CHILD CARE ASSISTANCE PROGRAM POLICY MANUAL	ISSUED  8/2016

GLOSSARY	2
ADMINISTERING AGENCY
A county social services agency or a public or non-profit agency designated by the county board to administer the child care fund.
(Legal Authority: Minnesota Rules 3400.0020, Subp. 4)

ADMINISTRATIVE EXPENSES
Costs associated with the administration of direct services covered by the child care fund.  These include:

· Salaries, wages and related payroll expenses including those for direct personnel costs, expenses for general administration and supervision, secretarial, clerical, accounting and other support services.
· Travel, transportation and per diem or subsistence expenses.
· Materials and office supplies.
· Others expenses directly attributable to the child care fund.
(Legal Authority: Minnesota Rules 3400.0020, Subp. 5)

AGE OF CHILD
Infant   (see INFANT)
Preschool  (see PRESCHOOL)
School Age  (see SCHOOL AGE)
Toddler  (See TODDLER)

ALLOCATION
The share of the total state appropriation of child care funds that a county may earn and be reimbursed for in a calendar year. Department of Human Services (DHS) may increase a county’s allocation by redirecting unexpended or unencumbered funds, or when additional funds become available.  DHS may decrease a county’s allocation proportionate to the reduction in the total allocation when funding decreases are implemented within a calendar year.
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 8)
APPLICANT
All parents, stepparents, legal guardians or eligible relative caregivers who are members of the FAMILY and reside in the household that applies for child care assistance.
(Legal Authority:  Minnesota Statutes 119B.011, Subd.2)

AT-RISK
Environmental or familial factors that create barriers to a child’s optimal achievement.  Factors include, but are not limited to, a federal or state disaster, Limited English Proficiency (LEP) in a family, a history of abuse or neglect, family violence, homelessness, age of the mother, level of maternal education, mental illness, developmental disability, or parental chemical dependency or history of other substance abuse.  See Chapter 9.54 (Special Needs).
(Legal Authority:  Minnesota Rules 3400.0020, Subp.9a)

AUTHORIZED PROVIDER
A legal child care provider who has completed the county registration process, required training and has been approved for child care assistance payments.  See Chapter 11 (Providers).

AUTHORIZED HOURS
The number of hours in a service period, not to exceed the maximum hour limit established in MN Statutes 119B.09, subd. 6, that may be paid for child care for a child. See definition for Scheduled Hours.
(Legal Authority:  MN Rules 3400.0020 subp. 10(a))

BASIC SLIDING FEE PROGRAM
A sub-program of the Child Care Assistance Program for non-Minnesota Family Investment Plan/Diversionary Work Program (MFIP/DWP) families with entrance income below or equal to 47 % of the State Median Income (SMI). See Chapter 4.3.12 (Basic Sliding Fee (BSF)).

BSF
See BASIC SLIDING FEE PROGRAM.

CALENDAR MONTH
A period that begins with the 1st day of the month and ends with the last day of the month.

CASH BENEFITS
Public assistance including income from the Minnesota Family Investment Program (MFIP), Diversionary Work Program (DWP), Minnesota Supplemental Aid (MSA), General Assistance (GA), Refugee Cash Assistance (RCA).
(Legal Authority: Minnesota Statutes 119B.011, Subd.15)

CCAP
Child Care Assistance Program.

CCAP FAMILY
See FAMILY.

CHILD
A person 12 years old or younger, or age 13 or 14 who has a hearing impairment, visual disability, speech or language impairment, physical handicap, other health impairment, mental handicap, emotional/behavioral disorder, specific learning disability, autism, traumatic brain injury, multiple disabilities, or deaf/blind disability which requires special instruction and services.
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 4)

CHILD CARE
Care of a child by someone other than a parent, stepparent, legal guardian, eligible relative caregiver or their spouses in or outside the child’s own home.
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 5)

COUNTY AND TRIBAL CHILD CARE FUND PLAN
A county, tribe, and the designated administering agency shall submit a biennial plan to the commissioner of DHS. The plan shall include information requested by the department to ensure compliance with the child care fund statutes and rules, and allows agencies to establish some local policies and procedures.

COPAYMENT FEE
The amount the family must contribute as its share of child care costs.  This amount is based on household income and size.
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 24)

COUNTY BOARD
The board of county commissioners in each county.
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 9)

DISABILITY
A functional limitation or health condition that interferes with a child’s ability to walk, talk, see, hear, breathe or learn in order to meet the conditions required for an increased rate. See Chapter 9.54 (Special Needs).
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 17a) 

DWP
Diversionary Work Program. See Chapter 4.3.3.15 (DWP Overview).

Discovery Date
The date the agency receives all documentation necessary to calculate a claim. See Chapter 14.6 (Amount of Overpayment.)

DOCUMENTATION
A written statement or record, including an electronic record, that substantiates information provided by a person or an action taken by an agency.
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 18)

EARNED INCOME
Cash or in-kind income earned through the receipt of wages, salary, commissions, bonuses, tips, gratuities, profit from employment activities, net profit from self-employment activities, payments made by an employer for regularly accrued vacation or sick leave, severance pay based on accrued leave time, payments from training programs at a rate at or greater than the state’s minimum wage, royalties, honoraria, or other profit from activity that results from the client’s work, service, effort, or labor.
See also INCOME.
(Legal Authority: Minnesota Statute 256P.01, Subd. 3)

eDOCs
eDocs is a web site that gives access to the Minnesota Department of Human Services (DHS) forms and documents in multiple languages.

EDUCATION PROGRAM (applies to Basic Sliding Fee)
 Remedial or basic education or English as a second language instruction, a program leading to a general equivalency or high school diploma, post-secondary programs excluding post-baccalaureate programs, and other education and training needs as documented in an EDUCATION PLAN. The Education Plan must outline education and training needs of a participant, meet state and county requirements for education plans and meet the requirements of programs that provide federal reimbursement for child care services.
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 11)

ELIGIBLE RELATIVE CAREGIVER
A person who is the caregiver of a child receiving an MFIP or DWP child only grant OR the caregiver is a person receiving an MFIP or DWP grant that includes the child. See Chapter 5.3 (Determining the Child Care Assistance Program (CCAP) Family), Chapter 5.9 (CCAP Family Composition Examples).
(Legal Authority:  Minnesota Statutes 256J.08; Minnesota Rules 3400.0020, Subp. 20)

EMPLOYMENT PLAN (applies to MFIP/DWP)
An Employment Plan (EP) is developed by the job counselor and the participant which identifies the participant's most direct path to unsubsidized employment, lists the specific steps that the participant will take on that path, and includes a timetable for the completion of each step. The plan also identifies any subsequent steps that support long-term economic stability.
(Legal Authority:  Minnesota Statutes, 256J.49, Subd. 5 ) 

ESTABLISHED DATE
The date the agency computes an overpayment. See Chapter 14.6 (Amount of Overpayment). 

EXCLUDED TIME FACILITY
A type of living arrangement which affects the determination of state residence and the county of financial responsibility. See Chapter 8.12 (Moving Between Counties).

FAMILY
The Child Care Assistance Program (CCAP) defines a family as parents, step-parents, guardians and their spouses, or other eligible relative caregivers and their spouses, and their blood related dependent children and adoptive siblings under the age of 18 years living in the same home including children temporarily absent from the household in settings such as schools, foster care, and residential treatment facilities, or parents, step-parents, guardians and their spouses, or other relative caregivers and their spouses temporarily absent from the  household in settings such as schools, military service, or rehabilitation programs.  An adult family member who is not in an authorized activity under this chapter may be temporarily absent for up to 60 days.  When a minor parent or parents and his, her, or their child or children are living with other relatives, and the minor parent or parents apply for a child care subsidy, "family" means only the minor parent or parents and their child or children.  An adult age 18 or older who meets this definition of family and is a full-time high school or postsecondary student may be considered a dependent member of the family unit if 50 percent or more of the adult's support is provided by the parents, stepparents, guardians, and their spouses or eligible relative caregivers and their spouses residing in the same household.  The term “spouse” includes married same-sex spouses. For information on how to determine CCAP Family, see Chapter 5.3 (Determining the CCAP Family).

FAMILY SUBSIDY PROGRAM
The Family Subsidy Program, also known as the Family Support Grant Program, is a state-funded program that provides cash grants to families with children with disabilities who live, or will live, in their family home. The grants provide families with the flexibility to purchase an array of supports and services to meet specific needs.

The goal of the Family Subsidy Program is to prevent or delay the out-of-home placement of children with disabilities and to promote family health and social well-being by enabling access to family-centered services and supports.

For additional information about the Family Subsidy Program families may either:
· Contact their local county social services agency.
OR
· See the DHS Family Support Grant program website.

FICA
Federal Insurance Contribution Act. Social Security withholding tax. 

FULL CALENDAR MONTH
From the first day of the month through the last day of the month.

HOUSEHOLD OF APPLICANT/PARTICIPANT/FAMILY
The CCAP family as defined in Chapter 5.3 (Determining the CCAP Family).

HOUSEHOLD OF PROVIDER
The provider and those people living with the provider or in the home during child care hours.

INCOME
Counted earned or unearned income, including public assistance cash benefits, received by the family.  See Chapter 6 (Income Eligibility).
(Legal Authority: Minnesota Statutes 119B.011, Subd.15)

INFANT
· Licensed Family Child Care: A child is an infant up to 12 months of age.
· Legal Non-Licensed Family Child Care: Follow the Licensed Family Child Care definition
· License Exempt Centers:  Follow the Licensed Center Child Care definition.

(Legal Authority:  Minnesota Statutes 245A.02; Subd.19, Minnesota Rules 9503.0005; Minnesota Rules 9503.0040)

IN-HOME CARE
Care provided in the child’s own home.

KNOWN TO THE AGENCY
Information about a family’s circumstances that the county agency receives from the family or discovers from sources such as MAXIS, PRISM, or MMIS.

For the purposes of this determination, the county agency includes the Minnesota Department of Human Services and the county human service agency(s) responsible for the administration of the child care, cash, food, and health care programs.  It also includes any agency(s) that contracts with the human service agency(s) for the delivery of financial, health care, child care programs, and employment services.

LEGAL GUARDIAN
A person or an agency that has been appointed or accepted as guardian by a court of jurisdiction or tribal law.
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 31b) 

LUMP SUM
Cash received on a non-recurring or irregular basis that cannot be reasonably anticipated. Examples of lump sums include child support arrears, an inheritance, an insurance payment, and gambling winnings.  See Chapter 6.15.15 (Annualizing Lump Sum Income).

MAXIS
Minnesota's statewide automated eligibility system for public assistance programs.

MEC2
Minnesota Electronic Child Care System.

MFIP
Minnesota Family Investment Program.  See Chapter 4.3.3.3 (MFIP Overview). 

MFIP/DWP CHILD CARE
A sub-program of the Child Care Assistance Program for families receiving MFIP or DWP. See Chapter 4.3.3.3. (MFIP Overview). 

MFIP/DWP CHILD CARE FOR STUDENT PARENTS
Child care assistance for student parents under age 21, pursuing a high school or general equivalency diploma, who are not MFIP participants, and who reside in a county with a Basic Sliding Fee waiting list. See Chapter 4.3.15 (MFIP/DWP Child Care for Student Parents).

MINOR CHILD
A child who is living in the same home of a parent or other caregiver, is not the parent of a child in the home, and who is one of the following:

· Less than 18 years of age.
OR
· Under the age of 19 and a full-time student in a secondary school or pursing a full-time secondary level course of vocational or technical training, designed to fit students for gainful employment.

[bookmark: _GoBack]See Chapter 6.6.1 (Individuals Exempt from Earned Income)
MINOR PARENT
A parent who is less than 18 years of age.
· Less than 18 years of age.
OR
· Under the age of 19 and a full-time student in a secondary school or pursing a full-time secondary level course of vocational or technical training, designed to fit students for gainful employment.
See Chapter 6.6.1 (Individuals Exempt from Earned Income)

OVERPAYMENT
The portion of a child care payment that is greater than the amount for which a participant or provider is eligible.
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 33)

PARENT
A child's biological, step, or adoptive mother or father. 

PARENTALLY RESPONSIBLE INDIVIDUAL (PRI)
 All parents, stepparents, legal guardians, or eligible relative caregivers and their spouses who are members of the FAMILY and reside in the household that applies for child care assistance.  See APPLICANT and FAMILY.

PRE-SCHOOL
Licensed Family Child Care: A child is a preschooler at 24 months of age up to being eligible to attend kindergarten within the next four months.
· Legal Non-Licensed Family Child Care:  Follow the Licensed Family Child Care definition. *
· Licensed Center Child Care:  A child is a preschooler at 33 months of age up to the age of being eligible to attend kindergarten within the next four months.  A child in center care may be considered to be a preschooler at 31 months of age for purposes of staff ratios, group size, and programming with agreement of parent, teacher, and director if this decision is in the best interest of the child. *
· Licensed Exempt Centers:  Follow the Licensed Center Child Care definition.*

Preschool/School age category changes; in August of each year, MEC² will complete the annual school age change batch. This process changes the Age Category for children who have reached the appropriate age to start kindergarten in the fall and who have a kindergarten start date entered on the child’s school window.  Without a date entered in that field, the age change cannot occur and the child will remain in the preschool age category when they should be changed to school age. Please refer to the MEC2 User Manual for further information.
(Legal Authority:  Minnesota Statutes 245A.02, Subd.19; Minnesota Rules 9503.0005)

PROVIDER
Individuals or centers licensed by a state or tribe, license-exempt centers, and legal non-licensed individuals providing legal child care services.  For more information, see Chapter 11 (Providers).
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 19)

PROVIDER RATE
The amount the provider charges for child care.
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 35)

PROVISIONAL AUTHORIZATION
A temporary approval of a legal nonlicensed provider to provide care and receive payment for the care of a specific child or children receiving child care assistance when all the requested registration information/documentation, except the background check, is available to the county.  See Chapter 9.3 (Payments to Providers).
(Legal Authority:  Minnesota Rules 3400.0110 Subp. 2a and 2b.; Minnesota Statutes 119B.125 Subd.5)

PROVISIONAL PAYMENT
A temporary payment paid to a legal nonlicensed (LNL) provider based on a provisional authorization.  See Chapter 9.3 (Payments to Providers).
(Legal Authority:  Minnesota Rules 3400.0110, Subp.2a and 2b; Minnesota Statutes 119B.125 Subd. 5)

RECOUPMENT OF OVERPAYMENTS
The reduction of child care assistance payments to an eligible family or a child care provider in order to correct an overpayment of child care assistance.
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 21)

REDETERMINATION
The process by which information is collected periodically by the county and used to determine whether a recipient is eligible for continued assistance and the amount of care to be authorized under the child care fund.  See Chapter 10 (Redetermination of Eligibility).
(Legal Authority: Minnesota Rules 3400.0020, Subp. 37)

REGISTRATION
The process used by a county to determine whether the provider selected by a family applying for or receiving child care assistance to care for that family’s children meets the necessary requirements for payment of CCAP for child care provided by that provider.
(Legal Authority: Minnesota Rules 3400.0120, Subp. 2; Minnesota Statutes. 119B.011, Subd. 19a)

RESERVE
See TEMPORARY INELIGIBILITY.

RESIDENCE
The primary place where the family lives as identified by the applicant or participant.
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 38a.)

RSDI
See RETIREMENT, SURVIVORS, AND DISABILITY INSURANCE.

RETIREMENT, SURVIVORS, AND DISABILITY INSURANCE
A program operated by the Social Security Administration that provides a monthly income to retired people, survivors or dependents of insured people, and people with disabilities.

SCHEDULED HOURS
The specific days and hours during a service period that a child will attend child care as determined by the child care worker, the parent and the provider based on the parents verified eligible activity schedules, the child’s school schedule, and any other factors relevant to the families child care needs.
(Legal Authority:  MN Rules 3400.0020, Subp. 38b)

SCHOOL
See EDUCATION PROGRAM. Note: Education programs do not need to be part of an approved Education Plan or MFIP Employment Plan to be considered “school” for the purposes of determining student status for exempt individuals.

See Chapter 6.6.1 (Individuals Exempt from Earned Income).

SCHOOL AGE
Licensed Family Child Care:  A child is school age when they are at least of sufficient age to attend the first day of kindergarten within the next four months through age 12 or age 14 if the child has a verified special need. For information on Special Needs, see Chapter 9.54 (Special Needs).
· Legal Non-Licensed Family Child Care:  Follow the Licensed Family Child Care definition.**
· Licensed Center Child Care:  A child is school age when they are at least of sufficient age to attend the first day of kindergarten within the next four months through age 12 or age 14 if the child has a verified special need. For information on Special Needs, see Chapter 9.54 (Special Needs).**
· License Exempt Centers:  Follow the Licensed Center Child Care definition.**

**CCAP recommends that counties consider a child to be school age (for payment purposes) on September 1st following the child’s 5th birthday unless the parent   informs the county that the child will not be starting school in September of that year. In this case, the child would not be school age until September 1st of the following year.  If a child starts school before the child’s 5th birthday, the child is considered school age on the day the child starts school.
(Legal Authority:  Minnesota Statues 245A.02, Subd. 19; Minnesota Rules 9503.0005)

SMI
State Median Income.

SSI
See SUPPLEMENTAL SECURITY INCOME.
STUDENT
A person enrolled in an educational program. See EDUCATION PROGRAM and EMPLOYMENT PLAN.
SUPPLEMENTAL SECURITY INCOME
A program operated by the Social Security Administration that provides monthly income to low income people who are AGED, BLIND, or have a DISABILITY.

SUSPENDED
The family remains eligible up to 1 year if there are temporary breaks when child care assistance is not needed.  See Chapter 8.9 (Suspending).

TEMPORARY ABSENCE
A period of time a family member is physically absent from the family’s residence but still included in the household size as he/she intends to return to the residence.  See Chapter 5.6 (CCAP Family – Temporary Absence).
(Legal Authority:  Minnesota Rules 3400.0020, Subp. 40a) 

TEMPORARY INELIGIBILITY
When a family has been receiving child care assistance and a change makes them ineligible and the ineligibility is believed to be temporary, the family’s position in CCAP should be reserved.  The case remains active for a maximum of 90 days, one academic semester/quarter, or until deactivated from military service (if a family had been receiving child care assistance but increased income from active military service made them ineligible).  Payments cannot be made while a family is temporarily ineligible.  See Chapter 8.6 (Temporary Ineligibility).
(Legal Authority:  Minnesota Statutes 119B.09, Subd. 4a; Minnesota Rules 3400.0040, Subp. 17)

TODDLER
Licensed Family Child Care:  A child is a toddler at 12 months of age up to 24 months of age.
· Legal Non-Licensed Family Child Care:  Follow the Licensed Family Child Care Definition.
· Licensed Center Child Care:  A child is a toddler at 16 months of age up to 33 months of age.  A child in center care may be considered to be a toddler up to 35 months of age for purposes of staff ratios, group size, and programming with agreement of parent, teacher, and director if this decision is in the best interest of the child.
· License Exempt Centers: Follow the Licensed Center Child Care definition
(Legal Authority:  Minnesota Statutes 245A.02, Subd. 19; Minnesota Rules 9503.0005; Minnesota Rules 9503.0040)

TRANSITION YEAR CHILD CARE
Child care assistance used to support employment or job search for families who have received MFIP assistance or who were eligible to receive MFIP assistance after choosing to discontinue receipt of the cash portion of MFIP assistance or who have received DWP assistance for at least 3 of the last 6 months before losing eligibility for MFIP or DWP.  Transition year child care is not available to families who have been disqualified from MFIP or DWP due to fraud.
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 20)

TRANSITION YEAR EXTENSION CHILD CARE
Child care assistance used to support employment or job search for families who have completed their transition year of child care assistance and who are eligible for, but on a waiting list for, basic sliding fee services, for the duration of time necessary for the families to be moved from the basic sliding fee waiting list into the basic sliding fee program.
(Legal Authority:  Minnesota Statutes 119B.011, Subd. 20a)

UNEARNED INCOME
Income includes:
· interest and dividends from investment and savings;
· capital gains as defined by the Internal Revenue Service from any sale of real property;
· proceeds from rent and contract for deed payments in excess of the principal and interest portion owed on property;
· income from trusts, excluding special needs and supplemental needs trusts;
· interest income from loans made by the participant or household; 
· cash prizes and winnings;
· unemployment insurance income;
· retirement, survivors, and disability insurance payments;
· cash assistance benefits;
· tribal per capita payments unless excluded by federal and state law;
· income and payments from service and rehabilitation programs that meet or exceed the state’s minimum wage rate;
· income from members of the United States armed forces unless excluded from income taxes according to federal or state law;
· all child support payments;
· spousal support.

See also INCOME.
(Legal Authority: Minnesota Statutes 256P.01, Subd. 8)

UNITARY RESIDENCE
The two full calendar month period when a county remains financially responsible for child care assistance benefits after a participant moves from that one county to another county.
