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POLICY BULLETIN #14-33-OPE
OBSOLETION OF CHILD CARE RELATED FORMS AND NOTICES

Date: Subtopic(s):
March 20, 2014 Form

This procedure can The purpose of this policy bulletin is to inform all staff that the following
now be accessed on the | forms are now obsolete because they are either outdated and/or no
FlAweb. longer in use :

e EXP-52A Notice about postponement of CAPS roll out

e EXP-53MM Emergency Notice to PA Participants Regarding Cases
Closed in Error

e EXP-53RR Introduction to Child Care Automated Phone system
(CAPS)

e EXP-53TT Notice about introduction to inter-active voice response
phone system for CAPS

e EXP-53UU Introduction to Child Care Automated Phone system
(CAPS)

e EXP-53V Family Service Call Center Letter Manhattan

e EXP-75B Notice about new Child Care Automated Phone system
(CAPS) for informal and licensed Child Care providers

e EXP-78G Parent/Guardian School Letter Department Of Education
Chancellor Klein Letter

e EXP-78HH Universal Pre-Kindergarten Letter

W-273Q Letter to Parent/Guardian Administration of Medication by

Legally-Exempt Providers

W-273R CACFP Child and Adult Care Food Program

W-273U New Child Enrollment Confirmation

W-273V Letter Provider Approval and Child Enroliment Notice

W-274A Provider Welcome Letter Obsoleted/Transferred to ACS

Center Directors must ensure that all previous versions of the above
forms and their multilingual equivalents are removed from circulation and
recycled.

Effective Immediately

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center Fax or fax to: (917) 639-0298

Distribution: X



Please use Print on Attachments:
Demand to obtain copies
of forms.

EXP-52A
EXP-53MM
EXP-53RR
EXP-53TT
EXP-53UU
EXP-53V

EXP-75B

EXP-78G

EXP-78HH
W-273Q

W-273Q (S)

W-273R

W-273U
W-273V

W-274A

PB #14-33-OPE

Notice about postponement of CAPS roll out (Obsolete)

Emergency Notice to PA Participants Regarding Cases
Closed in Error (Obsolete)

Introduction to Child Care Automated Phone system
(CAPS) (Obsolete)

Notice about introduction to inter-active voice response
phone system for CAPS (Obsolete)

Introduction to Child Care Automated Phone system
(CAPS) (Obsolete)

Family Service Call Center Letter Manhattan
(Obsolete)

Notice about new Child Care Automated Phone system
(CAPS) for informal and licensed Child Care providers
(Obsolete)

Parent/Guardian School Letter Department Of
Education Chancellor Klein Letter (Obsolete)

Universal Pre-Kindergarten Letter (Obsolete)

Letter to Parent/Guardian Administration of Medication
by Legally-Exempt Providers (Obsolete)

Letter to Parent/Guardian Administration of Medication
by Legally-Exempt Providers (Spanish)(Obsolete)
CACFP Child and Adult Care Food Program (Obsolete)

New Child Enroliment Confirmation (Obsolete)

Letter Provider Approval and Child Enrollment Notice
(Obsolete)

Provider Welcome Letter Obsoleted/Transferred to
ACS (Obsolete)

FIA Policy, Procedures, and Training

2 Office of Procedures



Form EXP-52A (face)
11/27/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

GN Y‘ VERNA EGGLESTON SETH W. DIAMOND
eW OI' Administrator/ Commissioner Executive Deputy Commissioner

KAY HENDON
Executive Director

Provider Name
Provider Address
City, State Zip

Dear Provider,

By now you have received information about CAPS, HRA’s new Child Care
Automated Phone System. In an effort to provide you with the best system
possible, HRA has decided to postpone rolling out CAPS in December. This

ecess&@rﬁmﬂements and

start |c for |CAPS,along with the
-lal wi sant toyed as soon as
d. Be¢ sure tp check your mail for

1 U [

Continue to mail in your HRA-1's until you receive more information
about CAPS.

b \v

HRA wishes the best to you and your family this holiday season!

Sincerely,

Kay Hendon



Form EXP-52A (reverse)
11/27/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

Administradora/Comisionada

VERNA EGGLESTON SETH W. DIAMOND
Subcomisionado Ejecutivo

KAY HENDON
Directora Ejecutiva

Provider Name
Provider Address
City, State Zip

Estimado(a)

Usted ya d | |acerfa—dg C
Automatizada cléfor \ ntil deffa HRA
proveerle el j s} na decidido a
de

i i 2 zamiento ngs
mejoramientos. , \ECE .L@ ILsi a.

Enl
aze
rm

1

—

e;rrrjevo Sistema
sfuerzo para

la inauguracion

11

ira _realizar los

Tan pronto se lleven a cabo las mejoras al sistema, se le enviara informacion
adicional sobre la nueva fecha del comienzo de CAPS, junto con el numero de
teléefono y material de instruccion. Asegurese de revisar su correo para esta

informacion.

Continué enviando por correo su HRA-1's hasta que reciba mas

informacion acerca de CAPS.

iLa HRA le desea unos felices dias feriados!

Atentamente,

Kay Hendon

W-1/Z2
Rev. 1/02



Form EXP-53MM (face)
9/10/02

September 10, 2002

Dear Participant:

aﬂ_l L J 1
Please be ed Septernper 4 from us stating
that your public Was sent tg you {n error. We

apologize fior the n ould not

V) =2

:tzﬂroble“n. E
experiencelany 10s {1 have any |probllems regarding
your benefits, pl .

If you are en intay Ldainue-to activity.

We are sorry for any inconvenience this may have caused.

Thank you for your patience and cooperation.

Very truly yours,

Seth Diamond
Executive Deputy Commissioner



Form EXP-53MM (reverse)

9/10/02
Estimado(g) [Parti¢ipa
Por la presgite le notifi
septiembrelde par
sido cerrado, \E
aseguramos gue

R

“The City of “Newlork_

Human Resources Administration
Family Independence Administration

5
o
G A

10 de septiember de 2002
1L ]
que lLi ] haya recibido Una cartafechada 4 de
le infigrrmpa que su caso de | as
r. Nos|disculpamos por €
ard solucionar el prabler

experimentar ninguna pérdida de beneficios debido a este error. Favor de comunicarse
con su trabgjador inmediatamente s se le presenta cualquier problema con respecto a sus

beneficios.

Si usted esté inscrito en una actividad de trabajo, debe continuar su asistencia a dicha

actividad.

Sentimos cualquier inconveniente que le hayamos causado, y |le agradecemos su

pacienciay cooperacion.

Muy atentamente,

Seth Diamond
Subcomisionado Ejecutivo



EXP-53RR (face)
11/14/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

VERNA EGGLESTON SETH W. DIAMOND
Administrator/ Commissioner Executive Deputy Commissioner
KAY HENDON

Executive Director

Dear Child Care Provider,

There will soon be a quicker and easier way for registered and informal child care
providers to report attendance and obtain payment status!

HRA is introducing CAPS (Child Care Automated Phone System), so you can
report attendance and check payment information from any telephone.

Beginning December 2002, all registered and informal child care providers in Queens

can use CAPS 10" e

B I |

tneans |that child care providers will no
ips ]Elbolz, just to 10 minute
phone call to a toli-free mumber; = wait to receive child care payments.

To learn more about CAPS and how to use it, you are invited to attend a Workshop
being held in Queens on Saturday, November 23, 2002.

Time: 10:00am — 11:00am

Location: Queensboro Job Center
33-28 Northern Blvd., 1st Floor
Long Island City, NY 11101

Directions: By Train: G, R to 36" Street, or N to 39" Avenue
By Bus: Q32, Q60 to 29" Street & Queens Boulevard, or Q101 to 31°
Street and 41% Avenue

Sincerely,

Kay Hendon
Executive Director
Office of Child Care



EXP-53RR (reverse)
11/14/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

VERNA EGGLESTON SETH W. DIAMOND
Administrator/ Commissioner Executive Deputy Commissioner
KAY HENDON

Executive Director

Estimado Proveedor(a) de Cuidado Infantil,

jLa HRA esta iniciando el CAPS (Sistema de Teléfono Automatizado de Cuidado
Infantil—Child Care Automated Phone System), para facilitar los tramites de cuidado
infantil!

Empezando en diciembre del 2002, todo proveedor en Queens, inscrito o informal,

podra:
o s |

uenta

o ]
e lenviar|¢l HRA-1|por ¢orreo, el proveedor
de 5|4 10 minptos,| y esperar menos

US pagos de| cu dadd 1n§a§til. Ademas,
este sistema esta i quier telefono, 7 dias a la semana.

[ab}

Si desea mas informacion sobre como utilizar CAPS, puede asistir a un taller en
Queens el sabado, 23 de noviembre del 2002.

Hora: 10:00 am — 11:00 am

Lugar: Queensboro Job Center
33-28 Northern Blvd., 1st Floor
Long Island City, NY 11101

Indicaciones de viaje:

Por tren: el G o R a 36th Street & Queens Boulevard, o el Q101 a
31st Street y 41st Avenue

Por autobus: el Q32 o Q60 a 29th Street & Queens Boulevard, o el
Q101 a 31st Street y 41st Avenue

Atentamente,

Kay Hendon

Directora Ejecutiva
Oficina de Cuidado Infantil



Form EXP-53TT (face)
11/14/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

VERNA EGGLESTON SETH W. DIAMOND
Administrator/ Commissioner Executive Deputy Commissioner
KAY HENDON

Executive Director

Dear Child Care Networks, Resource & Referral Agencies and Community Based
Organizations:

We know that you work with family childcare providers and parents, so we want you to
know about our new inter-active voice response phone system. HRA is introducing
CAPS (Child Care Automated Phone System).

Beginning December 2002, CAPS will make it possible for all registered and informal

child care providers in Queens to:
N | I |

B I |

over the phone ng that chjldcare providers will no
longer have to ‘ the mailbpk, jlist a § to 10 minute
phone call to a toll-free number and a shorter wait to receive childcare payments.

To learn more about CAPS and how to use it, you are invited to attend a Workshop
being held in Queens on Wednesday, November 20, 2002. This workshop will show you
how the phone system works and prepare you to answer questions you may get from the
people you serve.

Time: 6:30 PM to 8:00 PM

Location: Queensboro Job Center
33-28 Northern Blvd., 1st Floor
Long Island City, NY 11101

Directions: By Train: G, R to 36th Street, or N to 39th Avenue
By Bus: Q32, Q60 to 29th Street & Queens
Boulevard, or Q101 to 31st Street and 41st Avenue

Sincerely,

Kay Hendon
Executive Director
Office of Child Care



Form EXP-53TT (reverse)
11/14/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

W Y VERNA EGGLESTON SETH W. DIAMOND

eW I' Administrator/ Commissioner Executive Deputy Commissioner
KAY HENDON
Executive Director

Estimadas Redes de Cuidado Infantil, Agencias de Recursos y Referencias y Organizaciones de
Apoyo Comunal:

Entendemos que usted trabaja conjuntamente con su proveedor de cuidado infantil familiar y los
padres, por tal queremos ponerle al tanto de nuestro nuevo sistema telefénico interactivo con
respuesta de voz. La HRA se place en presentar CAPS (Child Care Automated Phone System)-
(Sistema de Teléfono Automatizado para Cuidado Infantil).

A partir de diciembre 2002 CAPS hara posible que todos los proveedores de cuidado infantil

inscritos en Queens _
1L |

del ¢cwidado.

de pagd
R 1 1

1no

na./Hl Uso de| CAPS implica jue los proveedores de

ozg{i?‘mmque anp ti que hacer viajes
fnut e tetéfon tiempo reducido

para recibir sus pagos de cuidado infantil.

Si desea saber mas sobre como utilizar CAPS, le invitamos a que asista a un taller que se llevara
a cabo en Queens el miércoles, 20 de noviembre 2002. Este taller le ensefara como funciona el
sistema de teléfono y lo preparara para responder preguntas que surjan de personas a quien
usted sirve.

Hora: 6:30 PM to 8:00 PM

Lugar: Queensboro Job Center
33-28 Northern Blvd., 1¢r Piso.
Long Island City, NY 11101

Indicaciones de viaje:

Por Tren: el G o R a 36th Street & Queens Boulevard, o el Q101 a 31st
Street y 41st Avenue

Por Autobus: el Q32 o Q60 a 29th Street & Queens Boulevard, o el Q101
a 31 Streety 41st Avenue

Atentamente

Kay Hendon

Directora Ejecutiva
Oficina de Cuidado Infantil



EXP-53UU (face)
11/14/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

VERNA EGGLESTON SETH W. DIAMOND
Administrator/ Commissioner Executive Deputy Commissioner
KAY HENDON

Executive Director

Dear Child Care Provider,

There will soon be a quicker and easier way for registered and informal child care
providers to report attendance and obtain payment status!

HRA is introducing CAPS (Child Care Automated Phone System), so you can
report attendance and check payment information from any telephone.

forma C“ll(J cane p](VlEElers in QUCCHS can

Beginning Deg
use CAPS to:

over the phone 7 days a week. Using CAPS means that child care providers will no longer
have to mail in an HRA-1, no more trips to the mailbox, just a 5 to 10 minute phone call
to a toll-free number, and a shorter wait to receive child care payments.

To learn more about CAPS and how to use it, you are invited to attend a Workshop being
held in Queens on Thursday, November 21, 2002.

Time: 6:30 PM - 8:00 PM

Location: Queensboro Job Center
33-28 Northern Blvd., 1st Floor
Long Island City, NY 11101

Directions: By Train: G, R to 36th Street, or N to 39t Avenue
By Bus: Q32, Q60 to 29th Street & Queens Boulevard, or Q101 to
31st Street and 41st Avenue

Sincerely,

Kay Hendon
Executive Director
Office of Child Care



EXP-53UU (reverse)
11/14/02

HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET

NEW YORK, N.Y. 10038

VERNA EGGLESTON SETH W. DIAMOND
Administrator/ Commissioner Executive Deputy Commissioner
KAY HENDON

Executive Director

Estimado Proveedor de Cuidado Infantil,

jLos proveedores inscritos e informales de cuidado infantil, muy pronto tendran una
manera rapida y facil para informar sobre de asistencia y para obtener el estado de pagos!

La HRA esta presentando CAPS (Child Care Automated Phone System — Sistema

de Teléfono Automatizado de Cuidado Infantil), para que pueda informar sobre
asistencia y verificar la informacion de pagos por cualquier teléfono.

Comenzando e iciemt C 0s proveed E_j__n_lsc_rjﬁ_le informales de
cuidado infan ‘ ns \ iJ 3 :

lo infanntil

hifica ue

por teléfono 7 dia

]

0s T

@ores de cuidado

infantil ya no tendran que enviar por correo un HRA-1, ni ir al buzén, solamente una
llamada por teléfono de 5 a 10 minutos a un numero gratls y menos tiempo de espera

para recibir los pagos de cuidado infantil.

Le invitamos a asistir a un Taller para enterarse mas sobre CAPS y como utilizarlo, a

llevarse a cabo en Queens el jueves 21 de noviembre del 2002.

Hora: 6:30 PM a 8:00 PM

Lugar: Queensboro Job Center
33-28 Northern Blvd., ler Piso
Long Island City, NY 11101

Indicaciones de Viaje:

Por Tren: G, R hasta 36th Street, o N hasta 39th Avenue
Por Autobus: Q32, Q60 hasta 29th Street y Queens Boulevard,
0 Q10 hasta 31st Street and 41st Avenue

Atentamente,

Kay Hendon

Directora Ejecutiva
Oficina de Cuidado Infantil



Form EXP-53V (face)
3/6/02
Mail Job No. 476

HUMAN RESOURCES ADMINISTRATION
180 WATER STREET
NEW YORK, N.Y. 10038

6]veW or, VERNA EGGLESTON SETH W. DIAMOND
Administrator/Commissioner  Executive Deputy Administrator/Commissioner

Family Independence Administration

March 6, 2002

Dear Sir/Madam:

We are pleased to inform you of a new service initiative for child-only public assistance cases. You will be
able to make a phone call or mail information to the Special Call Unit located in the Manhattan Region,
where a worker will process actions quickly and conveniently over the telephone or through the mail
without a required in-person visit from you. We believe this will better serve your needs by reducing the
number of visits you need to make to your regular Job Center.

ruvv-tuluse this new

If you have any glg y[oR(eRY

service, the Specia i orem y|still be referred to
your local centel. | Simply ¢ tom o s your need. To
insure faster service, pl and any otk nents gvailable prior to

calling the unit. rfthe hours of 8:30
a.m. to 5:00 p.m

For your conveniente Alope | m mrker instructs
you to mail copies of-ctocun i - i therm it sure proper
routing. Be sure to include your name, case number and a telephone number where you can be reached
during the daytime.

throu

The Special Call Unit's telephone numbers are (212) 725-8286; 7228; 7227 and 6959.

Sincerely Yours,

Seth Diamond
Executive Deputy Administrator/Commissioner

(vea al dorso)



Form EXP-53V (reverse)
3/6/02
Mail Job No. 476

New

Estimado(a) Sefior/Sefiora:

HUMAN RESOURCES ADMINIST
180 WATER STREET
NEW YORK, N.Y. 10038

VERNA EGGLESTON
Administrator/Commissioner

RATION

SETH W. DIAMOND
Executive Deputy Administrator/Commissioner
Family Independence Administration

6 de marzo, 2002

Nos complace informarle de una nueva iniciativa de servicio para casos de asistencia publica
relacionados con nifios solamente. Usted podra llamar o enviar informacion por correo a la Unidad
Especial de Llamadas ubicada en la Region de Manhattan, donde un trabajador procesara las acciones
rap|da y convenlentemente por teléfono o por correo sin requerir una visita personal. Creemos que esto

Trabajo habitual.

Si usted tiene ¢
nuevo Sservicio,
continle siendo
esta carta y co

p.m.

if asu

un ser

iBltas quejus e

informar.
llame a

entos

tinentes a

a V|e|’p

0S, entrp lag

:lacer ajsu Centro de

A cOMo usar este

vicio mas rgplido,

cias, p]lede que usted
no localizado al pie de
gvor de tener

g llamar a la unidad.

@ a.m. a 5:00

Para su conveniencia, encontrara adjunto un sobre con nuestra direccion impresa. Si el trabajador de la
Unidad Especial de Llamadas le pide que envie por correo copias de documentos para ser procesados,
favor de incluirlas en el sobre antemencionado para asegurar que lleguen a su destino. Asegurese de
incluir su nombre, nimero del caso y nimero de teléfono donde se le pueda localizar durante el dia.

Los numeros de teléfonos de la Unidad Especial de Llamadas son (212) 725-8286; 7228; 7227 y 6959.

Atentamente,

Seth Di

amond

Executive Deputy Administrator/Commissioner

(see other side)



EXP-75B (face)

2/6/03

FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE (CAPS 2/03)
180 WATER STREET

NEW YORK, N.Y. 10038

Provider Name
Provider Address
City, State Zip

Dear Provider,

VERNA EGGLESTON

Administrator/Commissioner

%
Ll
))& SETH W. DIAMOND
SF

Executive Deputy
Commissioner

KAY HENDON
Executive Director

February 12, 2003

Starting February 15t 2003 all informal and licensed child care providers in
Queens can begin using CAPS-HRA’s new Child care Automated Phone

System.

CAPS gives you a new and faster way to communicate with HRA to report
attendance, check payment status, remove a child from care and check the

status of a child. ﬂ@m'

Enclosed is [a br re instryction |sheet,
you
d|assi
U may
h 5

.

1 pw
tance o
call the

=~ N U 0O <&

rhich describes what you will

¥0) u;ejl .1 Keep this
r| have any questions

I_a-nﬁ17:

need to begi usirr instructs
information | for fuifu u n
regarding th \ﬂ PS (o
(212) 835-76

be available forCAPS

|

Chi

—

d Care Hotline at

30 P@erators will

e Starting February 15t 2003 you can call CAPS at 1-800 692-0699
to check your payment status for January, or any prior month.

e Beginning March 274, 2003 you may use CAPS to report February’s

attendance.

¢ Remember - do not mail your HRA-1 when you use CAPS to report

attendance.

Sincerely,

Kay Hendon



EXP-75B (reverse)
2/6/03
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE (CAPS 2/03)
# Executive Deputy

180 WATER STREET C‘lgf
NEW YORK, N.Y. 10038 {‘ Commissioner

Y}'k) KAY HENDON

Executive Director

«. VERNA EGGLESTON
. Administrator/Commissioner

/W& SETH W. DIAMOND

Nombre del Proveedor
Direccion del Proveedor
Ciudad, Estado y Codigo Postal

12 de febrero, 2003
Estimado(a) Proveedor(a)
A partir del 15 de febrero, 2003 todos los proveedores informales y autorizados
de cuidado infantil en Queens pueden comenzar a usar el nuevo Sistema de

Teléfono Automatizado para Cuidado Infantil de HRA (CAPS).

CAPS les ofrece una forma nueva y rapida para comunicarse con la HRA

cuando nece asiste rgyisar '@metirar algun
nino del cuidado 1s ﬁ rgun ifno.

Adjunto encontrar|g 11 a hoja de ingtruaegionegs quie-describe lo que
necesitara para e \m\i}\lﬁq sistegm CAT:S_EJ indtruygrcomo utilizarlo.
Guarde esta 4 m ra ueda necesitarlal Si|hecesita ayuda o
tiene preguntas angja |[de CAPS puede llamar a la Linea
Directa de Cut o} ] il 12) 33-7610 los juetes tn 1d nacte de 5 PM a

7:30 PM. Un(a) Operador(a) estara disponible para ayudarlo solamente con
CAPS.

e A partir del 15 de febrero, 2003 usted puede llamar a CAPS al 1-800
692-0699 para revisar el estado de pagos de Enero, o meses
anteriores.

¢ Empezando el 2 de marzo, 2003 usted puede usar CAPS para reportar
su asistencia de febrero.

¢ Recuerde- no envie por correo su HRA-1 cuando use CAPS para
reportar su asistencia.

Atentamente,

Kay Hendon



Sunday March 2nd
Tuesday April 1st
Sunday May 4th
Sunday June 1st
Tuesday July 1st
Sunday August 3rd
Monday September 1st
Wednesday October 1st
Sunday November 2nd
Monday December 1st

A,

_

i




Form EXP-78G (page 1)
9/13/04

HUMAN RESOURCES ADMINISTRATION
180 WATER STREET
NEW YORK, NEW YORK 10038

VERNA EGGLESTON PATRICIA M. SMITH

cNeW%' k) Administrator/Commissioner First Deputy Commissioner

SETH W. DIAMOND
Executive Deputy Commissioner

September 13, 2004

Dear Parent/Guardian:

As you are aware, the NYC Department of Education school year has begun. Schools will offer
reduced cost meals to children through its Office of School Food and Nutrition Services. If you

receive public istan food p be s, these mea]s_;-a;r b_l:;_mgrour children
free of charg¢/
You may ha iveda New Y ifice ofl Temporary isability Assistance

.
children-in~ygur h )-i::jis is called a
- with {h licat nd Reduced

Price Schodl{Meal (ren) shdu i om his |or her school. Your household will
then be elig Ee for/t e fLee j h Ellz:nj Is. \If youy have not feiceived thg Diregt|Certification letter
from OTDA, ent r lig' Ass| or|faad Stamp case mbeﬂ Application
for Free and Reduged-Pri chogl Meals. | |

You do not need a Budget Letter from your Job Center or Food Stamp Office. There is no
need to visit the Centers or produce budget letters for your children’s schools. A copy of a letter
from the Department of Education explaining this process is attached.

4

—h (DWW

—

--n<

If you have any questions regarding the Department of Education School Meals Program, or need
help getting or completing an application, contact the principal of your child’s school for
assistance.

Sincerely,

Seth W. Diamond
Executive Deputy Commissioner
Family Independence Administration

Attachment



Form EXP-78G (page 2)
9/13/04

HUMAN RESOURCES ADMINISTRATION
180 WATER STREET
NEW YORK, NEW YORK 10038

VERNA EGGLESTON PATRICIA M. SMITH

MWY}'&) Administradora/Comisionada Primera Subcomisionada

SETH W. DIAMOND
Subcomisionado Ejecutivo

13 de septiembre, 2004

Estimado(a) padre/madre o tutor:

Como ya usted sabe, el afo escolar del Departamento de EducaC|on de la Ciudad de Nueva

York ha empe adqQ. La idas a ncﬁﬁ iigs, mediante
ricion (Offi

> nd Nutrition
de asisjencia pul de cupones para
midas|escolares i

alguno.
idp una -;&lde

a York|(New York 5
a lista ¢on los no

lcich e Comidal e
i ida

Costo Reducido (Appllcatlon for Free and Reduced Price School Meals) que su hijo(a) recibira en
la escuela. Posteriormente, su hogar sera elegible a recibir comidas escolares gratuitas. Si no ha
recibido la Carta de Certificacion Directa de la OTDA, usted puede anotar el numero de su caso

de Asistencia Publica o de Cupones para Alimentos en la Solicitud para Comidas Escolares
Gratuitas y a Costo Reducido.

i Asistencia
ffice of Temporary
ie todos los nifios

Usted no necesita una Carta de Presupuesto (Budget Letter) de su Centro de Trabajo o de
su Oficina_de Cupones para Alimentos. No hay necesidad de ir a los Centros o presentar
cartas de presupuesto para la(s) escuela(s) de su(s) hijo(s). Usted encontrara adjunta una copia
de la carta del Departamento de Educacion la que explica este proceso.

Si tiene preguntas acerca del Programa de Comidas Escolares del Departamento de Educacion,
0 necesita ayuda en conseguir o llenar la solicitud, comuniquese con el Director de la escuela de
su hijo(a) para recibir asistencia.

Atentamente,

Seth W. Diamond
Subcomisionado Ejecutivo

Adjunto
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HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET, NEW YORK, N.Y. 10038
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GNeWY}k) VERNA EGGLESTON SETH W. DIAMOND

Administrator/Commissioner Executive Deputy Commissioner

KAY HENDON
Executive Director

Dear Parent:

Did you know there are quality preschool educational programs for your child right in your
neighborhood? The Department of Education’s Universal Pre-Kindergarten (UPK) program is
New York City’s comprehensive prekindergarten program that provides young children with a
nurturing environment designed to promote creative expression and social, emotional, physical
and cognitive development. UPK also provides preschool children with an opportunity to engage
in an educational experience prior to entering kindergarten. There is no charge for UPK — it's
free!
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A quality early childhood educational program can help your child become confident and
prepared to meet each challenge of his/her future educational experience.

Please review the enclosed information about UPK. We hope you will use this information to
plan for your child’s educational future and academic success in school. The New York City
Child Care Resource and Referral Consortium, at (888) 469-5999, may also be able to provide
more information about programs in your neighborhood.

Sincerely,

Kay Hendon

Enclosure
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HUMAN RESOURCES ADMINISTRATION
FAMILY INDEPENDENCE ADMINISTRATION
OFFICE OF CHILD CARE

180 WATER STREET, NEW YORK, N.Y. 10038

6N8W)6} VERNA EGGLESTON SETH W. DIAMOND
Administradora/Comisionada Subcomisionado Ejecutivo
KAY HENDON

Directora Ejecutiva

Estimado(a) Padre o Madre:

¢ Sabia usted que existen programas educacionales preescolares de calidad para su nifio en su
mismo vecindario? El programa completo Universal de Prekindergarten del Departamento de
Educacion (Department of Education’s Universal Pre-Kindergarten — UPK) y de la ciudad de
Nueva York le brinda a nifios pequefios ambientes que fomenten su desarrollo fisico,
cognoscitivo y social, al igual que su expresion creativa. EI UPK también le presta una
oportunidad a los nifios de edad preescolar de participar en un una experiencia educacional
antes de ingresar al kindergarten. El UPK no cuesta nada — jes un programa gratuito!
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Un programa educacional de calidad para nifos pequenos puede servir para que su nifio
desarrolle la preparacion y autoconfianza necesarias para enfrentarse a los desafios
educacionales que le esperan en el futuro.

Favor de repasar la informacién adjunta respeto de UPK. Esperamos que usted se sirva de
dicha informacién para planificar el futuro educacional de su nifio. Es posible que el Consorcio
de Recursos y Envios de Cuidado Infantil de la Ciudad de Nueva York (New York City Child

Care Resource and Referral Consortium), en el (888) 469-5999, también pueda proporcionarle
mas informacion acerca de programas en su vecindario.

Atentamente,

Kay Hendon

Adjunto
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Date:

Case Number:

Case Name:

Letter to Parent/Guardian
Administration of Medication by Legally-Exempt Providers

Dear Parent/Guardian:

I am writing to inform you of the New York State (NYS) laws and policies regarding who may legally
administer medication to children in legally-exempt child care, and what you can do to make sure that
your child's medication needs are met while in child care.

e Since 1972, NYS law has restricted the right to administer medication other than over-the-counter
topical ointment, sunscreen and topically applied insect repellent to specific authorized medical
professionals. An exemption to this law permits some individuals to administer medication to the sick,
disabled or injured. For example, parents/guardians can administer medication to their children.
Members of the child's household, in-home caregivers, and relatives within the third degree of
consanguinity to the parent or stepparent are permitted to administer medication to children in their
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¢ A legally-exempt child care provider who is not legally permitted to administer medication may only
administer over-the-counter topical ointments, sunscreen and topically applied insect repellent. A
legally-exempt provider is legally permitted to administer medication, other than over-the-counter
topical ointments, sunscreen and topically applied insect repellent, if the provider is one of the exempt
persons described above or if the provider has been authorized through OCFS to administer
medication to children in a legally-exempt child care setting.

o [Effective January 31, 2005, all legally-exempt child care providers who will administer
medication other than over-the-counter topical ointments, sunscreen and topically applied
insect repellent to subsidized children must establish their qualifications by completing and
submitting to the Human Resources Administration (HRA) the Administration of Medication
Enrollment Form for Child Care Providers (W-273W), and any required documentation
indicated on the form. The W-273W is included as an enclosure with this letter.

e As of January 31, 2005, a child care subsidy must not be issued for any child care provided by a
legally-exempt provider who administers medication beyond his or her legal authority to do so.
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What do these regulations mean for parents/guardians and legally-exempt child care providers?

The regulations mean that many legally-exempt child care providers are barred from giving many commonly used
medications to children while the children are in their child care program unless the provider becomes authorized by OCFS
to administer medication. Medication is "a substance used to treat disease or sickness," and it includes both prescription
and nonprescription (over-the-counter) substances. Examples of commonly used medications that may not be
administered unless the legally-exempt provider is legally permitted to administer medication include, but are not

limited to:

e Tylenol® e insulin e antibiotics
e Ritalin® e inhalers e ear, eye or nose drops
e Oragel® e EpiPen®

A child care provider who is not legally permitted to administer medication may administer only the following kinds of
medication:

e over-the-counter topical ointments (such as diaper ointment)
e Sunscreen
e topically applied insect repellent

A provider who is not legally permitted to administer medication may not give medication to children in care, even in an

emergency!
1L
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The parent, stepparent, legal custodian or legal guardian of a child,;

A member of the child's household,;

A child care provider employed by the parent to provide child care in the child's home; or

Relatives who are related within the third degree of consanguinity to the child's parent or stepparent such as: the
grandparent, great-grandparent, great-great-grandparent, aunt/uncle (or spouse), great-aunt/great-uncle (or
spouse), brother/sister (or spouse) or first cousin (or spouse) of the child.

e Legally-exempt child care providers who are trained and authorized by OCFS to administer medication under a Health
Care Plan approved by a qualified health care consultant may administer medication when such providers are:

e operating in compliance with NYS regulations, 18 NYCRR 415.4 (f)(7)(iv)(2);
e authorized by the child's parent, stepparent, legal guardian or legal custodian to administer medication;
e administering medication to a subsidized child.

To receive OCFS authorization to administer medication, a child care provider must be 18 years or
older and literate in the language in which the parental permissions and health care provider's
instructions will be written and spoken in.
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What can parents do to prepare?
When planning for your child's health care needs while in a child care setting, please ask yourself the following questions:

e What are my child's medication needs (prescription and nonprescription) during the time my child is in the child care
program?

e Does my child have any special health care needs? If yes, is there an individual child's health care plan in place for
my child care provider to follow?

e Is my current child care provider legally permitted to administer all medication my child needs or may need? If yes,
then you and your provider must complete and submit the enclosed Administration of Medication Enrollment Form for
Child Care Providers (W-273W).

e If my current child care provider is not legally permitted to administer necessary medication to my child, will he or she
complete the OCFS requirements to become authorized to administer medication?

e What will | do to make sure my child's medication needs are met during the times that my child care provider cannot
meet them?

e If my child's medication needs change suddenly due to sickness or emergency, how will my child's needs be taken
care of?

e Dol needtofind a i s y child's med.iaﬁrrr_ieed_s.l\l\ﬂﬁet?

Parents should disc el provider and develop a plan to meet the child's

needs. A provider w choosé not to adfrjinistef any medication other
than over-the-counte tirepeller e or she may-chepse to participate
in special training, authorize OCHS to admimsfer medication.

Additionally, to care iof any/chi al he are heeds, a provider will hayve to develop and follow

an individual child's hg : 3 eparedi ¢ 'or\-m-th-tre child's ﬁare provider.

What must a legally-exempt child care provider who is already legally permitted to administer
medication do?

A child care provider who is legally permitted to administer medication must work with the Human Resources
Administration (HRA) to complete and submit the Administration of Medication Enroliment Form for Child Care Providers
(W-273W). The form must be completed and submitted on or before January 31, 2005. Mail the forms to: Human
Resources Administration, Child Care Support Services, 109 E. 16th Street, New York, NY 10003. If your provider does
not have the W-273W, you may obtain one by asking to speak with a child care specialist at your Job Center.

What must a legally-exempt child care provider do to become authorized by OCFS to administer medication?

If your provider is not currently permitted or authorized to administer medication through OCFS but would like to become
authorized, he or she should begin the process as soon as possible. As part of this process, the provider will participate in
training, develop a Health Care Plan for the Administration of Medication, and obtain a health care consultant to review the
health care plan and the child care program. When all the certification and authorization requirements are met, the
provider and parent must complete and submit the Administration of Medication Enrollment Form for Child Care Providers
(W-273W), a copy of the approval page of the health care plan, and all other required documentation.
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The process of becoming authorized to administer medication is explained in the handout, Obtaining Authorization to
Administer Medication to Subsidized Children in Legally-Exempt Care (W-273X), which is included with this letter. The
W-273W is also included. Please give both of these to your child care provider. Your child care provider should call the
Child Care Resource and Referral Consortium (CCRRC) at (888) 469-5999 if he or she needs any help with this process.

Remember, until your provider is legally permitted to administer medication, you will need to have a plan for your child to
legally receive any necessary medication.

Can a parent choose to use a legally-exempt provider who is not legally permitted to administer medication other
than over-the-counter topical ointment, sunscreen and topically applied insect repellent?

Yes, such providers are still eligible, as long as they do not administer any medication. However, the parent must make
sure that his/her child’'s needs can be met while at a child care program that does not administer medication. If the child
has medication needs that the provider cannot meet, the parent must put a plan in place that is adequate to meet the
child's needs. When selecting a provider, especially one who is not legally permitted to administer medication (other than
over-the-counter topical ointments, sunscreen and topically applied insect repellent), a parent should always discuss how
sickness and emergency situations will be handled. For example, if your legally-exempt provider is not permitted to
administer medication (other than over-the-counter topical ointments, sunscreen and topically applied insect repellent) and
your child develops a fever, your provider cannot give your child a medication such as Tylenol®. Parents must make a
plan for how this type of situation is to be handled.

If you have any questions regarding this letter, ask to speak with a child care specialist at your Job Center. For additional
information on the requirement adminjster medication to_children_in C"rtcaﬁe_il_d_lCare Resource and Referral
88) 469-5999.

Consortium (CCRRCYa

Sincerely,

B I |

Kay Hendon
HRA/FIA Office of Chi

| [ 1
Enclosures

Administration of Medication Enrollment Form for Child Care Providers (W-273W)
Obtaining Authorization to Administer Medication to Subsidized Children in Legally-Exempt Care (W-273X)
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Fecha:

Numero del Caso:

Nombre del Caso:

Carta al Padre/a la Madre/al Tutor para la Administracion de Medicamentos por parte de
los Proveedores Legalmente-Exentos

Estimado(a) Padre/Madre/Tutor:

Le dirijo esta carta para informarle de las leyes y reglamentos del Estado de Nueva York (NYS), respecto a
quienes tienen la autoridad de administrarles medicamentos a nifios bajo cuidado infantil legalmente-exento.
Ademas, para darle informacién acerca de qué puede usted hacer para asegurarse de que se satisfagan las
necesidades de su nifio respecto a medicamentos.

e Desde el 1972, la ley del Estado de Nueva York ha restrlngldo a solo profesmnales de salud el derecho de
adm|n|strar med| af 5 mentos sin receta:
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subsidiados bajo su cuidado: pomadas tdpicas sin receta, protectores solares y repelentes tépicos contra
insectos. A partir del 31 de enero del 2005, se le permitir a los proveedores de cuidado infantil legalmente-
exentos administrar medicamentos a nifios beneficiarios de cuidado subsidiado. Sin embargo, dichos
proveedores tendrdn que recibir capacitacion y autorizacién para administrar medicamentos mediante la
Oficina de Servicios al Nifio y a la Familia (Office of Children and Family Services — OCFS). El volante
W-273X (S) adjunto, “Como Obtener Autorizacion para Administrar Medicamentos a Nifios Subsidiados bajo
Cuidado Legalmente-Exento”, detalla los pasos que el proveedor tiene que tomar para obtener la
autorizacion. Por favor comparta la informacion en este volante con su proveedor de cuidado infantil.

X

e Un proveedor de cuidado infantil legalmente-exento, al cual la ley no le permite administrar medicamentos,
s6lo puede administrar pomadas topicas sin receta, protectores solares y repelentes topicos contra insectos.
Dicho proveedor sélo sera permitido administrar medicamentos legalmente, aparte de los antemencionados,
si es una de las personas exentas descritas anteriormente o si ha sido autorizado mediante la OCFS para
administrar medicamentos a nifios bajo cuidado legalmente-exento.

e A partir del 31 de enero del 2005, todo proveedor de cuidado legalmente-exento que administrara
medicamentos aparte de pomadas tépicas sin receta, protectores solares y repelentes tépicos contra
insectos a niflos subsidiados bajo cuidado debe dar constancia de que esta calificado. Tiene que
llenar y entregar a la Administracion de Recursos Humanos (la HRA) el formulario de Inscripcion de
Administracion de Medicamentos para el Proveedor de Cuidado Infantil [W-273W (S)] y todo
documento indicado como requisito en el mismo. Se adjunta con esta carta el formulario W-273W (S).

e A partir del 31 de enero del 2005, no se le otorgaran a ningun proveedor de cuidado infantil legalmente-
exento que administre medicamentos fuera de su autoridad legal subsidios para cuidado infantil.
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¢,Cudl es el impacto de estos reglamentos para los padres/tutores y proveedores de cuidado infantil
legalmente-exentos?

Los reglamentos prohiben a muchos de los proveedores de cuidado legalmente-exentos administrar
medicamentos de uso frecuente a nifios que reciben cuidado en su programa, a menos que el proveedor sea
autorizado por la OCFS. Un medicamento es “una sustancia que se usa para tratar enfermedades”, y incluye
sustancias con o sin receta. A continuacién citamos soélo algunos de los medicamentos de uso frecuente que no
pueden ser administrados a menos que la ley se lo permita al proveedor legalmente-exento. Estos
medicamentos de uso frecuente incluyen, pero no se limitan a:

e Tylenol® e insulina e antibidticos
e Ritalin® e inhaladores e gotas para los 0jos, oidos 0 nariz
¢ Oragel® e EpiPen®

Un proveedor de cuidado infantil que no esté permitido legalmente a administrar medicamentos, sélo puede
administrar los siguientes tipos de medicamentos.

e pomadas topicas sin receta (como por ejemplo crema para pafiales)
e protectores solares
e repelentes topicos contra insectos

Un proveedor que no tenga permiso para administrar medicamentos no puede administrar medicamentos a nifios
bajo su cuidado, jaun si se trata de un caso de emergencia!
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El siguiente grupo de
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e Los médicos praf

e Las personas exenta 3
parentesco con el nifio, su familia y su hogar, como:

« El padre, la madre, el padrastro, la madrastra o el tutor legal del nifio;

« Un miembro del hogar del nifio;
» Un proveedor de cuidado infantil empleado por el padre/madre para cuidar al nifio dentro del hogar; o

* Los familiares del padre/madre o padrastro/madrastra dentro del tercer grado de consanguinidad, como los
abuelos, los bisabuelos, los tatarabuelos, el/la tio(a) (0 su conyuge), el/la tio abuelo/tia abuela (o su
cényuge), el/la hermano(a) (o su cényuge), o primo(a) (o su cényuge).

e Los proveedores de cuidado infantil legalmente-exentos quienes son capacitados y autorizados por la OCFS
para administrar medicamentos bajo un Plan de Atencion de Salud autorizado por un asesor de atencién de
salud calificado puede administrar medicamentos cuando dichos proveedores:

 trabajen conforme a los reglamentos del Estado de Nueva York 18 NYCRR 415.4 (f)(7)(iv)(2);

+ tengan la autorizacion del padre/madre, padrastro/madrastra o tutor legal a administrarle medicamentos al
nifo;

» administren medicamentos a nifios bajo cuidado subsidiado.

Para recibir autorizacién de administrar medicamentos por parte de la OCFS, el proveedor de cuidado infantil
tiene que tener un minimo de 18 afios de edad y ser alfabetizado en el idioma en que se comunican los permisos
de los padres y las instrucciones del proveedor de cuidado médico, ya sea oralmente o por escrito.
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¢,Como pueden prepararse los padres?

Hagase las siguientes preguntas al planear las posibles necesidades de su hijo(a) en un ambiente de cuidado
infantil:

e ¢ Cudles son las necesidades de mi hijo(a) con respecto a medicamentos (con o sin receta) durante las horas
en que asistira al programa de cuidado infantil?

e ¢ Tiene mi hijo(a) necesidades médicas especiales? Si su respuesta es si, ¢.existe un plan médico individual
establecido para mi hijo(a) que pueda ser llevado a cabo por el proveedor?

e ¢ Tiene mi proveedor de cuidado la autorizacion legal para administrar todos los medicamentos que necesite
mi hijo(a)? Si su respuesta es si, usted y su proveedor tienen que llenar y entregar el formulario
W-273W (S) adjunto, llamado “Formulario de Inscripciéon de Administraciéon de Medicamentos para el
Proveedor de Cuidado Infantil”.

e Simiproveedor de cuidado infantil actual no tiene autorizacién legal para administrar los medicamentos
necesarios para mi hijo(a), ¢ podria él/ella reunir los requisitos de la OCFS para recibir autorizacion legal de
administrar medicamentos?

e ¢ Qué voy a hacer para asegurarme de que las necesidades médicas de mi hijo(a) se satisfagan cuando mi
proveedor de cuidado infantil no pueda hacerlo?

e Silas necesidades médicas de mi hijo(a) respecto a medicamentos cambian de pronto por enfermedad o por
una emergencia, ¢cOmo seran satisfechas sus necesidades?

e ¢ Necesito buscar a otro proveedor de cuidado infantil para poder satisfacer las necesidades médicas de mi
hijo(a)?

Los padres deben haplar® gite~¢Qn $upre d R CUi infaprti 'Tecesldades de su hijo(a)
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¢ Qué debe hacer un proveedor de cuidado infantil legalmente-exento que ya esta permitido legalmente a
administrar medicamentos?

Un proveedor de cuidado infantil que puede administrar medicamentos legalmente debe colaborar con la HRA
para llenar y entregar el formulario de Inscripcién de Administracion de Medicamentos para el Proveedor de
Cuidado Infantil [W-273W (S)]. El formulario tiene que ser llenado y entregado a mas tardar el 31 de enero
del 2005. Envie por correo a: Human Resources Administration, Child Care Support Services, 109 E. 16th
Street, New York, NY 10003. Si su proveedor no tiene el W-273W (S), pidale una copia a un especialista de
cuidado infantil en su Centro de Trabajo.

¢, Qué debe hacer un proveedor de cuidado infantil legalmente-exento para ser autorizado por la OCFS a
administrar medicamentos?

Si actualmente su proveedor no tiene autorizacion de la OCFS para administrar medicamentos, pero desea
obtenerla, él/ella debe empezar el tramite lo mas pronto posible. Como parte de este tramite, el proveedor
recibira capacitacion y elaborara un Plan de Atencién de Salud para la Administracion de Medicamentos, el cual
tendra que ser evaluado por un asesor de cuidado médico. El asesor evaluara el plan de atencion médica y el
programa de cuidado infantil. Cuando los requisitos de certificacion y autorizacion sean cumplidos, el proveedor
y el/la padre/madre tienen que llenar y entregar el formulario de Inscripcion de Administracion de Medicamentos
para el Proveedor de Cuidado Infantil [W-273W (S)], una copia de la hoja de aprobacion del Plan de Atencién de
Salud y otros documentos requeridos.
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El tramite para recibir autorizaciéon de administrar medicamentos se detalla en el volante, “Cémo Obtener
Autorizacién para Administrar Medicamentos a Nifios Subsidiados bajo Cuidado Legalmente-Exento”

W-273X (S), adjunto con esta carta. Ademas se adjunta el W-273W (S). Por favor entréguele estos dos
formularios a su proveedor de cuidado infantil. En caso de que necesite ayuda, su proveedor debe llamar al
Consorcio de Envio y Recursos de Cuidado Infantil (Child Care Resource and Referral Consortium — CCRRC) al
(888) 469-5999.

Recuerde que hasta que su proveedor tenga permiso legal a administrar medicamentos, usted tiene que tener un
plan para que su hijo(a) reciba legalmente los medicamentos que necesite.

¢Puede un padre o madre optar por usar un proveedor legalmente-exento que no esté legalmente
autorizado para administrar medicamentos, aparte de pomadas tdpicas sin receta, protectores solares y
repelentes tdpicos contra insectos?

Si, dichos proveedores alin son elegibles, siempre y cuando no administren ningin medicamento. Sin embargo,
los padres tienen que asegurarse de que las necesidades de su hijo(a) puedan ser satisfechas mientras el nifio
esté en el programa de cuidado infantil no autorizado para administrar medicamentos. Si el nifio tiene
necesidades de medicamentos que el proveedor no pueda satisfacer, los padres tienen que establecer un plan
adecuado para atender las necesidades del nifio(a). Al seleccionar a un proveedor, especialmente uno que no
puede administrar medicamentos legalmente (aparte de pomadas tOpicas sin receta, protectores solares y
repelentes tdpicos contra insectos), los padres siempre deben establecer junto al proveedor la manera en que se
manejaria una situacion de enfermedad o una emergencia. Por ejemplo, si su proveedor de cuidado legalmente-
exento no tiene derecho legal de adm|n|strar medlcamentos (aparte de pomadas tépicas sin receta, protectores
solares y repelentes e da fiebre, prove dmpuede administrarle
medicamentos tales le tene I C e va a manejar tal
situacion.

eunirge con ilm egpecialista de|cuidado infantil en
los requisitos para podgrjadministrar
ip de Enyio y Recur$os dg Cuidado Infantil

I I ]

(CCRRC) al (888) 46945999

Atentamente,

Kay Hendon
HRAJ/FIA Oficina de Cuidado Infantil

Adjuntos:

Formulario de Inscripcién de Administracion de Medicamentos para el Proveedor de Cuidado Infantil

[W-273W (S)]

Cémo Obtener Autorizacion para Administrar Medicamentos a Nifios Subsidiados bajo Cuidado Legalmente-
Exento [W-273X (S)]
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Child and Adult Care Food Program

IF YOU ARE A PARENT...

This program can benefit you if you
are using an informal (unlicensed)

child care provider (baby sitter) by...

. ensuring nutritious meals for
your child/children in day care

‘ developing good and healthy
eating habits for your child/ren

. eliminating the need for you
to provide food for the children

ﬁ/ﬂ\"ﬂ* T

‘ A E A
ARE IDE

ELI

. helping you pay for the food you
provide the children in your care

‘ teaching you how to plan and
serve meals that meet USDA
standards

. letting parents know that you

serve nutritious meals

. offering you training that will
improve the overall quality of
the care you give

IF YOU ARE INTERESTED...

. in learning more about
this program, please call
(212) 835-7101 or
(212) 835-0163 between
the hours of 10 a.m. to 5 p.m.,
Monday through Friday.

To participate in this program you
must presently be receiving payment
from the Human Resources
Administration for providing child
care for children whose parents are
active in a Welfare-to-Work Program.

V99999

You can share this
information with a friend
who meets the HRA
requirements.
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.—.v v:

?‘r -3

New York City
Human Resources Administration
Verna Eggleston, Administrator/Commissioner

W-273R
Rev. 02/05

@ Copyright 2005 The City of New York, Department of Social Services For permission to
reproduce all or part of this material contact the New York City Human Resources Administration
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' asegurar comidas nutritivas para

"amado (C ACF P), B su(s) hijo(s) en cuidado diurno Para participar en este programa,

| usted tiene que estar recibiendo pagos
Este REOOKAIMAES @ desarrollar buenos y saludables de cuidado infantil por la

o h habitos de comida para su(s) Administraciéon de Recursos Humanos
ddministradoiporel hijols) (Efuman Resources Administration),

por proveer cuidado a nifios cuyos
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Form W-273U (face)
Rev. 9/22/03

(@) The CITY of NEW YORK

i Human Resources Administration
FamilyIndependence Administration

New Child Enrollment Confirmation
(For ACCIS Generation Only)

Dear )
Provider Name

We are pleased to confirm the following new enroliments:

Provider Parent

hild's N D f Birth D ACCIS No. | Level of ,
Child's Name ate of Birt Start Date CCIS No. | Level of Care Daily Rate* | weekly Fee

A | - -
/AN

B I |

ren) yod will be cajinig [for is/ar¢ Eligible to ri¢eive|ghild care benefits as long as
1RA\approved k-pelated lactivityl. pareni(s) o ian(s) lose(s) eligibility,
ntent t@ Disgontifue indicating the datg that child carg |payments will be terminated. HRA

assumes no responsibility Tor child care payments for time prior to the start date, or following the termination date indicated in
the Notice of Intent to Discontinue.

Payment Information

At the end of each month, you will receive a list of children in your care on an HRA-1 Child Attendance and Fee Record listing
the children in your care. To receive timely payment, you must submit the HRA-1 attendance form in a timely manner each
month. Child care fees will be paid directly to you. HRA cannot authorize payment if the child(ren) fail(s) to come or if you
stop caring for the child(ren). If the child(ren) is/are no longer in your care, please indicate the last day on the HRA-1 form.

HRA's payment agent will not release any checks without receipt of the payment agent packet complete with the W-9 and
signed Terms and Conditions Letter. If you have already submitted this packet to the payment agent, you do not have to
resubmit it.

Please be sure to keep this letter for future reference. If you have questions or need any forms, please call the Child Care
Hotline at (212) 835-7610.

Sincerely,

Kay Hendon
FIA Child Care

#Fn The CITYof NEW YORK

1k _";a'*'-*- Human Resources Administration
" Family Independence Administration

Form W-273U (reverse)
Rev. 9/22/03




Confirmacion de Nuevas Inscripciones de Nifios
(Solo Para Generacion de ACCIS)

Estimado:

Nombre del Proveedor

Nos complace confirmar las siguientes nuevas inscripciones:

Nombre del Nifio

Fecha de
Nacimiento

Fecha de
Comienzo

Namero de
ACCIS

Nivel de
Cuidado

Tarifa por Pagos
. Semanales al
Dia del
Proveedor* Padre o
Madre

*La tarifa por dia del proveedor puede variar segun la edad del nifio.

Informacion Sobre Elegibilidad de Nifios

El padre/madre o tutor de los nifios que estaran &

(Notice of Intent to Dig
responsabilidad algu
terminacion indicada €

Pagos HRA-1. A fin de
HRA-1 sin demora cada in

ajo su cmado tiene derecho a recibir beneficios de cuidado infantil, siempre

a con ¢l trabajﬁ)
correo (a

saran |os pagos d
a la fgcha de co

ro dejasisje

5 Nif 4jo su cujdado mediarnte
debg p sntalmtlam I i
i i i ente

la A
ncia

a por lajHRA. En caso de que
> [fla Thtencion de Descontinuar
o infantil. La HRA no asume
0 posteriores a la fecha de

]

gistencia Infantil y Registro de

uste

d—:H‘?A no puede autorizar

pagos su algun nifio no se presenta como debldo 0 si usted deja de cuidar a algin nifio. En caso de que algun nifio ya no se

encuentre bajo su cuidado, favor de indicar el Gltimo dia de tal nifio en el formulario

HRA-1.

El agente de pagos de la HRA no librard cheque alguno sin haber recibido el paquete del agente de pagos, incluidos el W-9 'y
la Carta de Condiciones firmada. De haber presentado ya dicho paquete al agente de pagos, no es necesario que lo

presente de nuevo.

Favor de guardar esta carta para futuras consultas. Ante cualquier duda, o si necesita cualquier formulario, favor de llamar a
la Linea Directa de Cuidado Infantil (Child Care Hotline) al (212) 835-7610.

Atentamente,

Kay Hendon
Cuidado Infantil de la FIA



Form W-273V (face)
Rev. 9/22/03

(@) The CITY of NEW YORK

i Human Resources Administration
FamllyIndependenceﬂadmlmatratlun

Provider Approval and Child Enrollment Notice
(For ACCIS Generation Only)

Dear

(Provider Name)

We are pleased to inform you that your Child Care Provider Enrollment has been approved.

Your Provider ID number is . This number is to be used on all forms, correspondence or
inquiries to HRA. Please keep this letter for future reference.

Provider Parent

Child's Name Date of Birth | Start Date ACCIS No. | Level of Care Daily Rate* |Weekly Fee

AN VA WA Tl

NI

\\\ | |
*The provider daily rate may\inth the child)s age. w | | :l
Child Eligibility Information

The parent(s) or guardian(s) whose child(ren) you will be caring for is/are eligible to receive child care benefits
as long as they either are working or participating in an HRA-approved, work-related activity. If the parent(s) or
guardian(s) lose(s) their eligibility, HRA will mail to you a Notice of Intent to Discontinue, indicating that child
care payments will be terminated. HRA assumes no responsibility for child care payments for time prior to the
start date, or following the termination date indicated in the Notice of Intent to Discontinue.

mpey

Payment Information

At the end of each month, you will receive an HRA-1 Child Attendance and Fee Record listing the children in
your care. To receive timely payment, you must submit the HRA-1 attendance form in a timely manner each
month. Child care fees will be paid directly to you. HRA cannot authorize payment if the child(ren) fail(s) to
come, or if you stop caring for the child(ren). If the child(ren) is/are no longer in your care, please indicate the
last day on the HRA-1 form.

HRA's payment agent will not release any checks without receipt of the payment agent packet with the
completed W-9 and signed Terms and Conditions Letter. If you have not received this packet yet, you should
receive it shortly.

For information on additional enrollment, or if you have questions or need any forms, please call the Child Care
Hotline at (212) 835-7610.

Sincerely,

Kay Hendon
FIA Child Care



Form W-274A (face)
Rev. 1/17/02

5. The CITYof NEW YORK
Human Resources Administration
S Family Independence Administration

Dear Child Care Provider:

Congratulations! You have been chosen by a parent or guardian to provide care for
his/her child.

When you receive the authorization for child care payment signed by an HRA/FIA worker, with a
start date indicated, you will know that HRA intends to pay for the child care. Your official
notification that you have been approved and that the child has been enrolled by HRA/FIA will
be mailed to you. Watch for a Provider Approval and New Child Enrollment Notice letter or, if
you are already an approved provider, for a New Child Enrollment Notice letter.

e Enclosed are Instructions for Completing the Child Attendance and Fee Record (HRA 1) and_
Supplemental Attendance and Fee Record (HRA 1-S). Please save for future reference.

® HRA will pay child care on a monthly basis (not bi-weekly or semi-monthly).

® Attendance documents for the child/children will be required for payment.

® HRA will pay pfoviders{directly, By check/6r direct|deposit. Parents will hot recejve child

care payments/fro H@
i

You will receivel two ilimgsafklom ring first momou prnvide@ care. In each
mailing, there \mill beHo ms th fyou L\s\t retdrh n_order| to receive payment for child care.

They are: v } U \'\'//
1. Teamstaff maifing. € Teamstaff maiting is a one-fime mailing that Wlii Aave a "Terms

and Conditions Letter", an IRS Form W-9 and a Direct Deposit Authorization. To receive

payment in the new system, you must return the Terms and Conditions Letter and W-9 to_
Teamstaff. If you want your payment to be deposited directly into your bank account, you

will also need to return the Direct Deposit Authorization.

2. HRA 1 mailing. On a monthly basis, HRA will mail you a Child Attendance and Fee
Record, (Form HRA 1), and a Supplemental Attendance and Fee Record (Form HRA
1-S). In order to receive a child care payment for that month, you will need to complete
the forms and return them to HRA. You will receive your payment approximately three
weeks from the date that HRA receives your HRA 1.

Be sure to keep the enclosed Instructions for Completing the Child Attendance and Fee Record.

If you have any questions, call the HRA ACCIS Hotline at 212-835-7610.

Sincerely,

Kay Hendon
Executive Director
HRAJ/FIA Office of Child Care



Form W-274A (reverse) Human Resources Administration
Rev. 1/17/02 Family Independence Administration

Estimado Proveedor de Cuidado Infantil:

jFelicitaciones! Usted ha sido elegido por un/a padre/madre o guardian para proveer
cuidado para su hijo.

Cuando usted reciba la autorizacion para pago de cuidado infantil firmada por un trabajador de
la HRA/FIA, con una fecha de inicio indicada, usted sabra que la HRA intenta pagar por el
cuidado infantil. La notificacion oficial de que usted ha sido aprobado y que el nifio ha sido
registrado por la HRA/FIA, le sera enviada por correo. Le llegard una carta de Aprobacion del
Proveedor y Aviso de Registro de Nuevos Nifios o, si usted ya es un proveedor aprobado, una
carta de Aviso de Registro de Nuevos Nifios.

o Adjuntos se encuentran instrucciones para completar el Reqistro de Asistencia del Nifo y
Honorario (HRA 1) v el Registro de Asistencia Suplemental y Honorario (HRA 1-S). Favor de
guardarlo para referencia futura.)

® | a HRA pagara cuidado infantil mensualmente (no dos veces por semana o dos veces

al mes).
]

® Se requeriran agl ia los nlno(C)lEpa.LaJ
veedores difgctamente\ pdr cheguie o deposijto djrecto. Los padres

®| a HRA pagafd alo
idaglo infantil de Ja HR

no recibiran
Usted recibira| dos \;poh ncias la H Jurante| el primerl mes que usted provea
cuidado |nfant|I\\En da(dia corr bb c?a\ hay/iormularics que usted tieme¢ que devolver para

poder recibir Da&ép_ﬁr/cu dadd nl’a ES*"MV{ | | ]

[/ |

f‘_

=

1. Correspondencia de Teamstaff. La correspondencia de Teamstaff, la cual se envia una
sola vez, incluird una "Carta de Términos y Condiciones", un Formulario del IRS W-9, una
Autorizacion de Deposito Directo. Para recibir pagos en el nuevo sistema, usted tiene que
devolver a Teamstaff la Carta de Términos y Condiciones y el W-9. Si usted desea que
sus pagos sean depositados directamente en su cuenta bancaria, usted necesitara
devolver la Autorizacidn de Deposito Directo.

2. Correspondencia de HRA 1. Todos los meses, la HRA le enviara un Registro de
Asistencia del Nifio y Honorario, (Formulario HRA 1), y un Registro Suplemental de
Asistencia y Honorario, (Formulario HRA 1-S). Para poder recibir un pago de cuidado
infantil para ese mes, usted necesitara completar los formularios y devolverlos a la HRA.
Usted recibira su pago en aproximadamente tres semanas a partir de la fecha que la HRA
haya recibido su HRA 1.

Favor de mantener las Instrucciones para Completar el Registro de Asistencia del Nifio y
Honorario adjuntas.

Si usted tiene alguna pregunta, llame a la linea informativa ACCIS de la HRA al 212-835-7610.

Atentamente,

Kay Hendon
Executive Director
HRAJ/FIA Office of Child Care



