General Policy &
Regulation

1. TRUE or FALSE. Pennsylvania’s Enterprise
to Link Information for Children Across
Networks (PELICAN) Child Care Works
(CCW) is the formal record keeping system
for the Subsidized Child Care program.

2.  TRUE or FALSE. The CCIS may print file
copies of forms, letters and notices as they
choose.

3. The CCIS is mandated to print file copies of
forms, letters and notices in which of the
following circumstances?

a.  When mandated by the Office of
Child Development and Early
Learning (OCDEL) Bureau of
Subsidized Child Care Services
(BSCCS).

b.  When copies are required by the
Office of the Inspector General
(OIG) during an investigation of
fraud.

c.  When copies are required during an
audit.

d.  When copies are required for appeal
or other hearings.

e. All of the above.

Return to Table of Contents

Return to Manual Section “500.1 — General Policy &
Regulation”

See Answers
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500.12.3.2  Questions —500.1.1 — TANF, FS & GA/WS2

Child Care Programs

4.

10.

TRUE or FALSE. The majority of the
notification for individuals receiving child
care related to TANF, FS or GA/WS2 child
care programs is generated within the Client
Information System (CIS).

PELICAN CCW automatically generates
correspondence for individuals receiving child
care related to the TANF, FS or GA/WS2
child care programs under which of the
following circumstances:

a.  When the case and/or an individual
in the case fails enrollment rules.

b.  Inresponse to the limitations of CIS
in generating a specific notice.

c.  When a TANF or Transitional Cash
Assistance (TCA) case closes and is
potentially eligible for Former
TANF.

d.  When a p/c requests child care for
the first time.

e.  All of the above.

TRUE or FALSE. The CCIS is responsible
for issuing a notice to the p/c informing the
p/c of eligibility or ineligibility for child care
enrollment within 15 calendar days following
the request for subsidized child care.

TRUE or FALSE. The CAO is responsible
for sending a Notice of Adverse Action (AA)
to the p/c informing the p/c of ineligibility for
TANF, FS or GA/WS2 benefits, including the
child care related to those benefits from CIS.

TRUE or FALSE. Not all notices generated
from CIS address eligibility for child care.

TRUE or FALSE. The CCIS is responsible
for issuing an AA to the p/c when the case
and/or an individual in the case becomes
ineligible for child care enrollment.

TRUE or FALSE. PELICAN CCW will
generate an AA when there is an enrollment
rule failure that exists in addition to a
CIS-related failure because the C1S-generated
AA does not address ineligibility for the child
care related to the benefit.
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11. When PELICAN CCW does not generate an
AA but the case and/or an individual in the
case becomes ineligible for child care
enrollment, the CCIS must do which of the
following:

a.  Manually fail the case and/or an
individual in the case to trigger
generation of an AA.

b.  Manually discontinue/close all active
enrollments, as appropriate, to
trigger generation of a Child Care
Stop Letter.

c. Do nothing because CIS generates
the proper notification.

Return to Table of Contents

Return to Manual Section “500.1.1 — TANF, FS &
GA/WS2 Child Care Programs”

See Answers

Questions —500.1.2 —FT, HS/PK & LI Child
Care Programs

12. Considering the following example, until what
date must the CCIS retain the family file? The
CCIS begins paying subsidized child care for
a family on 3/1/2010. The family continues to
receive subsidized child care until determined
ineligible. The AA expires on 12/29/2010.

a.  12/29/2016 or until an audit or
litigation is resolved.

b.  6/30/2017 or until an audit or
litigation is resolved.

C. 3/1/2016 or until an audit or
litigation is resolved.

d.  None of the above.
13. TRUE or FALSE. The CCIS must notify a

p/c when the family is determined eligible
using a Child Care Eligible Notice.
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14. The CCIS must notify the child care provider
of a family’s eligibility using which type of
correspondence?

a.  Child Care Eligible Notice.
b.  Enrollment Summary.

c.  All of the above.

15. TRUE or FALSE. The CCIS must notify a
p/c in writing no later than 10 calendar days
prior to taking an action that affects the
family’s eligibility status for subsidized child
care or results in a change in the amount of
subsidized child care benefit.

Return to Table of Contents

Return to Manual Section “500.1.2 — FT, HS, PK &
LI Child Care Programs”

See Answers

Questions — 500.4 —Correspondence Types

16.  Which of the following are valid
correspondence types?

a. Forms.
b.  Letters.
c.  Notices.
d. Reports.

e. All of the above.

f.  athrough c above.

Return to Table of Contents

Return to Manual Section “500.4 — Correspondence
Types”

See Answers
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Questions — 500.4.1 —Forms

17. Forms are used to do which of the following?

a.

Assist in the determination of initial
or ongoing eligibility.

Establish or update an enrollment.

Notify the provider of modifications
to an enrollment or a co-payment
associated with an enrollment.

Assist in the processing of a payment
request based upon the child(ren)’s
attendance.

Notify the p/c and/or provider of
details associated with a payment for
subsidized child care services
provided to a child(ren).

All of the above.

Return to Table of Contents

Return to Manual Section “500.4.1 — Forms”

See Answers

Questions — 500.4.2 —L etters

18. TRUE or FALSE. Letters are designed for
informational purposes and do not include
appeal rights.

Return to Table of Contents

Return to Manual Section “500.4.2 — Letters”

See Answers
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Questions — 500.4.3 —Notices

19. Notices include, but are not limited to,
information for the p/c regarding which of the

following?

a.  Eligibility or ineligibility for
subsidized child care.

b.  Anincrease or decrease in
subsidized child care benefits.

c.  The need for additional verification
or other information in order to
maintain eligibility.

d.  Achange in the family’s weekly
co-payment amount.

e.  The decision to grant or deny a
CO-payment waiver.

f.  The decision to grant or deny a
waiver based on domestic or other
family violence.

g.  Suspension or disruption of
subsidized child care.

h.  Confirmation of voluntary

withdrawal from the Subsidized
Child Care program.

All of the above.

Return to Table of Contents

Return to Manual Section “500.4.3 — Notices”

See Answers

Questions — 500.5 —Appeal Rights

20. TRUE or FALSE. Pages 3 and 4 of all notices
are the same and include the appeal rights for
the p/c and explanation regarding how the p/c
may appeal a decision.

Return to Table of Contents

Return to Manual Section “500.5 — Appeal Rights”

See Answers
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500.12.3.9  Questions — 500.6 —Correspondence Template

versus Version

21.

22.

23.

24,

25.

26.

27.

28.

TRUE or FALSE. PELICAN CCW
automatically generates correspondences
based upon predetermined templates, which
consist of fixed and variable text.

TRUE or FALSE. Fixed text never changes;
whereas variable text may change depending
upon the actions taken by the CCIS user or the
circumstances at the time PELICAN CCW
generates the correspondence.

TRUE or FALSE. A correspondence version
indicates that PELICAN CCW generated a
correspondence multiple times.

TRUE or FALSE. The Correspondence 1D
indicates whether the correspondence has
multiple versions.

TRUE or FALSE. PELICAN CCW
automatically generates a provider version of
certain correspondences upon generation of
the client version.

TRUE or FALSE. The client and provider
version are basically the same, but the client
version contains personal demographic
information that is variable and is not included
in the provider version, such as the specific
reason for ineligibility or family income.

PELICAN CCW generates which of the
following correspondences with a client and
provider version?

a.  AA

b.  Enrollment Summary.

c.  Child Care Stop Letter.

d.  Child Care Confirmation Notice.
e. athrough c above.

f. All of the above.

TRUE or FALSE. PELICAN CCW applies
the “Group” version when generating the
Payment Summary and the Recoupment
Letter.
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29. PELICAN CCW generates which of the
following correspondence versions?

a.  Client.

b.  Provider.
c. Group.
d. CIS.

e. PELICAN CCW.

f. Form.
g. Letter.
h.  Notice.

i. aand b above.
j. athrough c above.
k. athrough e above.

. All of the above.

30. TRUE or FALSE. PELICAN CCW processes
“Client” and “Provider” versions of a
correspondence as separate requests.

31. PELICAN CCW generates which of the
following correspondences with a group
version?

L

Payment Summary.

b.  Recoupment Letter.

c.  Redetermination Letter/Packet.
d.  Enrollment Summary.

e. aandb above.

f.  athrough c above.

g.  All of the above.
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32. PELICAN CCW processes which of the
following types of correspondence templates?

a.
b.

C.

Client.

Provider.

CIS.

PELICAN CCW.
Form.

Letter.

Notice.

a through d above.

All of the above.

33. PELICAN CCW determines which
correspondence template to generate based on
what information?

a.

b.

The intended recipient.

The child care program of the case in
which the correspondence is being
generated.

The correspondence type.
a and b above.

All of the above.

Return to Table of Contents

Return to Manual Section “500.6 — Correspondence
Template Versus Correspondence Version”

See Answers
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500.12.3.10 Questions — 500.7 —Individual Failure Reason

500.12.3.11

Codes

34. TRUE or FALSE. PELICAN CCW does not
process data correctly when the CCIS applies
an “Individual” Failure Reason Code at the
“Family Composition” level because
PELICAN CCW cannot determine from
which page to pull the variable data.

35. TRUE or FALSE. The CCIS should never
apply an “Individual” Failure Reason Code at
the “Family Composition” level.

Return to Table of Contents

Return to Manual Section “500.7 — Individual
Failure Reason Codes”

See Answers

Questions — 500.8.1 —Adverse Action (AA)
Notice

36. The CCIS may generate an AA to send to the
p/c in which of the following circumstances?

a.  When a case or individual becomes
ineligible for subsidized child care.

b.  When the co-payment increases.

c.  When subsidized child care is
suspended.

d. When subsidized child care is
disrupted.

e. aand b above.
f. a, b and d above.

g.  All of the above.

37. TRUE or FALSE. PELICAN CCW generates
a provider version of the AA if an enrollment
exists for an affected child.

38. TRUE or FALSE. PELICAN CCW
automatically cancels the first, incorrect AA if
the CCIS discovers an incorrect AA was
generated, satisfies the initial AA in
PELICAN CCW assesses and confirms
eligibility again.
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39. PELICAN CCW does not generate an AA if
child care is ended on the Child Care Request
page for any of the following reasons?

a.  Voluntary Withdrawal.

b.  Moved out of Household.
c.  Worker Error.

d.  Change in Custody.

e.  Lost Appeal.

f.  All of the above.

Return to Table of Contents
Return to Manual Section “500.8.1 — AA Notice”

See Answers

Questions — 500.8.2 —Application Rejection
Notice

40. TRUE or FALSE. The Application Rejection
Notice is send to a p/c who has applied for
subsidized child care via COMPASS and
whose Application cannot be processed.

41. TRUE or FALSE. PELICAN CCW generates
the Application Rejection Notice when the
CCIS selects a “Rejection Reason” on the
Application Summary page when processing a
COMPASS Application and then selects
“Reject Application”.

42. PELICAN CCW will not generate an
Application Rejection Notice when which of
the following “Rejection Reasons” are
selected?

o

Using Existing Co/Record Number.
b.  Incorrect Individual Match.

c.  Appliedin Error —C.

d.  Applied in Error —P.

e. aand b above.

f. All of the above.
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43. PELICAN CCW will generate an Application
Rejection Notice when which of the following
“Rejection Reasons” are selected?

a.  Using Existing Co/Record Number.
b.  Incorrect Individual Match.

c.  Appliedin Error —C.

d.  Applied in Error —P.

e.  Active Case/Receiving Services —
CIS.

f.  Active Case/Receiving Services — P.
g. Active Case/Waitlisted.

h.  cthrough g above.

i.  All of the above.

Return to Table of Contents

Return to Manual Section “500.8.2 — Application
Rejection Notice”

See Answers

500.12.3.13 Questions —500.8.3 — Application Transfer
Letter

44, TRUE or FALSE. The CCIS sends the
Application Transfer Letter to the p/c when
the CCIS receives a COMPASS Application
in the Application Inbox but the address
implies it should have been sent to another
CCIs.

45. TRUE or FALSE. PELICAN CCW will
generate the Application Transfer Letter when
the CCIS selects another CCIS from the drop-
down and click “Transfer Application” on the
Application Summary page.

Return to Table of Contents

Return to Manual Section “500.8.3 — Application
Transfer Letter”

See Answers
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Questions — 500.8.4 —Attendance Invoice

46. TRUE or FALSE. The CCIS uses the
Attendance Invoice as a reporting tool to
confirm a child’s attendance at the provider
location.

47. TRUE or FALSE. The Attendance Invoice
lists each child enrolled at the provider
location according to the child’s care level and
each child’s monthly schedule is included.

48. TRUE or FALSE. The provider is required to
place a checkmark in the “NC” column to
indicate “No Change” in attendance compared
to the schedule, or to note absences when
appropriate.

49. TRUE or FALSE. PELICAN CCW
automatically generates all Attendance

Invoices on the night of the 24™ of each
month.

Return to Table of Contents

Return to Manual Section “500.8.4 — Attendance
Invoice”

See Answers

Questions — 500.8.5 —CareCheck Appointment
Letter

50. TRUE or FALSE. PELICAN CCW does not
automatically generate a CareCheck
Appointment Letter.

51. TRUE or FALSE. The CCIS must manually
request a CareCheck Appointment Letter for a
first-time unregulated provider.

52. TRUE or FALSE. The CCIS must include the
OCDEL-prescribed listing of the crimes that
prohibit persons from caring for children.

53. TRUE or FALSE. The CCIS must generate
the CareCheck Appointment Letter from the
Correspondence Home page by entering a
Co/Record Number in the “Create New” row
under “Case Correspondence”, selecting
“CareCheck Appointment Letter” from the
“Correspondence” drop-down and clicking
“Go”.
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54. TRUE or FALSE. The CCIS may enter
additional text in the “Supplemental Text”
field, as appropriate.

55. TRUE or FALSE. The CCIS must manually
enter the name and address for the provider in
the “Variable Fields” section.

Return to Table of Contents

Return to Manual Section “500.8.5 — CareCheck
Appointment Letter”

See Answers

Questions — 500.8.6 —Change in Primary
Caretaker Letter

56. TRUE or FALSE. PELICAN CCW contains
two distinct templates depending upon the
recipient.

57. TRUE or FALSE. The CCIS sends the
Change in Primary Worker Letter to a p/c or
provider to indicate a change in the primary
worker.

58. TRUE or FALSE. The CCIS must generate
the Change in Primary Worker Letter from the
Correspondence Home page by entering a
Co/Record Number in the “Create New” row
under the appropriate section (i.e., “Case
Correspondence” or “Provider
Correspondence”), selecting “Change in
Primary Worker Letter” from the
“Correspondence” drop-down and clicking
“Go”.

Return to Table of Contents

Return to Manual Section “500.8.6 — Change in
Primary Worker Letter”

See Answers
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500.12.3.17 Questions —500.8.7 —Child Care Confirmation
Notice

59. TRUE or FALSE. PELICAN CCW
automatically generates a Child Care
Confirmation Notice depending upon fields
populated by the CCIS in PELICAN CCW.

60. A Child Care Confirmation Notice is sent in
the following circumstances, which include,
but are not limited to which of the following?

a.  Subsidy suspension.
b.  Subsidy disruption.

c.  Continued eligibility following a
redetermination of eligibility.

d.  Decision to grant or deny a domestic
violence and other family violence
waiver.

e.  Increase or decrease in the assigned
weekly co-payment.

f.  Decision to grant a co-payment
waiver.

g.  Voluntary request to terminate
subsidized child care benefits.

h.  Transfer to another child care
program within PELICAN CCW.

I.  Overpayment notification.

j. All of the above.

61. TRUE or FALSE. The CCIS must generate
the Child Care Confirmation Notice from the
Correspondence Home page by entering a
Co/Record Number in the “Create New” row
under the “Case Correspondence”, selecting
“Child Care Confirmation Notice” from the
“Correspondence” drop-down and clicking
“Go”.

Return to Table of Contents

Return to Manual Section “500.8.7 — Child Care
Confirmation Notice”

See Answers
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500.12.3.18 Questions —500.8.8 —Child Care Eligible

500.12.3.19

Notice

62. TRUE or FALSE. The CCIS must send the
p/c a Child Care Eligible Notice to notify the
p/c the family is eligible for subsidized child
care.

63. TRUE or FALSE. The CCIS must use the
Enrollment Summary to notify the family’s
child care provider of the family’s eligibility
status and indicate information pertaining to
the child(ren)’s enrollment(s).

64. TRUE or FALSE. The Child Care Eligible
Notice is used for the Former TANF,
Head Start/PreK or Low-Income child care
programs during the initial determination of
eligibility only.

Return to Table of Contents

Return to Manual Section “500.8.8 — Child Care
Eligible Notice”

See Answers

Questions — 500.8.9 —Child Care Ineligible
Notice

65. TRUE or FALSE. The CCIS must send the
p/c a Child Care Ineligible Notice to notify the
p/c the family or an individual in the family is
ineligible for subsidized child care.

66. TRUE or FALSE. The Child Care Ineligible
Notice is used for the Former TANF,
Head Start/PreK or Low-Income child care
programs during the initial determination of
eligibility only.
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TRUE or FALSE. PELICAN CCW will
generate a Child Care Eligible Notice and a
Child Care Ineligible Notice if not all
members of the case pass eligibility, and each
notice will list all family members and
indicate the family members’ eligibility
statuses.

Return to Table of Contents

Return to Manual Section “500.8.9 — Child Care
Ineligible Notice”

See Answers

500.12.3.20 Questions — 500.8.10 —Child Care Stop Letter

68.

69.

TRUE or FALSE. The CCIS must send the
Child Care Stop Letter to the p/c as
notification that either the provider, the family
or a child in the family is no longer eligible to
participate in the Subsidized Child Care
program.

The Child Care Stop Letter is generated by the
CCIS when discontinuing/closing or
suspending active enrollments using which of
the following reasons?

a.  Provider Noncompliance.
b.  OIM Program Termination.
c.  Disqualification.

d. Ineligible.

e.  All of the above.

Return to Table of Contents

Return to Manual Section “500.8.10 — Child Care
Stop Letter”

See Answers
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Questions — 500.8.11 —Enrollment Eligible
Notice

70. TRUE or FALSE. The CCIS provides the
Enrollment Eligible Notice to the p/c as a
confirmation of the case’s eligibility for
subsidized child care enrollment under the
TANF, FS or GA/WS?2 child care programs.

71. TRUE or FALSE. PELICAN CCW
automatically generates the Enrollment
Eligible Notice when the CCIS assesses and
confirms eligibility for enrollment according
to enrollment rules during intake, and the case
and individuals pass.

Return to Table of Contents

Return to Manual Section “500.8.11 — Enrollment
Eligible”

See Answers

Questions — 500.8.12 —Enrollment Ineligible
Notice

72. TRUE or FALSE. A CCIS provides the
Enrollment Ineligible Notice to inform the p/c
that either the entire case or an individual in
the case is ineligible for subsidized child care
under the TANF, FS or GA/WS?2 child care
programs.

Return to Table of Contents

Return to Manual Section “500.8.12 — Enrollment
Ineligible”

See Answers
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500.12.3.23 Questions — 500.8.13 —Enrollment Summary

73.

74.

75.

76.

The CCIS provides the Enrollment Summary
to the p/c and/or provider to confirm which of
the following?

a. Provider information.

b.  The number of days per week for
which the child is enrolled.

c.  The type and unit of care for which
the CCIS will pay.

d.  The weekly co-payment for which
the p/c is responsible to pay the
provider for each week of care
provided.

e. A new or changed enrollment, which
may include changes to the child’s
schedule or co-payment.

f. All of the above.

TRUE or FALSE. The CCIS may request the
Enrollment Summary only for a week in
which the child has an active enrollment in
either an “Enrolled State” or “Enrolled Local”
status.

TRUE or FALSE. The CCIS may generate
the Enrollment Summary by selecting the
enrollment checkbox, entering the date the
CCIS would like to retrieve information
(which must be a Monday date), entering a
“Reason” and clicking the “Generate
Enrollment Summary” button on the Case
Enrollment Summary page in PELICAN
CCw.

TRUE or FALSE. The CCIS may generate an
Enrollment Summary effective any day of the
week.

Return to Table of Contents

Return to Manual Section “500.8.13 — Enrollment
Summary”

See Answers

Page 298 of 328



CORRESPONDENCE

Finalized 3/24/10

500.12.3.24 Questions —500.8.14 —Former TANF Transfer

Letter

77.

78.

79.

80.

81.

82.

TRUE or FALSE. The CCIS provides the
Former TANF Transfer Letter to the p/c as
notification of potential eligibility for
subsidized child care after TANF cash
assistance ends/is scheduled to end.

PELICAN CCW generates different versions
of the Former TANF Transfer Letter
depending upon whether the TANF benefits:

a.  Ended in the past.

b.  Are scheduled to end on the
system/today’s date.

c.  Arescheduled to end in the future.

d. All of the above.

TRUE or FALSE. PELICAN CCW
automatically generates the Former TANF
Transfer Letter after the TANF case closes
and CIS sends the transfer file to PELICAN
CCW during the nightly batch.

TRUE or FALSE. The CCIS may manually
generate the Former TANF Transfer Letter in
the event of an improper transfer but the
Former TANF Transfer Letter will not display
a Co/Record Number since it will not be
associated with a specific case.

TRUE or FALSE. The CCIS may manually
generate the Former TANF Transfer Letter
from the Correspondence Home page by
entering a Co/Record Number in the “Create
New” row under the “Case Correspondence”,
selecting “Former TANF Transfer Letter”
from the “Correspondence” drop-down and
clicking “Go”.

TRUE or FALSE. The CCIS must manually
enter data in the variable text fields on the
Create New Correspondence page in
PELICAN CCW.

Return to Table of Contents

Return to Manual Section “500.8.14 — Former
TANF Transfer Letter”

See Answers
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500.12.3.25 Questions —500.8.15 —Funds Available Letter

83.

84.

85.

86.

TRUE or FALSE. PELICAN CCW generates
the Funds Available Letter when the CCIS
authorizes a child’s first enrollment from the
Pre-Enrollment List if funds are immediately
available to enroll the child.

PELICAN CCW generates which of the
following letters when the CCIS authorizes a
child from the Pre-Enrollment List or the
Waiting List depending upon whether funds
are immediately available to cover the cost of
the child’s enrollment and depending upon
whether the child is currently on the waiting
list?

a. Funds Available Letter.
b. Funds Not Available Letter.
c.  Waitlist Funds Available Letter.

d. a and c above.

e. All of the above.

TRUE or FALSE. PELICAN CCW generates
the Funds Available Letter when the CCIS
authorizes a child’s second or subsequent
enrollment from the Pre-Enrollment List if
funds are immediately available to enroll the
child.

TRUE or FALSE. The CCIS may manually
generate the Funds Available Letter if the
CCIS moves a child’s enrollment back to
“Authorized Status (Enrollment)” or “AUT”
as a retroactive change by clicking the
“Generate Correspondence” button on the
Enrollment Status Information page.

Return to Table of Contents

Return to Manual Section “500.8.15 — Funds
Available Letter”

See Answers
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Questions — 500.8.16 —Funds Not Available
Letter

87. TRUE or FALSE. PELICAN CCW generates
a Funds Not Available Letter when funds are
not available to enroll a child because the
CCIS has a waiting list.

Return to Table of Contents

Return to Manual Section “500.8.16 — Funds Not
Available Letter”

See Answers

Questions — 500.8.17 —Mlissing Information
Letter

88. TRUE or FALSE. The Missing Information
Letter has two templates depending upon how
the CCIS generates the letter.

89. TRUE or FALSE. The CCIS can generate the
Missing Information Letter using the “Create
New Correspondence” process on the
Correspondence Home page.

90. TRUE or FALSE. The “Supplemental Text”
field of the Missing Information Letter is
limited to 1,000 characters.

Return to Table of Contents

Return to Manual Section “500.8.17 — Missing
Information Letter”

See Answers
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500.12.3.28 Questions —500.8.18 —Noncompliance Letter

500.12.3.29

91. TRUE or FALSE. The CCIS sends the
Noncompliance Letter to a provider to
indicate that the Bureau of Certification and
Registration has revoked the provider’s

license or the CCIS has revoked the provider’s
CCIS Provider Agreement within PELICAN

CCW.

92. TRUE or FALSE. PELICAN CCW generates
the Noncompliance Letter when an end date is
entered for the CCIS Provider Agreement and
an end reason is selected on the Location
Agreement Detail page in PELICAN CCW.

93. The Noncompliance Letter has which of the
following templates?

a.
b.
C.
d.

€.

Licensing.

Provider Agreement.

OIM Program Termination.
aand b above.

All of the above.

Return to Table of Contents

Return to Manual Section “500.8.18 —
Noncompliance Letter”

See Answers

Questions — 500.8.19 —Qutstanding Balance

Letter

94. TRUE or FALSE. The CCIS sends the
Outstanding Balance Letter to any provider
who has a negative adjustment due to an
overpayment and no longer has active
enrollments from which to recoup the
overpayment.
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The CCIS may manually generate the
Outstanding Balance Letter using the button
provided on the Invoice Adjustment Details
page by completing which of the following
steps in PELICAN CCW?

a.  Process a paid pending adjustment
with a negative amount.

b.  Wait for the nightly batch process to
run.

c.  Navigate to the Invoice Adjustment
Details page.

d.  Click the “Outstanding Balance
Letter” button at the bottom of the

page.
e.  All of the above.

Return to Table of Contents

Return to Manual Section “500.8.19 — Outstanding
Balance Letter”

See Answers

500.12.3.30 Questions — 500.8.20 —Payment Summary

96.

97.

TRUE or FALSE. The CCIS sends the
Payment Summary to a provider or p/c (for
in-home care) so the payee has a document
detailing the payment calculations.

TRUE or FALSE. PELICAN CCW
automatically generates the Payment
Summary during the nightly batch process.
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The CCIS may choose to print the Payment
Summary in which of the following formats?
a.  Summary.
b. Detail.
c. Group.
d. aandb above.

e.  All of the above.

Return to Table of Contents

Return to Manual Section “500.8.20 — Payment
Summary”

See Answers

500.12.3.31 Questions —500.8.21 —Recoupment Letter

99.

100.

101.

TRUE or FALSE. The CCIS sends the
Recoupment Letter to any provider or payee
who has a negative adjustment due to an
overpayment.

TRUE or FALSE. PELICAN CCW
automatically generates the Recoupment
Letter during the nightly batch process when
the CCIS processes a negative adjustment, but
the CCIS may also manually generate the
Recoupment Letter using the button provided
on the Invoice Adjustment Details page.

PELICAN CCW generates the Recoupment
Letter in which of the following formats?

a.  Summary.

b. Detail.

c. Group.

d. aandb above.

e.  All of the above.

Return to Table of Contents

Return to Manual Section “500.8.21 — Recoupment

Letter”

See Answers
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500.12.3.32 Questions — 500.8.22 —Redetermination

Letter/Packet

102.

103.

104.

105.

106.

107.

TRUE or FALSE. The CCIS must send the
Redetermination Letter/Packet to the p/c along
with the appropriate verification forms.

Which of the following verification forms
may be included with the Redetermination
Letter/Packet?

o

Employment Verification form.
b.  Training Verification form.

c.  Education Verification form.

d.  Medical Assessment form.

e. Domestic Violence Verification
form.

f.  Self-Employment Verification form.

g.  All of the above.

TRUE or FALSE. The p/c must review the
Redetermination Summary and indicate any
changes in information, if appropriate, by
updating the information in the gray rows that
are provided.

TRUE or FALSE. The p/c must sign and date
the “Affidavit” section of the form and return
the entire form to the CCIS along with the
required verification forms.

TRUE or FALSE. If the p/c completes the
redetermination via COMPASS, the signed
Affidavit is not required because
“E-signature” is accepted as a DPW standard.

The CCIS must do which of the following if
the p/c fails to submit all of the required
verification prior to the redetermination due
date?

a.  Process the redetermination in
PELICAN CCW and generate an AA
to send to the p/c.

b.  Send the Missing Information Letter
requesting the additional information
or verification by the redetermination
due date.
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108. TRUE or FALSE. PELICAN CCW
automatically generates the Redetermination
Letter/Packet during the nightly batch process
six weeks prior to the redetermination due
date.

109. PELICAN CCW generates the
Redetermination Letter/Packet in which of the
following formats?

a.  Asingle PDF file.
b.  Multiple PDF files.
c.  All of the above.

Return to Table of Contents

Return to Manual Section “500.8.22 —
Redetermination Letter/Packet”

See Answers

Questions — 500.8.23 —Waiting List Funds
Available Letter

110. TRUE or FALSE. The CCIS sends the
Waiting List Funds Available Letter to the p/c
to inform the p/c the eligible child may now
be enrolled because funds have become
available.

111. TRUE or FALSE. The Waiting List Funds
Available Letter has two templates generated
by PELICAN CCW based upon whether a
face-to-face date is entered on the Household
Information page.

Return to Table of Contents

Return to Manual Section “500.8.23 — Waiting List
Funds Available Letter”

See Answers
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500.12.3.34 Questions — 500.8.24 —~Welcome Letter

500.12.3.35

112. TRUE or FALSE. The CCIS sends the
Welcome Letter to the p/c as a notification of
potential eligibility for TANF, FS or GA/WS2
child care services.

113. TRUE or FALSE. PELICAN CCW generates
the Welcome Letter for TANF, FS and
GA/WS?2 cases only when a child care request
is made at the CAO and the CAO pushes or
the CCIS pulls a case into the CIS Inbox that
has a “Processed” or “Processed with
Failures” status.

Return to Table of Contents

Return to Manual Section “500.8.24 — Welcome
Letter”

See Answers

Questions — 500.10.1 —Qutstanding
Delinquency at Application

114. TRUE or FALSE. PELICAN CCW is not
designed to handle generation of a letter, at
application, indicating the child(ren) may not
be enrolled until all outstanding delinquent
co-payments have been resolved when a
family that had previously lost subsidized
child care as a result of delinquent
co-payment reapplies.

115. TRUE or FALSE. If the CCIS cannot
determine whether all outstanding delinquent
co-payments have been resolved or whether
satisfactory arrangements have been made to
pay, the CCIS must consider the delinquency
resolved.
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116. If the CCIS discovers during application that
a family owes outstanding delinquent
co-payments, the CCIS must do which of the
following?

a.

d.

Determine whether the delinquent
co-payment(s) have been paid in pull
or satisfactory arrangements have
been made with the provider to pay
delinquent co-payments.

Enter a resolution date in PELICAN
CCW, assess and confirm eligibility
if the delinquent co-payment(s) were
paid or satisfactory arrangements
were made to pay.

Enter a future resolution date of the
30™ calendar day following the date
the CCIS determined the family
eligible for subsidized child care,
assess and confirm eligibility if the
delinquent co-payment(s) were not
paid or satisfactory arrangements
were not made to pay and send the
New Case — Initial Delinquency
Letter.

All of the above.

117. If the p/c fails to pay outstanding delinquent
co-payments, the CCIS must do which of the

following?
a.  Remove the future resolution date.

b. Deselect the “CC Request” using the
“Reason Ending Care” of
“Delinquent Co-payment” and
clicking “Save”.

c. Assess and confirm eligibility.

d. Locally print the AA, include a copy
of the New Case — 2" Delinquency
Letter and send both the to p/c.

e. All of the above.

Return to Table of Contents

Return to Manual Section “500.10.1 — Outstanding
Delinquency at Application”

See Answers
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Questions — 500.10.2 —Overpayment Collection
— Family Receiving Care

118. TRUE or FALSE. The CCIS must manually
print the Overpayment Collection — Family
Receiving Care — Initial Letter to send to the
p/c along with the Child Care Confirmation
Notice explaining the overpayment.

119. TRUE or FALSE. If the p/c fails to notify the
CCIS of the selected repayment option in
response to the initial letter, the CCIS must
manually print the Overpayment Collection —
Family Receiving Care — 2" Letter to send to
the p/c.

120. TRUE or FALSE. If the p/c fails to respond
to the second letter, the CCIS must

automatically increase the co-payment until
the repayment is complete.

Return to Table of Contents

Return to Manual Section “500.10.2 — Overpayment
Collection — Family Receiving Care”

See Answers

Questions — 500.10.3 —Overpayment Collection
— Family no longer Receiving Care

121. TRUE or FALSE. The CCIS must manually
print the Overpayment Collection — Family no
longer Receiving Care — Initial Letter to send
to the p/c along with the Child Care
Confirmation Notice explaining the
overpayment.

122. TRUE or FALSE. If the p/c fails to respond
to the second letter, the CCIS must manually
print the Overpayment Collection — Family no
longer Receiving Care — 2™ Letter to send to
the p/c.

Return to Table of Contents

Return to Manual Section “500.10.3 — Overpayment
Collection — Family no longer Receiving Care”

See Answers
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500.12.4 Section Checkpoint Answers

The Policy and Operations Divisions of the Bureau of Subsidized Child
Care Services provided the answers to all of the questions asked in
Manual Section “413.24.3 — Section Checkpoint Questions”.

500.12.4.1  Answers —500.1 — General Policy &
Regulation

1. TRUE.

2.  FALSE. The CCIS may not print file copies
except as mandated by OCDEL BSCCS, when
copies are required by the OIG during an
investigation of fraud or when copies are
required for participation in appeal or other
hearings.

3. e.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.1 — General Policy &
Regulation”

Return to Manual Section “500.1.1 —-TANF, FS &
GA/WS2 Child Care Programs”
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Answers —500.1.1 —-TANF, FS & GA/WS2
Child Care Programs

4. TRUE.

5. e.— All of the above.

6. TRUE.
7. TRUE.
8. TRUE.
9. TRUE.
10. TRUE.

11. b.— Manually discontinue/close all active
enrollments, as appropriate, to trigger
generation of a Child Care Stop Letter.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.1.1 -TANF, FS &
GA/WS2 Child Care Programs”

Return to Manual Section “500.1.2 - FT, HS, PK &
LI Child Care Programs”

Answers —500.1.2 —FT, HS, PK & LI Child
Care Programs

12. b.—6/30/2017 or until an audit or litigation is
resolved.

13. TRUE.
14. b. - Enrollment Summary.

15. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.1.2 - FT, HS, PK &
LI Child Care Programs”

Return to Manual Section “500.2 — Definitions &
Acronyms”
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Answers — 500.4 —Correspondence Types

16. f.—athrough c above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.4 — Correspondence
Types”

Return to Manual Section “500.4.1 — Forms”

Answers —500.4.1 —Forms

17. f.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.4.1 — Forms”

Return to Manual Section “500.4.2 — Letters”

Answers — 500.4.2 —L etters

18. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.4.2 — Letters”

Return to Manual Section “500.4.3 — Notices”
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500.12.4.7  Answers —500.4.3 —Notices

19. i.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.4.3 — Notices”

Return to Manual Section “500.5 — Appeal Rights”

500.12.4.8  Answers — 500.5 —Appeal Rights

20. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.5 — Appeal Rights”

Return to Manual Section “500.6 — Correspondence
Template Versus Correspondence Version”
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500.12.4.9  Answers —500.6 —Correspondence Template
versus Version

21. TRUE.
22. TRUE.
23. TRUE.
24. TRUE.
25. TRUE.
26. TRUE.

27. e.—athrough c above.
28. TRUE.

29. J.—athrough c above.
30. TRUE.

31. e.—aand b above.

32. i.— All of the above.

33. e.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.6 — Correspondence
Template versus Correspondence Version”

Return to Manual Section “500.7 — Individual
Failure Reason Codes”
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500.12.4.10 Answers —500.7 —Individual Failure Reason

Codes
34. TRUE.
35. TRUE.

Return to Table of Contents
Review Questions Again

Return to Manual Section “500.7 — Individual
Failure Reason Codes”

Return to Manual Section “500.8 — Correspondence
Details”

500.12.4.11 Answers —500.8.1 — Adverse Action (AA)
Notice

36. a.—When a case or individual becomes
ineligible for subsidized child care.

37. TRUE.

38. FALSE. The CCIS must manually suppress
the initial AA.

39. f.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.1 — AA Notice”

Return to Manual Section “500.8.2 — Application
Rejection Notice”
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500.12.4.12 Answers —500.8.2 —Application Rejection
Notice

40. TRUE.

41. FALSE — Only some of the rejection
reasons result in automatic generation of
the Application Rejection Notice.

42. e.—aand b above.

43. h.-cthrough g above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.2 — Application
Rejection Notice”

Return to Manual Section “500.8.3 — Application
Transfer Letter”

500.12.4.13 Answers —500.8.3 —Application Transfer Letter

44. TRUE.

45. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.3 — Application
Transfer Letter”

Return to Manual Section “500.8.4 — Attendance
Invoice”
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Answers — 500.8.4 —Attendance Invoice

46. TRUE.
47. TRUE.
48. TRUE.

49. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.4 — Attendance
Invoice”

Return to Manual Section “500.8.5 — CareCheck
Appointment Letter”

Answers — 500.8.5 —CareCheck Appointment
Letter

50. TRUE.
51. TRUE.
52. TRUE.
53. TRUE.
54. TRUE.

55. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.5 — CareCheck
Appointment Letter”

Return to Manual Section “500.8.6 — Change in
Primary Worker Letter”
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500.12.4.16 Answers —500.8.6 —Change in Primary Worker

Letter
56. TRUE.
57. TRUE.
58. TRUE.

Return to Table of Contents
Review Questions Again

Return to Manual Section “500.8.6 — Change in
Primary Worker Letter”

Return to Manual Section “500.8.7 — Child Care
Confirmation Notice”

500.12.4.17 Answers —500.8.7 —Child Care Confirmation
Notice

59. FALSE. The CCIS must manually generate
all Child Care Confirmation Notices from the
Correspondence Home page in PELICAN
CCw.

60. j.— All of the above.

61. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.7 — Child Care
Confirmation Notice”

Return to Manual Section “500.8.8 — Child Care
Eligible Notice”
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500.12.4.18 Answers —500.8.8 —Child Care Eligible Notice

62. TRUE.
63. TRUE.

64. TRUE.
Return to Table of Contents
Review Questions Again

Return to Manual Section “500.8.8 — Child Care
Eligible Notice”

Return to Manual Section “500.8.9 — Child Care
Ineligible Notice”

500.12.4.19 Answers —500.8.9 —Child Care Ineligible
Notice

65. TRUE.
66. TRUE.

67. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.9 — Child Care
Ineligible”

Return to Manual Section “500.8.10 — Child Care
Stop Letter”
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Answers — 500.8.10 —Child Care Stop Letter

68. TRUE.

69. e.— All of the above.
Return to Table of Contents
Review Questions Again

Return to Manual Section “500.8.10 — Child Care
Stop Letter”

Return to Manual Section “500.8.11 — Enrollment
Eligible Notice”

Answers —500.8.11 —Enrollment Eligible
Notice

70. TRUE.

71. TRUE.
Return to Table of Contents
Review Questions Again

Return to Manual Section “500.8.11 — Enrollment
Eligible”

Return to Manual Section “500.8.12 — Enrollment
Ineligible”

Answers — 500.8.12 —Enrollment Ineligible
Notice

72. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.12 — Enrollment
Ineligible”

Return to Manual Section “500.8.13 — Enrollment
Summary”
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500.12.4.23 Answers —500.8.13 —Enrollment Summary

73. f.— All of the above.

74. TRUE.

75. TRUE.

76. FALSE. The CCIS may generate an

Enrollment Summary for a Monday effective
date only.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.13 — Enrollment
Summary”

Return to Manual Section “500.8.14 — Former
TANF Transfer Letter”

500.12.4.24 Answers —500.8.14 —Former TANF Transfer
Letter

77. TRUE.

78. d.— All of the above.

79. TRUE.
80. TRUE.
81. TRUE.
82. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.14 — Former
TANF Transfer Letter”

Return to Manual Section “500.8.15 — Funds
Available Letter”
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500.12.4.25 Answers —500.8.15 —Funds Available Letter

83. TRUE.
84. d.—aand c above.

85. FALSE; however, the CCIS may manually
generate the Funds Available Letter by
clicking the “Generate Correspondence”
button on the Enrollment Status Information

page.

86. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.15 — Funds
Available Letter”

Return to Manual Section “500.8.16 — Funds Not
Available Letter”

500.12.4.26  Answers —500.8.16 —Funds Not Available
Letter

87. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.16 — Funds Not
Available Letter”

Return to Manual Section “500.8.17 — Missing
Information Letter”
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Finalized 3/24/10

500.12.4.27 Answers —500.8.17 —Missing Information

Letter
88. TRUE.
89. TRUE.
90. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.17 — Missing
Information Letter”

Return to Manual Section “500.8.18 —
Noncompliance Letter”

500.12.4.28 Answers —500.8.18 —Noncompliance Letter

91. TRUE.
92. TRUE.

93. d.—aand b above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.18 —
Noncompliance Letter”

Return to Manual Section “500.8.19 — Outstanding
Balance Letter”
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500.12.4.29

500.12.4.30

Finalized 3/24/10

Answers — 500.8.19 —Outstanding Balance
Letter

94. TRUE.

95. e.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.19 — Outstanding
Balance Letter”

Return to Manual Section “500.8.20 — Payment
Summary”

Answers — 500.8.20 —Payment Summary

96. TRUE.
97. TRUE.

98. d.—aand b above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.20 — Payment
Summary”

Return to Manual Section “500.8.21 — Recoupment
Letter”

Page 324 of 328



CORRESPONDENCE

500.12.4.31

500.12.4.32

Finalized 3/24/10

Answers — 500.8.21 —Recoupment Letter

99. TRUE.
100. TRUE.

101. d.—aand b above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.21 — Recoupment
Letter”

Return to Manual Section “500.8.22 —
Redetermination Letter/Packet”

Answers — 500.8.22 —Redetermination
Letter/Packet

102. TRUE.

103. g.-— All of the above.

104. TRUE.
105. TRUE.
106. TRUE.

107.  b.— Send the Missing Information Letter to
the p/c requesting the additional information
or verification by the redetermination due
date.

108. TRUE.

109. c.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.22 —
Redetermination Letter/Packet”

Return to Manual Section “500.8.23 — Waiting List
Funds Available Letter”
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Finalized 3/24/10

500.12.4.33 Answers —500.8.23 —Waiting List Funds
Available Letter

110. TRUE.

111. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.23 — Waiting List
Funds Available Letter”

Return to Manual Section “500.8.24 — \Welcome
Letter”

500.12.4.34 Answers —500.8.24 —\Welcome Letter

112. TRUE.

113. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.8.24 — Welcome
Letter”

Return to Manual Section “500.9 — Correspondence
Subsystem in PELICAN CCW?”
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500.12.4.35

500.12.4.36

Finalized 3/24/10

Answers —500.10.1 — Outstanding Delinquency
at Application

114. TRUE.
115. TRUE.
116. d.— All of the above.

117. e.— All of the above.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.10.1 — Outstanding
Delinquency at Application”

Return to Manual Section “500.10.2 -Overpayment
Collection — Family Receiving Care”

Answers — 500.10.2 — Overpayment Collection
— Family Receiving Care

118. TRUE.
119. TRUE.
120. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.10.2 — Overpayment
Collection — Family Receiving Care”

Return to Manual Section “500.10.3 — Overpayment
Collection — Family no longer Receiving Care”
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500.12.4.37

Finalized 3/24/10

Answers — 500.10.3 — Overpayment Collection
— Family no longer Receiving Care

121. TRUE.

122. TRUE.

Return to Table of Contents

Review Questions Again

Return to Manual Section “500.10.3 — Overpayment
Collection — Family no longer Receiving Care”

Return to Manual Section “500.11 — Updated
Information & Additional Resources”
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