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1.
Obtain a completed W-1679 Child Care Agreement form prior to authorizing child care benefits.  Check to be certain the provider is operating legally within the state and has a license if one is required.




2.
Based on the information contained on the W-1679 and the anticipated work or Employment Services activity schedule, calculate the number of hours of care that are needed.  Use a representative average if there are normal fluctuations.




3.
Add to the amount obtained in step 2, a reasonable period of time for commuting.  This should generally not exceed 2 hours per day.




4.
Multiply the sum obtained in steps 2 and 3 by the local market rate for the type of child care setting and age of the child.




5.
If the client is a JCCC or WRCC recipient, reduce the amount in item 4 to the $325 or $435 per month limit, if necessary.  Remember there is no monthly payment limit for TCC waiver families.




6.
Compare the amount calculated in step 5 to the actual charges.  The benefit is the lower of the actual charge or the amount calculated.





If this is a TCC case, inform the caretaker relative of the amount of the family fee.  Subtract the fee from the amount determined above to determine the TCC benefit.




7.
Inform the client of the maximum amount that will be paid for care.  You may also talk with the child care provider as long as there is a current W-1679 on record which has been signed by the provider and the client.




8.
Give a supply of W-1498 verification forms to the recipient, along with return envelopes.




9.
When the W-1498 is received, compare the amount charged to the maximum benefit calculated in step 6.  Pay the lower of the two amounts.  If the amount charged is higher than the maximum calculated in step 6, issue a benefit up to the maximum, but do not pay the actual charge.





The caretaker relative is responsible for reporting any changes.  No further action is required until the caretaker relative contacts you regarding a change.
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10.
Obtain any verification you deem necessary if you suspect that benefits may have been authorized in error.  If you do not suspect an error, repeat this process once the W-1498 has been received the next month.

