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I.
SERVICE DELIVERY AREA (EC 8261, 5 CCR 18241(c)) TC "I.SERVICE DELIVERY AREA" \f C \l "2" 
The contractor shall not provide resource and referral services outside of its approved service delivery area.

II.
REFERRAL SERVICES (EC 8212(b)(1), 8213, 8216, 8352,  TC "II.
REFERRAL SERVICES" \f C \l "2" 8261 and 5 CCR 18244, 18245)
A.
The contractor shall develop and implement written referral policies, available to parents and providers upon request, which include the following information:

1.
A statement that referral services are available to all persons requesting them regardless of income level or other eligibility requirements.

2.
A statement that information received from the parent(s) is confidential.

3.
The conditions under which referrals to a provider may be discontinued.

B.
Resource and referral services shall be provided in a manner which is responsive to the diverse cultural, linguistic and economic needs of the service area.

C.
The referral process shall afford parents maximum access to all referral information. This access shall include, but not be limited to, telephone referral to be made available for at least thirty (30) hours per week as part of a full week of operation. 

D.
Every effort shall be made to reach all parents within the defined geographic area, including but not limited to:

1.
Toll-free telephone lines

2.
Office space convenient to parents and providers

3.
Referrals in languages which are spoken in the community

E.
Referrals shall be made to all types of licensed facilities and facilities exempt from licensing.

F.
The contractor shall assist parents in choosing child care services by providing parents with the following:
1.
Information regarding how to select child care services which will meet the needs of the parent(s) and the child(ren)

2. 
 A range of possible child care alternatives from which the parents may choose

3.
When making referrals, the contractor shall provide at least four referrals, at least one of which shall be a provider over which the agency has no fiscal or operational control, as well as information to a family on their option to choose a license-exempt provider (EC Section 8216)

G.
Pursuant to EC Section 8352, contractor staff shall co-locate with a county welfare department’s case management office for aid under Chapter 2 (commencing with Section 11200) of Part 3 of Division 9 of the Welfare and Institutions Code, or any successor program, or arrange other means of swift communication with parents and case managers of this aid.

III.
NO FEES CHARGED FOR RESOURCE AND REFERRAL SERVICES (EC 
8261, 5 CCR
18242) TC "III.
NO FEES CHARGED FOR RESOURCE AND REFERRAL SERVICES" \f C \l "2" 
Except for the recovery of printing and duplication costs, the costs of damaged or lost materials from the lending library or late fees, the contractor shall not charge a fee for resource and referral services funded by the CDE. The contractor may charge a fee for technical assistance and parent and provider support and educational services (provided pursuant to EC sections 8212(d) and 8214) not funded by the CDE as identified in the 1990-91 application. If the contractor plans an activity that was not included in its 1990-91 application or added by a supplemental amendment, the contractor shall obtain advance written approval from the Early Education and Support Division (EESD) and an application amendment to the contract shall be processed. Fees collected for these activities shall be reported as restricted income.

Contractors may enter into agreements involving the sale of the resource and referral database (for the purpose of individual enhanced referral services). Income derived shall be reported as restricted income.

Contractors may enter into separate contracts for resource and referral services with other entities such as cities, counties or private industry which may allow for the collection of fees for the services provided.

IV.
COMMUNITY ASSISTANCE (EC 8212(d), 8212(b)(1), EC 8261, 5 CCR 18243) TC "IV.
COMMUNITY ASSISTANCE" \f C \l "2" 
A.
The contractor shall assist community and public agencies in planning, coordinating and improving child care in the service area.

B.
The contractor shall provide technical assistance to existing and potential providers of all types of child care services. This assistance shall include, but not be limited to:

1.
Information on all aspects of initiating new child care services including, but not limited to, licensing, zoning, program and budget development and assistance in finding such information from other sources.

2.
Information and resources which shall help existing child care services providers to maximize their ability to serve the children and parents of their community.

3.
Facilitation of communication between existing providers and child-related services providers in the community.

4.
Dissemination of information on current public issues affecting the local and state delivery of child care services.

C.
The contractor shall publicize its services through all available media sources, agencies and other appropriate methods.

D.
The contractor shall assist the local county welfare department to determine the child care needs of CalWORKs families, provide them with a listing of available services in the area, and facilitate the efforts of county welfare departments, school districts, local child care providers and parent groups for the expansion of child care services.

E.
The contractor shall contact each licensed facility in the contractor's service area at least annually to inform the provider of the available resources provided by the contractor.

V.
DATA COLLECTION (EC 8212(a), EC 8212(c)) TC "V.
DATA COLLECTION" \f C \l "2" 
A.
The contractor shall identify the full range of existing child care services through information provided by all relevant public and private agencies in the service area and develop a resource file of those services which shall be maintained and updated at least quarterly. Services shall include, but not be limited to, family day care homes, public and private day care programs, full-time and part-time programs and infant, preschool and extended care programs. The resource file shall also include, but not be limited to, type of program, hours of service, ages of children served, openings, fees, eligibility and other significant program information.

B.
The contractor shall maintain ongoing documentation of requests for services tabulated through the internal referral process. The following documentation shall be maintained by all contractors:

1.
Number of calls and contacts with the contractor

2.
Ages of children served

3.
Time category for which services are requested for each child

4.
Need for services during any special time category (e.g., nights, weekends, swing shifts)

5.
Reason(s) why child care is needed

This information shall be maintained in such a manner that it is easily accessible for dissemination purposes.

VI.
CONFIDENTIALITY OF INFORMATION (EC 8261, 5 CCR 18246)  TC "VI.
CONFIDENTIALITY OF INFORMATION" \f C \l "2" 
The use or disclosure of information pertaining to the child or the child's family shall be restricted to purposes directly related to the administration of the program. Data collection and dissemination of information shall be handled in such a manner as to ensure confidentiality of the names and addresses of individual clients.

VII.
COMPLAINT PROCEDURES (EC 8261, 5 CCR 18247) TC "VII.
COMPLAINT PROCEDURES" \f C \l "2" 
A.
The contractor shall develop and implement written complaint procedures which specify:
1.
The procedures for the documentation and resolution of complaints

2.
The procedures for referring reports of licensing violations to appropriate agencies

VIII.
NOTIFICATION OF TEMPORARY SUSPENSION, LICENSE REVOCATION, OR PROBATION. DISCONTINUING REFERRALS TO SERVICE PROVIDERS (EC 8261, 5 CCR 18248, 5 CCR 18249)  TC "VIII.
NOTIFICATION OF TEMPORARY SUSPENSION, LICENSE REVOCATION, OR PROBATION. DISCONTINUING REFERRALS TO SERVICE PROVIDERS" \f C \l "2" 
A.
When notified by the California Department of Social Services that a child care provider or facility within its service delivery area has been issued a temporary suspension, had its license revoked, or has been placed on probation, the R&R contractor shall, within two business days:



1.
Remove that provider or facility from the referral list

2.
Notify the provider or facility in writing that it has been removed from the referral list, the reason(s) for the removal, and the process for appealing the decision

3.
Notify the following entities within the R&R’s jurisdiction that a particular provider or facility has been given a temporary suspension, had its license revoked, or has been placed on probation:

a.
Alternative Payment programs that operate under EC Article 3, commencing with Section 8220

b.
CalWORKs child care and development programs that operate under EC Article 15.5, commencing with Section 8350

c.
County welfare departments that operate child care and development programs for families participating in CalWORKs Stage 1

B
When the California Department of Social Services informs the R&R program that the provider or facility is no longer on probation, or that the temporary suspension of the facility license has been lifted without revocation, the R&R program shall return the provider or facility to the referral list within two (2) business days and resume referrals to that provider or facility. 

C.
The R&R program shall document action and notification provided pursuant to VIII.A and VIII.B above, and retains evidence of the documentation. 

IX.
ADMINISTRATION OF TRUSTLINE TC "IX.
ADMINISTRATION OF TRUSTLINE" \f C \l "2" 
The contractor shall have the following responsibilities in the administration of the Trustline within its local geographic area of service:

A.
Implement the local elements of the promotion plan designed by the California Child Care Resource and Referral Network pursuant to Health and Safety Code Section 1596.643 and publicize the availability, purpose and benefits of the Trustline to parents, child care providers, prospective child care providers and institutions and agencies that have frequent contact with parents and providers.

B.
Cooperate with the California Child Care Resource and Referral Network in promotional and data collection efforts.

C.
Report annually to the California Child Care Resource and Referral Network on local promotional efforts, problems encountered and recommendations for program improvement.

D.
Ensure that the Trustline is accessible to all persons in the state, regardless of their ability to speak English.

E.
Provide information and technical assistance on the Trustline process to parents, child care providers and other interested parties.

RESOURCE AND REFERRAL 
QUALITY REQUIREMENTS TC "CHILD CARE AND DEVELOPMENT RESOURCE AND REFERRAL PROGRAM QUALITY REQUIREMENTS" \f C \l "1" 
Fiscal Year 2015–16
I. PROGRAM PHILOSOPHY, GOALS AND OBJECTIVES (EC 8261, 5 CCR 18240 and 5 CCR 18271)  TC "I.
PROGRAM PHILOSOPHY, GOALS AND OBJECTIVES" \f C \l "2" 
Each contractor shall have a written philosophical statement and goals and objectives, which support that philosophy. The governing body of each contractor shall approve the program philosophy, goals and objectives. The goals and objectives shall address the requirements contained in Sections II through IV below and shall reflect the cultural and linguistic characteristics of the families served by the contractor.

II. STAFF DEVELOPMENT PROGRAM (EC 8261, 5 CCR 18240 and 5 CCR  18274)  TC "II.
STAFF DEVELOPMENT PROGRAM" \f C \l "2" 
Each contractor shall develop and implement a staff development program that includes the 
following:


A.
Identification of training needs of staff or service providers


B.
Written job descriptions


C.
An orientation plan for new employees

D.
An annual written performance evaluation procedure unless a different frequency of 
performance evaluations is specified in a contractor's collective bargaining agreement with their employees

E.
Staff development opportunities that include topics related to the functions specified in each employee's job descriptions and those training needs identified by the contractor pursuant to Section II.A. above.
F.
An internal communication system that provides each staff member with the information necessary to carry out his or her assigned duties

III.
COMMUNITY INVOLVEMENT (EC 8261, 5 CCR 18240 and 5 CCR 18277)  TC "III.
COMMUNITY INVOLVEMENT" \f C \l "2" 
Each contractor shall solicit support from the community including the solicitation for donated goods and services. Each contractor shall provide information to the community regarding the services available. Contractors may utilize media or other forms of communication in the community.
IV. 
PROGRAM SELF-EVALUATION PROCESS (EC 8261, 5 CCR 18240 and 5 CCR 18279) TC "IV.
SELF-EVALUATION PROCESS" \f C \l "2" 
Each contractor shall develop and implement an annual self-study plan that determines if the program goals and objectives are being met. The self-study shall include a self-assessment by the contractor using the FPM/CMR instrument in accordance with instructions specified by the CDE. The self-study plan shall include assessment of the program by parents. The contractor shall submit a summary of the findings of the self-study to the CDE by June 1 of each year. The contractor shall modify its goals and objectives to address any areas identified during the self-study as needing improvement.
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