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Auxiliary Aids and Services are available, upon request, to individuals with disabilities.
Relay Texas: 1-800-735-2989 (TTY); 1-800-735-2988 (Voice); 1-800-662-4954 (Espariol)

Workforce Soluciones de East TX es un programa de oportunidades de igualdad del empleo.
Ayundantes auxiliares y servicios estan disponibles a peticion para individuos con incapacidades.
Relay Texas: 1-800-735-2989 (TTY); 1-800-735-2988 (Voz); 1-800-662-4954 (Espafiol)

This document contains vital information about requirements, rights, determinations, and/or responsibilities for accessing workforce system
services. Language services, including the interpretation/translation of this document, are available free of charge upon request.

Este documento contiene informacién importante sobre los requisitos, los derechos, las determinaciones y las responsabilidades del acceso a los
servicios del sistema de la fuerza laboral. Hay disponibles servicios de idioma, incluida la interpretacion y la traduccién de documentos, sin ningtn
costo y a solicitud.
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FOREWORD

Workforce Solutions East Texas Child Care Services is referred to as the Child Care
Contractor or Child Care Services (CCS) for this handbook. Child Care Services
offers a network of child care facilities throughout the 14-county East Texas service
area which are all licensed or registered by the State of Texas. The East Texas area
includes Anderson, Camp, Cherokee, Gregg, Harrison, Henderson, Marion, Panola,
Rains, Rusk, Smith, Upshur, Van Zandt, and Wood counties. CCS customers include
parents who are currently looking for work, working, participating in a job training
program, or enrolled in school.

Please read this handbook carefully. Keep it nearby as a reference for future questions
about child care services. Parents may also call CCS at 1-800-676-8283 or 903-526-
1105 if they have any questions. For the Hearing Impaired, customers can use the
TTY/TDD via RELAY Texas service at 711 or (TDD) 1-800-735-2989/1-800-735-2988
(voice).

There are CCS offices in Tyler and Longview only. You may call or visit one of these
locations.

SELECTING A CHILD CARE ARRANGEMENT

Several child care options are available to parents unless it is a Child Protective Service
placement.

Participating Child Care Centers/Homes sign a Child Care Services Provider
Agreement with CCS to provide child care for children referred by CCS. The provider
can be a:

Licensed Child Care Center (LCCC) — a child care facility provides care for 13
or more children under the age of 14 that has been authorized to operate by the
Child Care Regulation. A licensed facility must comply with the Minimum
Standards and Guidelines for child care centers required by Child Care
Regulation (CCR) and is subject to regular monitoring by CCR.

Licensed Child Care Home (LCCH) — a child care provider provides care for no
more than 12 children under the age of 14 authorized to operate by the Texas
Child Care Licensing. A Licensed Child Care Home must comply with the
Minimum Standards & Guidelines for LCCH and is subject to regular monitoring
by CCR.

Registered Child Care Home (RCCH)- a home in which the caregiver lives and
takes care of no more than six children under the age of 14, plus no more than
six additional school-age children. The total number of children, counting the
caregiver’s own children, may not be more than 12 at any time. Child Care
Regulation authorizes the home's operation and must comply with the minimum
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standards and guidelines of Child Care Regulation. Registered family homes
may be monitored by CCR as needed.

Relative Providers - are providers who are an eligible relative of the child and
do not live in the same home as the child, except for teen parents and other
extenuating circumstances.

RELATIVE PROVIDERS
Parents may select a relative provider to provide child care services for their children.

TWC Child Care Rules state the Relative Provider can provide care in the child's home
for the following reasons only if:

e A child has a disability (CWD), and his or her siblings can be offered relative
care;

e A child is under 18 months of age, and his or her siblings can be offered relative
care;

e The child is the child of a teen parent; or,

e The parent's work schedule requires evening, overnight, or weekend care in
which taking the child outside the child's home would be disruptive to the child.

ALL eligible Relative Providers must:

e be a grandparent, great-grandparent, uncle, or aunt, by a blood relationship,
marriage, or court decree, of the child and must be at least 18 years old, and
does not reside in the same home as the child(ren);

OR,
e be the child's sibling, who is at least 18 years old, and does not reside in the
same home as the child; AND,
e agree to DFPS completing a Sex Offender Registry check; AND,
e submit an application fee annually to DFPS to become a listed provider and have
a Criminal Background check.

TWC requires all relative child care providers, including those providing care for
a child(ren) in the child’s home (in-home care), to be listed with the Department of
Family and Protective Services (DFPS) as a home before the relative provider can
be reimbursed by CCS.

Anyone 14 years or older, in the home, is required to agree to a Sex Offender Registry
check. If any individual’s name appears on the Sex Offender Registry, the home cannot
be an eligible relative child care provider.

A CCS Licensed or Registered Child Care Provider will be a Texas Rising Star
Provider (TRSP): A provider who exceeds minimum state licensing standards. These
providers have smaller group sizes, more qualified staff, and program components that
address sound practices for the development of children. Parents are encouraged to
inquire whether a chosen provider is a Texas Rising Star Provider. A provider may also
meet specific criteria in professional development increasing education and skill levels
to become a Texas School Ready! ™ Provider.
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* Child Protective Services placements are limited to enroliment in a licensed or
registered center/home. A Texas Rising Star Provider is the first placement of choice.

NOTE: With the exception of foster parents, child care cannot be paid for a child
at the following facilities:

Licensed Center — If the parent(s) including stepparents are the Director,
Assistant Director, or have an ownership interest;

Licensed\Registered\Listed Homes — Where the parent works during the hours
the child is in care. This applies to home-based care situations.

CHILDREN WITH DISABILITIES (CWD)

Child Care Services offers additional services to families of children with disabilities who
need care.

The parent, not the provider, must request the Inclusion Assistance Rate. The CCS
CWD Specialist must confirm the child’s enrollment in or receipt of benefits from one or
more of the following programs:

e Supplemental Security Income (SSI) benéefits;

e Social Security Disability Insurance (SSDI) benefits;

e Texas Department of Assistive and Rehabilitative Services Early Childhood
Intervention (ECI) program;

e A Head Start program that identified the child as having a disability;

e Public school special education services, including preschool programs for
children with disabilities (PPCD).

There are additional forms to be completed by the child’s medical physician, the parent,
the child care provider, and the CWD professional.

CCS may provide child care for your child with disabilities up to 19 years of age if the
child has a permanent diagnosis statement from the physician, and the statement also
declares the child is not mentally or physically capable of taking care of himself or
herself.

The parent or caretaker is required to update documentation of the disability diagnosis
on a yearly basis if the disability is not permanent. If the parent requests inclusion rate
assistance for their provider, the forms must be completed annually by the parent,
provider, and the CWD professional.

If your child needs these services, please discuss them with CCS.
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GENERAL ELIGIBILITY

In order to be eligible for child care services, a child must meet the following
requirements:
Be under 13 years of age; or,
A child with disabilities under 19 years of age;
A US citizen or legal immigrant as determined under applicable federal laws,
regulations, and guidelines; and,
Resides with:

e afamily in the Board workforce area whose income does not
exceed 85% of the state median income (SMI) for a family of the
same size;

e a person standing in loco parentis for the child while the child’s
parent or parents are on military deployment and the deployed
military parent’s income does not exceed the Board’s income limits.

Family assets must not exceed $1,000,000 as certified by a family member; or
Meets the definition of experiencing homelessness as defined by Chapter 809.2
of the Child Care Rules.

Activity Requirements for Child Care:

A single-parent family must be employed 25 hours per week. For parents attending
college, they are to be making progress toward successful completion by continued
enrollment in the training or educational program. For a two-parent family, the total activity
hours must be 50 hours per week.

For Initial Job Search:

Child care is provided during the initial job search period. This initial job search period is
for three months. If employment is found by the end of the three months, the family must
meet the following activity requirements for child care to continue:

e 25 hours for a single parent, with at least 12 hours in employment; or
e 50 hours combined for dual-parent families with at least 25 combined hours in
employment.

TEEN PARENTS

The following is information for teen parents:

e you must be 18 years of age or younger, or 19 years of age and attending high
school or the equivalent (pursuing G.E.D.);

e you must receive a high school diploma or G.E.D. by your 20th birthday;

e the teen’s income must not exceed the income guidelines;

e teen parents pay a Parent Share of Cost for child care; based on the teen
parent’s monthly income and family size (teen and teen’s children only); or,
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e if the teen parent participates in the Choices program there is no cost to the teen
parent.

CHILD PROTECTIVE SERVICES (CPS)

Parents who are referred to CCS by the Texas Department of Family and Protective
Services (DFPS) to receive child care assistance must comply with rights and
responsibilities as determined by DFPS. DFPS is the state agency overseeing Child
Protective Services (CPS).

e CPS caseworkers determine child care eligibility for children in protective care.

o CPS families must choose a Texas Rising Star child care provider.

e Foster parents may use an authorized Licensed or Registered Provider with a
signed Provider Agreement with CCS.

e CPS/Foster Care Parents do not pay a Parent Share of Cost unless authorized
by the CPS caseworker.

e CPS/Foster care families do not have the right to appeal to CCS for the reduction,
denial, or termination of services with CCS. The foster parent must follow the
procedures for appeals as established by the Texas Department of Family and
Protective Services.

AGE AND CITIZENSHIP VERIFICATION FOR CCS CHILD(REN)

Texas Workforce Commission (TWC) requires Child Care Services to verify the age,
citizenship, or immigration status of all children who receive low-income
subsidized child care services. The verification (proof) is needed only for the child or
children in the family who will be receiving child care services.
Acceptable documentation for age and citizenship is listed below;
e Birth certificate (U.S. or its possessions);
e U.S. Passport (must be current);
e Hospital or public health record (U.S. or its possessions);
e Church or baptismal record (U.S. or its possessions) - record must include the
date of birth and place of birth;
e Temporary Assistance for Needy Families (TANF), food stamp benefits;
Medicaid, or other related public assistance records;
Verification for age only:
e School records;
School identification card;
Adoption papers or records;
Immigration and Naturalization Service records;
Child support paternity records; or,
Divorce or custody decrees.

If the documentation listed above is unavailable, the following documents may be used
to verify the child's US citizenship or immigration status:
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e Report of birth abroad of U.S. citizen (FS-240 or FS-545) issued by U.S. Dept. of
State;

e Certificate of Birth issued by a foreign service post;

e Certificate of U.S Citizenship; or,

e Native American Tribal Document/Card.

Immigrant/“Qualified Alien”

e Lawful Permanent Resident Card, also known as “Green Card” (Form [-551)

e Form 1-94 (Form 1-94 is an arrival/departure admission form given by U.S.
Immigration and Customs Enforcement at the port of entry to nonimmigrant visa
holders and must be stamped with the applicable immigration rule citations):

o For Asylee: Annotated with a stamp showing asylum granted under §208
of the Immigration and Nationality Act (INA), a copy of the grant letter from
the Asylum Office of the U.S. Citizenship and Immigration Services
(USCIS), or a copy of the order of an immigration judge granting asylum

o For Refugee: Annotated with a stamp showing admission under INA §207
or Form |-571 (Refugee Travel Document)

o For Cuban/Haitian Entrant: Annotated with a stamp showing §501(e),
Permanent Resident Card, also known as Green Card (Form 1-551),
unexpired temporary Form [-551, or stamp in foreign passport showing
§501(e)

Note: 1-94/1-94a can be provided electronically.

e Alien Whose Deportation or Removal Was Withheld—order from an immigration
judge showing deportation or removal withheld

e Alien Granted Conditional Entry—Form [-94 identifying the bearer as “Refugee-
Conditional Entry” and a citation of §203(a)(7)

e Alien Who Has Been Declared a Battered Alien or Alien Subjected to Extreme
Cruelty—USCIS petition and supporting documentation

e Alien Who Is Paroled—proof of parole under INA §212(d)(5) for a period of at
least one year

CCS ELIGIBILITY DETERMINATION & PARENT SHARE OF COST

The Parent Share of Cost is based on a sliding fee scale and is determined by the
family’s total gross monthly income, the family size, and the number of children in care.
TWC requires local Boards and their Child Care Contractors to use a specific dollar
amount for the first child in the family, with a specific amount for each additional child in
TWC'’s income ranges.

A Parent Share of Cost cannot be waived or adjusted when children are absent. A
Parent Share of Cost is a fixed fee and is not adjusted for the number of hours per day
or days per week care is provided. Parents must pay the Parent Share of Cost for the
month if the child is present every day or is absent several days in the month.
Specifically, fees are not adjusted for part-day or part-week schedules.

Parents agree and understand:
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e they must pay the fee in advance to the provider, before receiving child care;

e they must pay the Parent Share of Cost as determined by CCS at the Initial
Determination of Eligibility and Re-determination periods. Parents agree to pay
the Parent Share of Cost if the fee changes due to a decrease in income, family
size, etc.;

e any child care subsidy the parent receives from another agency must also be
paid to the child care facility where their child receives care;

e the Parent Share of Cost is based on the family’s total gross income and family
size; and,

e the Parent Share of Cost may increase at the parents’ re-determination.

EXCLUDED INCOME IN ELIGIBILITY DETERMINATION AND PARENT SHARE OF
COST

The following types of income are not included in determining CCS eligibility and the
Parent Share of Cost (PSoC):

e Medicare, Medicaid, SNAP benefits, school meals, and housing attendance;

¢ Monthly monetary allowances provided to or for children of Vietnam veterans
born with certain birth defects;

+ Needs-based educational scholarships, grants, and loans; including financial
assistance under Title IV of the Higher Education Act—Pell Grants, Federal
Supplemental Educational Opportunity Grants, Federal Work-Study Program,
PLUS, Stafford loans, and Perkins loans;

¢ Individual Development Account (IDA) withdrawal for the purchase of a home,
medical expenses, or educational expenses;

e Tax Refunds and tax credits

e Vista and AmeriCorps living allowances and stipends;

¢ Noncash or in-kind benefits such as employer-paid fringe benefits, food, or
housing received in lieu of wages;

e Foster care payments and adoption assistance;

e Special military pay and allowances, including subsistence allowances, housing
allowances, family separation allowances, or special allowances for duty subject
to hostile fire or imminent danger

¢ Income from a child in the household between 14 and 19 years of age who is
attending school,

o Early withdrawals from qualified retirement accounts specified as hardship
withdrawals as classified by the Internal Revenue Service (IRS);

¢ Unemployment compensation;

e Child support payments;

e Cash assistance payments, including Temporary Assistance for Needy Families
(TANF), Supplemental Security Income (SSI), Refugee Cash Assistance, general
assistance, emergency assistance, and general relief;

e Onetime income received in lieu of TANF cash assistance;

e Income earned by a veteran while on active military duty and certain other
veteran’s benefits, such as compensation for service-connected death,
vocational rehabilitation, and education assistance;
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Regular payments from Social Security, such as Old-Age, and Survivors
Insurance Trust Fund,

Lump sum payments received as assets in the sale of a house, in which assets
are to be reinvested in the purchases of a new home (consistent with IRS
guidance;)

Payments received as a result of an automobile accident insurance settlement
that is being applied to the repair or the replacement of an automobile;
One-time cash payments, including insurance payments, gifts, and lump sum
inheritances; and,

Any income sources specifically excluded by federal law or regulation.

TYPES OF INCOME INCLUDED TO DETERMINE CCS ELIGIBILITY AND PARENT

SHARE OF COST

The family income for purposes of determining child care eligibility and the Parent Share
of Cost means the monthly total gross income of the following items for each
member of the family includes:

Total gross earnings. These earnings include wages, salaries, commissions,
tips, piece-rate payments, and cash bonuses earned.

Net income from self-employment. Net income includes gross receipts minus
business-related expenses from a person's own business, professional
enterprise, or partnership, which result in the person's net income. Net income
also includes gross receipts minus operating expenses from the operation of a
farm.

Scholarships received and considered non-needs based.

Taxable capital gains, dividends, and interest. These earnings include capital
gains and earnings from dividends from stock holdings and interest on savings or
bonds.

Rental income. This includes net income from rental of a house, homestead,
store, or other property, or rental income from boarders or lodgers.

Social Security Disability Insurance (SSDI)

Income from estate and trust funds. These payments include income from
estates, trust funds, inheritances, or royalties.

Workers' compensation income, death benefit payments, and other disability
payments. These payments include compensation received periodically from
private or public sources for on-the-job injuries as well as short-term and long-
term disability.

Spousal maintenance or alimony. This includes any payment made to a spouse
or former spouse under a separation or divorce agreement.

NOTE: Any other income not considered excluded in the “Excluded
Income in Eligibility Determination and Parent Share of Cost”.
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SELF-EMPLOYMENT INCOME

Self-employment income: Any income the parent or any members of the
household earn working for themselves.

Examples of self-employment jobs:
Uber Driver
Tutor
Odd Jobs (Laborer)
Backyard Mechanic Work
Buying and Selling
House Cleaning
Landscaping and Lawn care
Hairdressers, Hairstylists, and Cosmetologists
Painter
Farmer and Rancher
Carpenters

The Standard Deduction amount is 30% of gross income.

If the parent chooses to itemize expenses, receipts must be provided for operating
expenses such as rent, utilities, gas booth rental, payroll, etc. The parent must fill out
the WDA Form 325 Self-Employment Verification Form for the past three months and
attach it to the application. Any income and/or expenses listed on WDA Form 325 Self-
Employment Verification Form must have backup documentation to be counted.
Additional sheets of paper may be needed. These items can be copied, but copies must
be legible. If they are not legible the documentation cannot be used and will cause a
delay in certifying the case for child care services.

Items not allowed to be claimed are:
* Rent/mortgage, taxes, or utilities are not exclusive for your business if it operates
out of your home (unless these costs are separate from the costs of your home);
» Cost of goods you buy for the business, but use yourself;
* Net business loss from a prior period; and,
* Depreciation.

Income includes money from sales, cash receipts, crops, commissions, leases, fees, or
whatever the parent does or sells for money.

PARENT ENROLLMENT AGREEMENT

Enrollment Requirements for Parents

1.1 must be employed or in training at least 25 hrs. per week or attending college at
least 9 hrs. per semester (or 6 hrs. per summer semester) making progress toward
successful completion by continued enrollment to be eligible. Parents enrolled in
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undergraduate studies are allowed to receive child care for up to 60 months if
enrolled in post-secondary education full-time. If | am a two-parent family,
employment and/or training must equal a combined total of 50 hours per week. A
reduction to the work, education, or job training activity requirements may be
allowed if a parent’s documented medical disability or need to care for a physically
or mentally disabled family member prevents the parent from participating in these
activities for the required number of hours per week.

This does not include parents participating in Choices, Child Protective Services,
Workforce Innovation and Opportunity Act (WIOA), or Supplemental Nutrition
Assistance Program Employment and Training (SNAP) programs.

2. | understand only CCS can authorize child care in a licensed child center or home,
registered home, or a Relative Provider. Only CCS can authorize child care if | change
providers.

3. 1 will inform Child Care Services and the child care provider/center about permanent
changes within 14 calendar days after the change occurs in the following:

work;

school;

training;

address and/or telephone number;

marital status;

emergency contact information;

medical incapacitation; or,

family size, decrease or increase.

® & 6 6 & O 0o

4. | will comply with all child care requirements and policies of the Texas Workforce
Commission, Child Care Services, Workforce Solutions East Texas Board, and my
provider.

5. | will not be allowed to transfer my children from one provider to another more than 2
times in a 12-month eligibility period. | must give a two-week advanced notice before a
transfer is granted.

6. | agree to pay a Parent Share of Cost (if applicable), to my child/ren’s Child Care
Provider in advance of my child receiving child care services. My parent fee is
based on my family’s total gross income and family size.

NOTE: Failure to pay the Parent Share of Cost is a program violation and child
care will be terminated during the 12-month eligibility period. If | am terminated
because | did not pay my PSOC, | cannot receive CCS or be added to the waitlist
unless;

1. I have paid the Provider in full; and,

2. 60 days have passed.

7. I understand if my child care services are terminated and | owe monies to CCS for
unreported permanent changes, fraud recoupment, overpayments, and total cost of
child care payments during appeal due to loss of appeal, etc., | cannot receive child
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care services until the balance is paid in full. | may make payments to CCS until
the balance is paid in full, but | cannot receive child care during that time.

Failure to report changes may result in fact-finding for suspected fraud.

Parent Requirements

1. I will meet the enrollment requirements and all other policies specified by the child care
center/home in which my child is enrolled.

2. | will provide information, including health and immunization records, authorization to
secure medical assistance, and parent contact information to be used in case of an
emergency.

3. I will be on time and honor the child care opening and closing hours of the center/home
and will pay all late fees charged if | am late picking up my child from the
provider/center.

4. | will report any changes exceeding 85% SMI for my family size.

5. I will report to the Child Care Regulation office any complaints about a possible violation
of licensing standards, which affects the care of children attending the provider/center.

6. If I need child care on any of the child care provider’s nine paid holidays, | will make the
arrangements myself and pay for my child care arrangements.

7. Parents, with Relative Provider child care, may use one of the following methods for
reporting attendance:
a. Text
b. Email
c. Phone
d. Interactive voice response, or IVR

REPORTING CHANGES TO CHILD CARE SERVICES

Parents are required to report items affecting eligibility. Parents will report to CCS
within 14 calendar days the following:

o Changes in income;
o Any permanent interruption in work, job training, or educational program;

o Any change in the family residence, primary phone number, or e-mail (if
applicable); and,

o Any change in family size.

Failure to report changes may result in fact-finding for suspected fraud.
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FAMILY SIZE VERIFICATION

Parents must submit a Lease Agreement or Landlord verification or other acceptable
documentation when applying for child care services; when the parent moves from one
address to another; and, at each re-certification to continue receiving child care
services.

CCS staff may use other forms of verification of the family size depending on the
circumstances.

Any form of verification provided by the parent is subject to confirmation by Child Care
Services.

If you move to another home/apartment, you must contact your caseworker within 14
calendar days of your move. The CCS Intake Eligibility Specialist will verify your new
changes.

NOTE: Please remember to complete a "change of address" card at the post
office with your new address so you will continue to receive all your mail.

ATTENDANCE & ABSENCES REPORTING POLICIES & PROCEDURES

Parents will use the designated TWC Automated Attendance System, AKA KinderSign,
KinderSmart, to report attendance.

Parents are to ensure their child(ren) attends regularly consistent with the child’s
authorization for enrollment. Unexplained absences include any absence not due to a
documented chronic illness or disability, or to a court-ordered custody or visitation
agreement.

Failure to meet attendance standards may result in the following:
o Suspension of care, at the concurrence of the parent; or
o Be grounds for determining a change in the parent’s participation in work, job
training, or an education program has occurred and care may be terminated
pursuant to the requirements of Chapter 809.51(b) of the Child Care Rules.

It is the parent’s responsibility to notify the child care center or the home of their child’s
absence during normal participation hours. Parents must call their Provider and tell the
provider the reason their child will be absent that day.

Child Care Services will be terminated before the 12-month eligibility ends if the child has
more than 40 unexplained absences.

Written notices will be sent to parents when a child reaches 15 and 30 general absences
cumulatively with a 12-month eligibility period.
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A child may be absent for court-ordered visits with a non-custodial parent. Parents must
call CCS and let them know their child is going to be absent from child care because of
a court-ordered visit before the child(ren) goes on the court-ordered visit.
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RIGHTS AND RESPONSIBILITIES SUMMARY

Rights of Parents or Guardian
Parents Have a Right to:

1. have persons represent them when applying for child care
services.

2. be notified about their eligibility for services within 20
calendar days. from the date, all eligibility documents are
received by the Child Care Contractor.

3. select the child care arrangement they desire from the
options open to them and go to the center/home before making
a choice.

4. visit the provider/center/home in which their child is enrolled
and participate in activities.

5. receive assistance in choosing initial or additional child care
referrals including information about policies regarding
transferring their child from one provider to another.

6. transfer their child(ren) from one provider to another of their
choice no more than 2 times during a 12-month eligibility period.
Furthermore, parents must give a two-week advanced notice
before a transfer is granted.

7. have parent/family information used to determine eligibility
kept confidential by the Texas Workforce Commission, the
Workforce Solutions East Texas Board, and Child Care
Services.

8. receive services without regard to race, sex, color, national
origin, age, political beliefs, religion, or disability.

9. file a complaint to the Workforce Solutions East Texas
Board alleging a violation of any law, regulation, or rule relating
to any federal or state-funded workforce service, including child
care services.

10. appeal the denial, reduction, or termination of services.
Requests for an Informal Review and/or Board Hearing are
made to Child Care Services. This does not apply to parents
who have children from CPS in-home cases.

11. reject an offer of child care services or voluntarily withdraw
their child from child care services. This does not apply to
families who have children from CPS in-home cases.

12. be informed by Child Care Services of possible
consequences of rejecting or ending child care that is offered.

13. be notified in writing by Child Care Services at least fifteen
calendar days before the denial, reduction, or termination of
services.

14. have the Board and the Board’s child care contractor treat
information used to determine eligibility for child care services
as confidential.

Responsibilities of Parents or Guardian
Parents Must:

1. Provide Child Care Services with all eligibility information
any form of income, family size verification, age, and
citizenship or immigration status for my children, school
attendance verification, paternity and child support
documentation, employment hours, marital status, income,
(etc.) necessary to establish eligibility to receive child care
services. This information must be provided within 15 calendar
days from the day CCS requests redetermination or the
eligibility end date.

2. Asingle-parent family must be working or in training at least
25 hours per week; and making progress toward successful
completion by continued enrollment, or a combination of work
and school totaling 25 hours each week. For a two-parent
family, the total activity hours must be 50 hours per week.

For Initial Job Search:
Child care is provided during the initial job search period. By the
end of the three months, the family is to meet the following
activity requirements:

25 hours for a single parent, with at least 12 hours in
employment; or

50 hours combined for dual-parent families with at least 25
combined hours in employment.

3. Report permanent changes in income (any), employment
and/or education hours, family size, marriage, address,
education, and any other permanent change in circumstances
that may affect eligibility. Changes must be reported to Child
Care Services within 14 calendar days of the change.

4, Comply with the Texas Workforce Commission (TWC)
Child Care Rules, Child Care Services (CCS), Workforce
Solutions East Texas Board (WSETB) policies and procedures,
and child care provider requirements.

5. Parents and caretakers should be aware they will be
referred to the TWC Office of Investigations and may be

prosecuted for obtaining or attempting to obtain, by
fraudulent means, child care services to which they are
not entitled.

Amendatory Directive 22-08-09 chg. 1 CCS Parent Handbook
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REPAYMENT OF MONIES PAID FOR CHILD CARE

Parents are responsible for repaying the Child Care Contractor all child care monies paid for child
care when the parent was not eligible to receive care.

Parents must complete a Repayment Plan with CCS and agree to pay back the cost of care they
received when they were not eligible. Parents must pay all the monies owed to CCS.

FRAUD

Fraud is defined as the intentional deception or misrepresentation a parent makes, knowing it to be
false, and that could result in some unauthorized benefit (such as child care services) to the parent.

If a parent knowingly and intentionally gives false information (example - has someone other than the
parent’s employer completed the Wage Verification Form) or does not give necessary information
(such as income from other sources, or has married and did not report or is living with the father of
one or more of her children and does not report) to Child Care Services during eligibility
determinations, this may be considered fraud and the case must be referred to the Texas
Workforce Commission’s Office of Investigations.

COMPLAINTS, HEARINGS, AND APPEALS

COMPLAINTS

A complaint is a written statement alleging a violation of any law, regulations, or rule relating to any
federal or state-funded workforce service. Individuals receiving any of the workforce services have
the right to file a complaint and be provided with information about appeals rights. Complaints must
be in writing, signed, and dated. A complaint must be made within 180 days from the date of the
alleged violation. If an individual is unable or unwilling to file a written complaint, a verbal complaint
must be put in writing by the staff taking the complaint, with the date of the complaint. All complaints
are then referred for further action by the Child Care Contractor and/or Workforce Solutions East
Texas Board (WSETB).

APPEALS

Child Care will not continue during an appeal if child care is terminated due to exceeding 40
unexplained absences or nonpayment of Parent Share of Cost.

Parents are eligible to appeal an adverse action (denial) and/or termination of child care services if
the request for the appeal is made within fourteen (14) calendar days of notification of
termination. For a child currently enrolled in child care, services will continue during the appeal
process until a decision is reached if the parent requests a hearing.
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The cost of providing services during the appeal process is subject to recovery from the parent if the
parent loses the appeal.

Child Care Services provides parents (by mail or in person) with a termination form WDA Form 0210,
(Notification of Denial, Reduction, or Termination of Services, notifying parents child care services are
being denied or terminated in fifteen calendar days. The parent also receives WDA Form 0211,
Request for Appeal, notifying the parent he/she has a right to appeal. The parent may request an
Informal Review by the Child Care Contractor by completing WDA Form 0211, and returning the form
with the 0210 if the parent wants child care during the appeal process) with any documentation or
paperwork in the following ways:

By mail: Child Care Services, PO Box 131869, Tyler, TX 75713.
Email: easttexas.ccs.customers@gmail.com

By Fax: (888) 977-1693

By the Customer Portal: childcare.easttexasworkforce.org

This request must be mailed or delivered in person within fourteen calendar days from the date
shown on the WDA Form 0210 and WDA Form 0211.

If the parent disagrees with the CCS Informal Review, he/she may request a Board Hearing within 14
calendar days of the Informal Review. If the parent does not agree with the Board’s decision, the
parent may appeal to the TWC Department of Appeals. The parent has fourteen calendar days
from the mailing date of the Board Hearing Decision Letter to appeal to TWC. All
information/documents pertaining to the TWC Appeal must be mailed to the following address:
Appeals, Texas Workforce Commission, 101 East 15t Street, Room 410, Austin, TX 78778-
0001.

MANDATORY WAITING PERIOD FOR REAPPLICATION FOR CHILD CARE SERVICES

Workforce Solutions East Texas Board (WSETB) policy determines a parent and his/her family are
ineligible to reapply for child care services or be placed on the Wait List for a minimum of 60 calendar
days if the parent’s eligibility or a child’s enrollment is terminated due to:

e Excessive unexplained absences (40 days within a twelve-month eligibility period); or,
e Nonpayment of Parent Share of Cost.
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ADDRESSES, PHONE NUMBERS, AND RESOURCES

If you need to FAX required forms/paperwork to your Child Care Intake Eligibility Specialist who lives in another town or city,
or you need to use the computers in the Workforce Resource Rooms, the Workforce Centers (WC) will let you use their FAX
Machines and Resource Room computers in the following locations:

NOTE: Counties denoted with an “*” have CCS services available in the Workforce Center (WC). The Child Care
Administration Office is in Smith County.

Anderson County *Smith County

Workforce Center Workforce Center & Child Care Admin. Office
500 E. Murchison St. 4100 Troup Highway

Palestine, TX 75801 Tyler, TX 75703

WC Number: (903) 212-9982 WC Number: (903) 561-8131

WC Fax Number: (903) 729-3030 WC Fax Number: (903) 561-4204

CCS Number: (800) 676-8283 CCS Number: (903) 526-1105 800-676-8283
CCS Fax: (888) 977-1693 CCS Fax (888) 977-1693

Harrison County
Workforce Center

4300 East End Boulevard
Marshall, TX 75672

WC Number: (903) 935-7814
WC Fax Number: (903) 935-5106
CCS Number: (800) 676-8283
Monday — Friday 8 a.m. — 5 p.m.

Henderson County

Workforce Center (Legacy Park)
205 North Murchison, Suite 101
Athens, TX 75751

WC Number: (903) 677-3521

WC Fax Number: (903) 677-1749
CCS: (800) 676-8283

CCS Fax: (888) 977-1693

All programs and employers under the auspices of the Workforce Solutions East Texas Board are Equal Opportunity Entities.
Auxiliary aids and services are available, upon request, to those with disabilities. 1-800-735-2988 VOICE, 1-800-735-2989 TDD
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Pg. 10§2

‘W‘ PARENT ACKNOWLEDGEMENT FORM (PAF
mﬁ;:uiummmmﬂm&mmm

Child Care Services [CCS) will answer @y questions you may have reganding the Farent Handbook.

| understand e Handbook does ot indude all Workioroe Solufions East Texas Board (WSETH) and Texas Wordone Commission [TWE) child cane policies and
procedures. B | have questions or need danfications, | musi comact CC5.

SECTION | - | Acknowiedge:

= CCS explained miy fights and responsibiliti=s and that | will comgiy with all requirements, policies, and procedures of the TWC, WSETH, CC5, and the child
are peovider while my child is enmolied in CCS childcare.

= |was provided copies of the Cusiomer Rights and Complaint Resclufion Procedure and the Onentation io Complaind Procedure. | undersiand the infermation
prosides me with procedures o fie a complaint andior request an Informal Review, 2 Boand Hearing, and a TWC Appeal if | choose.

|'w@s provided infoemation abowt several fypes of child care and allewed io ssiect the child care amangement for mry iamily's needs.

CC5 explained age and iizenship weriication for my children, parent share of cosi (PSoC), reporting a change io the Child Care Confracior, fhe
attendanceaieences policy (unexpiained abeences, chmnic ilness, court visitation), re-dsiesmination of my eligibility, termination, frand policy, minimum
number of 25 empicymenitraining hours andior afiending 9 semesier howrs for each Fall or Spring semesier (& hours for each Summer semesier) making
progress imward successiul completion by confinued enrcllment in the taining o educational program, the appesisicomplaint process and timeframes for
redurning documentaionipapenvork. | am alkmed io receive care for up o 60 manths if enrclied in 3 posi-secondary education fulHime. For wo-parent
families, empioyment, training andior education hours must equal to 3t least 50 hours per week.

| was provided infoemation explaining income eligibility and pemmanent vs. Emporary changes in work, job iraining, of education acthities.

|, the parent, cannod be the owner, direcion, o assistant direcior of the daycare facility where miy children attend; however, | can be an employee of the
dayeare.

IF | commit framd, fulure child care eligibility may be prohibited.
SECTION 0 - | understand and agree i the Solowing:
= Lipon receipt of the CCS Application & Eligibility Foem E-2050, | will review e infarmarion and make Certin everyming is Comect on he fom,
= Inform CC5 of any esrors on Form E-2050 conceming a1y parent share of cost, where | work, or income; and
+ | agres o follow the polices and peocedures of Child Care Senices, incuding these cufined in the CCS Pareni Handbesi.
SECTION Il — Parend Share of Cost

1 underaiand and AGREE in pay a Parent Share of Cost [if applicabie), o my childfsiren's Child Care Prowider in advance of my child recehing child
care services. My parent fee is based on my family's fofal gross income and famity size. Failee to pay the parent share of cosl is a program viclation
and subject to early termination of child care. If | am terminated becawse | &id not pay my PSoC, | cannot recetve CCS or be added o the waitliat
uniless:

1. | have paid the provider in sl and

2. 60 days have passed.

SECTION IV — | undersiand and agree io the: foll owing:
{1) A person wha obigins or abempts 1o obi@in, by fraudulent means, Senvices i which the person is not entitied may be proseculed under applicabie
sigie and federal laws. (2] | am eniitied io be nofied of my ebgibiity for senices witiin 20 @lendar days of submiting a compieie application for e

Imtake Imierdies. () L or my represaniatve, may appeal the denial, reduction, o temminadion of senices. (4) Senices will be provided withoo regard o
SEX, race, creed, color, nafonal onigin, or disability. (5) The information | provide, o a thind party provides neganding my income and cRoumsiances is
cordidental.

SECTION WV — CUSTOMER AWARENESS — | understand and agree to Te following:

® [ wil only recefve child care SENACES Inwork, 9o o school, or be in job Iminng classes;
# | wil not receive child care during e appeal pocess i e chill's enroliment is BMinEied due o excessive Unexplained absences, of nonpayment of
parent share of cost,
» 1will ket CCS Know within 14 caiendar days of the changes beiow,
+ Changes in family income or family sze that would cause e family io exceed income eligibility for a famify the same size;
# Permanent chamges in work o aiendance at a job fraining or educaSional program and,
= Amy change in the family residence, pamary phone numiber, o e-mail (i available).

WDA Form Me. 0132 Parent Acknowledgement Form (Rew B-26-22)
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ﬁ' PARENT ACKNOWLEDGEMENT FORM — (CONTINUED]

SECTNON §1-FEREOMAL AZZETE:
& | agree and sy iotal st oo ot ereed one milllon dolises.
I ursder=iar sl s in e Pokossing:
B T ol o ceoud e oy e T e amndmere W T il P TE ik 30mE moy e b pemagees mrahd s =i nios noicy
& [T roy child svpeei: 4 loisl eresplained sieenies Jofng e most reoent 12-monih =gl pesod, vy child o alll be ierninaied. | wil B2 indigibie T
iy iow i) o el for 0 calendar dmys.
& |l e 0 fodlow e fEndsnoe policy s outinsd by CT2 e Bosed) and The Timme: Woridoros Conmissior.
 Tzee wll be o weiling periosd of e weske: befoes he efisctve date of @ proviaes inansier, aoegt |s cemes in mhich The provider |5 sagject oo Chld Cae:
Fspuistione: (CTR] scion.
& [T ek o o fham anines soesdoece 2eos I Wil & reslucion e seediion o o Teoee: Rlsing S prolde B nol ofessdl e esdiaciion sl o Dnger
oy
| aokrowriedige | haree read and agresd oo this parent agresment, ard all my quesdons abow his agresmient havs been arawered.
HOTICE: nformation Fou provide to desemmine ehigiiity 15 subjest to validation through eross-ohess sysnst Sate snd
Federal databases, arsd pou may be asked to provide ongnal doouments and parbisipates in toe-no-loos
| BVE PERMEEON 1o the Terss Workforss Commission TRC], Exst Texas Counedl of Bovemments, Waorktoese Sclutions
East Tegzs Soand (WEETS], the Child Care Servises Conirastor [Hhe agenoy wder ponoraot, o eomtsot o thied party (ehich

insludes past, present, fuiure employers, o etucabonal Fetutions to werfy insoms, sobslarships, fanily soe, sduoagtion,
Taining, andor any Rem related 1o my ohild care digibiicy.

I HERSSY CERTIFY under peraly of perjury, that the informagion | provided oo Child Care Servisss is true and asourne.

Parant Signature: Spouse Signature:
Print Mams: Fairil Hame:

Diate: Daks:

CCS Client Sarvicea Spacialiat: Date:

& FAILURE TO REPORT OME OF THE CHANGES ABOWE 'WITHIN 14 DAYS OF THE BCCURREMCE MAY
RESULT IH FACT-FINDING FOR SUSPECTED FRALNDL

ADDITIOMAL CC3 PARENT HAMDEOOKS ARE AVAILAELE DN OUR WEESITE: hig-ichidone= aa=deymoposidor= o) OR YOU CAN
REGAJEST OME BE MAILED TO WOU BY EMAILING: saxdese=. oz cushomeriipmal com OR CALLING 1-380-876- 8263

THiS COCUmENT Coniains wital Mfomadon about FEqUIEMENTs, GRS, Jefeminalions, and'or responsibifDas for SCCessng
WOrATITE Spsiam senites Language senaces, inciuding Me insrpreatontansanon of ivs document, are avaiahble fres of
Hage Upon eques

Esie dofumenio condens infvmacin imporanie sobve oS EquisTos, bos dovechas, Bs deferminaciones § @S
responsatilicanies o8l acces0 3 0§ Sanicios del sislama de 3 fusza Ghoal  Hay disponibies senacns o2 idioma, Inciud
& IMfeprEanon i i [rackosion de documentos, S MNguT coSTD i 3 solciud

WIDA Form Mo, 0132 Parent Acknowisdgement Fom {Rey S-26-22)
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WORKFORCE SOLUTIONS EAST TEXAS BOARD
wiiiim... ORIENTATION TO DISCRIMINATION COMPLAINT PROCEDURES FORM
' (29 CFR Part 38)

THE RECIMENT OF THE FEDERAL FINANCIAL ASSISTANCE 15

Workforce Solution East Texas Board Equal Opportunity (EQ) Officer:  Keith Huddleston
3800 Stone Rd Telephone Number: (303) 218.6439
Kilgore, TX 75662 Relay Texas: 1.800-735-298% TTY 1.800.735-2988 (Voice)

The Wondoros Solunons East Texas Board (e Board) shall resolve eQual OppOnMungy COmpiaints in & faer and prompd munnes.  Acts of
mairanl, nlerference, cosrcion, dicrmination, of reprisal iowards compiainants saarciing Baer rights o s a compiaint under this
procedurs are prohibited.  Thes procedure Bppbes 10 Bl appbcants and parbcipants who hine Couse 10 Be 8 Secrmenabon Complant
related 10 achvilled OF prOQremd OMEnEleTed by the Boasd IT you hive BN Sgull oppoMunlty Complaenl CORCEMENgG My of Mhids
PrOgieTE, you mary submil pour writhen complaini o the Board o Contracior ED Oficer, as appropriaie

After your squal oppOriUNSy complanl has Deen receeved, e EO Ofcer wil nolfy you of the nexl sep n e complant procoss. As
iong a8 you wish o pursus your complsint, the Board or Conbracior will folow the steps described beiow.  You should study the

Complsni Procedune carfully, and  you fesl thal the mquined sieps are nol being folivwed, contact the EC Oficer
Remamber, if you feel you s nol beng provided sncugh help &t By siegs of the complaint process, you should contact

Texas Workforce Commission [TWC) Telephone Numbers:

Equal Dppartunity Monitoring (512) 463-2400

101 E. 15 St, Room 504 Relay Texas: 1-800-T35-2989

Austin, TX TATTE-0001 TTY 1-800-735-2988 (Voice)
EOUAL OFFORTUNITY IS THE LAW

B apet B = o S rpcpeent of Bty francal ssaatere i Sncrrranaty on B Soloenng Doies SgErel iy Pedindusl o P e Glates o0 Py bale
of rRow_ ool relguon. e | Chefieg Pregnancy . chiclet i related redicsl condailioe e deeectyreg. Wesnpender slatus. I Deedes dhesdiy | ratons
R | i e Profdmtey) Bgh Sty o pCABCa BEIAGGA Of Daled o BSFRE By Barafoary of SCOICAH B O DATROEARE N DROgEETE
temgranly SN LPTieY I ol e Workidoree IPmovaion sl Doporundy Aol on T Baia of P rdeeiual 3 obieesh BaRA oF DOrsDDaion n ey WIDA
TEa I-Erancay iaked Setgrae o SBly Th Fadpesnt Ml fol Sncrrminais i by of Pe ideing drean Se0dAg <ho il be BOEed o hine Soedd 15
oy WIOA Tt I-Enanosily svenied progrem o Bctivly, Proviaing SOECONURESS . OF FREING Iy DIFION €8 INGIFD 15, 1uh § [FogEem o Bctvily, OF malang
sty et daciacs i P gdrrvalraton of o @ Conrecion =8N g § ot of sy Bacpeenis of leder s francdl stealancs must Lile reatonatae
P 10 Ay Tl COMTRRLAEaton i Pltadugil =8N Sraatiterd 367 B9 FSecter 51 COFTLACtOnS = owrl Th M Bl uDon Regers! B B2 o Co!
Ao T Prlivadul PEOEEITEL B FROUTEd 10 Drou el BECTIETie Bunily e e BAreeRs A0 Quaifeed oy =8 SRSt

What 1o 3o i you balieve you hive sepsanced dmormenatson § you s Ful jou b s lubescisd 1o Stormraton onder § Wioe Toe Linanosly
bated petgraen o Betsely, you My S 9 oompigend =ien 10 Sans om S Sobe of T Sleged viighon =i gl T epcpernd 3 Egul Opporiedy Ofcad (o
Tl paradn =Paem T eOpesnd Bas desigrasied loe Pes purpose Of e Desclor Civl Mgty Contier (2BC) U S Deparired of Labor  J00 CoraBBalne &y
W R H-d12) Waskesgion, DC 20010 ¥ you e pour complnt = Buw mecgesnl, you Mgl =oi st Ut B mecipesnl sl B =it bosos of Finad
datie o0 urtl B0 ey Pivw pasaed [efchee @ so0ree | Defoew Bing oEn P Covl Mgty Carter (new soreni abOvel F Pus recigeent Soe 08 DR FON 8
g hioteon of P Acten = 0 days of S Gy o8 =Fech pou B poul SOMGIBTE you My B & compiart = CRT Belors mecasvng Bl hotes  Fioesres
o rat g o CRC cormplare sitten 30 dayy of B B0-dey Sesting () ofer sorte. = 120 devs 0fer T Oy 08 =it jou S pOUR COPDIERE =8N P
inpuanl) F B Secapesnd G0 el pou B welen hotcs of Final ACSon on piuf Complent, Bul pou e SeMed =B P SRR OF MERGEGN pou My ik &

sompund i CRC ¥ou must e yousl CRC compaart <@ IS 3y of e dte o heh ns seceed B Hects of Fra dcton
Initials

AN EQUAL OPPORTUMITY EMPLOYER | FROGR AW
Aupiligry st and iErviceE v available upon Pegueeal! 1o individusls eith disbdntes
Roloy Tonss: 1-B00-F15- 009 (TTY] 1-800-F1i-000 (Vosca) 1-800-532-0054 (Espafal)

WiDA Fom 0180 (Rew 0T P08 Piages 1 of 3
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Lot PROCEDURES ON HOW TO FILE A COMPLAINT

TRADE READJUSTMENT ALLOWANCES (TRA),

i you think you have been subjeciad 10 equal opporunty discrimination under a WIOA Titke | or & TAATRA financially
assisted program or activity, you may file a descrimination complant within 180 days from the date of the allsged violation
wath either the Board'Conltracior Equal Opportunity Officer {or designee ) or Dineclor, Civil Rights Cenler (CRC), U.S. Deplt
of Labor, 200 Constitution Avenue MW, Room N-4123 Washington, DG 20210. i you file your complaint with the Board or
Contractor, you must wal unbl you receive a writhen Nobce of Final Achon or 90 days have passed (whichever is SO0ner)
before you can file with the CRC. If the wiitten Mobce of Final Action i not issusd within 90 days of the day you filed your
compiainl, you have 30 days following the B0-day deadling 10 file a complainl with CRC (thal &, within 120 days of the day
you firsd fled your complaint). I you receive a writhen Notice of Final Action on your complani but ane dissatisfied with the
marumummmmc However, you must fle your CRC complami within 30 days of receiving the
MotsCe nal

[EMPORAFR 3l . L

mMmmmmbmmﬁMMnTMm'wummmm
program of achvity recenang lederal inancial assstance you may file a complan! withan 180 days from the date of the
aleged viplation with either fhe Board/Contractor Equal Opportunity Officer (or designee) or U.S Department of Health
and Human Services (HHS), the Office for Civil Rights, 1301 Young Street. Suite 1169, Dallas, TX 75202, (800) 368-
1019, Those filing complaints against chid care program senvices recening USDA federal financial assistance may
chooss o contact the US. Departrent of Agnculture (USDA), Office of Adudication, 1400 Independence Avenue, SW,
Washington, D.C. 20250-9410. If you file your complaint with the Boarnd or Contracior, you must wait untll a writlen Motice:
of Final Action & iesued or until 90 days have passed (whichever i sooner) before you can file with the U.S. Department

MMMMMWMaWEHWMmuMm

i
myﬂeamnmtmﬂ]mwﬂmmmdmmmmmﬁmm
Opportunity Officer (or designee) or the US. Depariment of Agnculture, Direclor, Office of Adjudicabon, 1400
independence Avenue, SW, Washington, DC 20250-8410, (202) 260-1026. I you file your complaml with the Board or
Contractor, you must wait either unfil a wnitten Mobce of Final Achon i ssped or unilil 50 days have passed (whichever s
sooner) before filing with the U_S. Depariment of Agnculiure

By my signature below, | acknowiedge this onentation lo the discimnalion complanl procedure and the statement
regarding Equal Opporiunity Is the Law. | affam that | have read the Oneniabon fo Desciminabion Complaint Procedures
Form and that | have been given the opportunity 1o ask guestions aboul its contents. | understand thal the One-Slop
apphcabon form s not a job appicabion; rather, this form & used o delermine my eligibiity o receive program senices
and 1o meel federal reporting requirements. | further understand that faiure o provide the requestad informabion may
prevent me from recening Senices.

AN EQUAL OFPORTUNITY EMFLOYER | FROGRAM
duymifiagry axls and services are availpble ppon reguest bo individuels with drsabdliies
Relay Texss: 1-800-F15-2989 (TTY 1-500-T14- 7980 (WVosce|: 18006724854 [Expatod)

WD, Foren D160 (Raw. 072672018 Fage2ofd
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- WORKFORCE SOLUTIONS EAST TEXAS BOARD
FORMULARIO PARA LA ORIENTACION A LOS PROCEDIMIENTOS DE QUEJA
DE DISCRIMINACION

(29 CFR Part 38)

Este Formulario para la Orientacion a los Procedimientos de Queja de Discriminacion explica los procedimientos
de queja de discriminacion para los programas y los servicios mencionados administrados +n ¢l Local Workforce
Development Area por ¢l Workforce Development Board v sus contralistas:

Workforce Innovation and Opportunity Act (WIOA)
mmmmmnﬂrm e

Trade Assislance and Trade Allowances
RECIPIENTE DEL APOYO FINANCIERD FEDERAL £5:
Workforce Soluciones East Texas Board Oficial de igualdad de Oportunidades (EO): Keith Huddieston
3800 Stone Rd MHimero telefénico: (903) 218-6439
Kilgore, TX 73882 Relay Texas: 1-800-TX5-I98% TTY 1-800-T13-7988 [Voz)

El Woridoroe Soluciones East Texas (ol Boand) resolverd queias de la gualdad de oporiunedadss de UNG Mansrs justs y expedents.

Texas Workforce Commission [TWC) Himeros telefdnicos:

Equal Opportunity Monitoring 512-463-2400

101 E. 15" 5, Room 504 Relay Texas: 1-B00-T35-2083
Austin, TX TE8778-0001 TTY 1-800-735-2988 (Voz)

ehbrickad A6 e | SfgE Aacadrdl (PSSR & o Irrlc o gl | dcied Sncipdindiid Sllacn & Sl POl O GOl Culigusss berefoagtes
sonciarte gt Febao O CEFNCpeTE & prOgrETEs OF Copaniacon Qe recbern apoy francesen bapo & TEghs | de e ey o Feovscon § Oporianedsd on b Fusces
Laboral (WIDE. por sus sigias er mgies ). Sebado 3 Su OLGNENEN. O DO 35 DERMCIGES0I0N &6 UR DIMQrETE 5 SCeEad que neohe ssestenoa fnancers b & Tl
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EMSLEADOS CON IGLUALDAD DE DRCSTUAGDAD DE EMS EDFRDGTAMAS
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E INSTRUCCIONES DETALLADAS PARA CLASIFICAR UNA QUEJA

Dalee, TX 72202 (800) 3681010 ' :
Dallaz TX . (BOO) 368-1019 SauutﬂanﬁﬁWmmmnmawmuccm
recihe asklencia financera federal de USDA, puede proponerse en contacio con el US of Agnculiune
(USDA), Dffice of Adudication, 1400 Independence Avenue SW, Washinglon, D.C. 200509410, Si presenla su ques
con & destinatario de asisiencia federal, lendrd que esperar a que ésie le expida un Aviso de Accidn Definitiva por
mahmtm“%dﬁlmﬂmwmmmmjmhm“mHUS Deptd
Health and Human Services.

del destinalann de s j &l destnatano
efecto), o bien, con & US I}epalmtd L . Dwrecior, Office of Adjudication. 1400 independence Avenue, SW.,
Washington, DC I \ o ' . i

Por mi fima abapo, neconozoo esia onentacion al procedimientio de queja de la discriminacsdn y ta declaracdn con
respecio a que la igualdad de oporiunidades e la ey Afirmo que he leido o Formoiano para la Onentacidn a los
Procedimeenios de Ouesa de Disciminacidn y que me han dado |3 oporiunidad de hacer pregunias acerca de su
contenido. Enbendo que &l formulano One-Siop no es soliciud para frabajo; se uliiza para deferminar mi elegibaidad
para recibir senicios de programa y para cumphir con requisitos: federales de informacsbn. Entiendo tambsén que la falta
de proporcionar la informacion pedida puede evitar que reciba 5EMIcos,

Frma del solicitanie Mombre en lefra de molde Fecha

ENEPL EADGHR COM KSUALDAD DE OPORTUNIDAD DE ENFLEQFROCRAMAL

h’fl-l'llmm'l . rI:t"lm?m
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g Workforce Solutions East Texas

Customer Rights and Complaint Resolation Procedure and Customer Complaint Form
l'nq:i::-“mnmwhh Tenas Woiklomor { onmeson (U onmeeacn ) of Workforor Sobsteomn Fast Teusn Road § Boand)
gnaaty. you B muglht 80 fide & Commplassl rpesdisg voms workforoe wvons T Aghiby sir rassasteed tecugh the O cummson s consplamts ownmgs sl
ippoale proodane® ot 30 TAC, Clupsen 827 *Thas conaplast process dhors o parfiaen b mafters albrgmg violatsom of nombeormumatsnn of equul
appeortunaty recpameents wsko e Worldoror lsnovatson sl Opporhemty At (R T0A) o st govomsg pob srocoe-teksted compliants

The { ompluini Proces:

Wikt b @ complainl®

A conpland v wiiflen dsirmen slbegmg » violstson of sy b, srgulston, oo mabe pebsimg o mmy feded- or sisle fimsbed workfeoe servace 1 yom e
ricerved m sdveres scteon or w80 file o Sormeal comyplienl slasl workforos srveces, youl i Serel smcoms sged b descwss e s sctom oo comgllst
with Tewss Wokboror Cvmien siall where thw complammt oniemaied

‘HH"‘.!‘*"
T Wl (ombel cwsbormens - Imdrvadasds wis b spglend i of e sliglels ko pocrnvd Bidepale of shabes fime el woork fonod Bumdnd wivicrs
shemmrtared bry fher ( comsmesson o e Bossd These wrvions inclesds Chilld Core: Tomparary Asnbianor for Nevdy Families b
Sapplemental Nuivitien Asbdancs Progrom Empleyment & Trabning: WA Adull, Disdosated Wsrker, Voulk; Yon - wolodial Parvat; sad,
Eligitsde Traindng Providers coooiviag WA Tumds or stber Tamds for fraining s ion.

® Ul mabereshed porters aflecied by e Tewn worlforoe vysbamn, inclodmg sl=veogemt Thesr mdnodual ney be child cae of ofler sroee provedas
st o i pecerond o writhon stalenand naaned by e Board,. 8 T Worllloros Conter. on e Apemcy relbimg 1o o shoerss solion, o & provida o
comtracion, telsted o demal o bermenatzon of dlspbuly, sl progrems sdessmsiored by e Apracy o e Boosd

¢ Prevscanly mplovnd msbivadush whe belsevr they bavr been desplacnd by 5 Teus Worldoior Cola cnstonsm pabopatmg @ work-dsnd smvoes
smch mn subsdrred employment. work expervence. o workifae

Hiawr il | fille 5 consplainn™

»  Complemss s be o wrsing sy e srscbed consplme form.

o Uomplaaits mesd bet filed wothon 180 dncs of the alleged vaolston

*  Complunsy sl be mbed we Hesrmg Orificer
Wk fowce Solnisoms Fast Texs
500 Siome Fd
Kilgore, TX 75662

Board conplamd procedmes ae svaksble wpon regeed.

Hew will the complain be ressboed™

= Wom wlll bee rven the oppor oty for an miormel resolatson o resolve mxy despales revaline Bom ethey 3 complemt o = sppeal o 3 determmstion
An enanagbe of s milormmal resoberon oy sxciade
= Mg wth v ekt G workan 1o sl & resolmaon.
# Sleetmg with 3 Tenss Workiforos Conter sy of desgmated Bosed safl fon 5 more m-dopth ducwisson rebstad 5 the corcmmstanses of the

commplums and o drome bow the complams may be rescived.

= I vom are mod sabafied with the owicome of the mioomsl rescloton. vou have the nzlit o Gl 3 conplams snd b0 bave the opporama©y for 3 Board
i wnths e Wonkihowow Sobatsons East Tonows Bosd ot 3500 S B Kalpors Tenes 73667

o D & complast v filled woth thee: Bosrd. wom willl be poifiod m winmg of o Bosrd beswnng o bewr (100 en cibendor duys pnoy o the besnmg dase The
tem-day motece mary be shorened wik prsor wrinen consend of the pormies mvobied

I vom o ot g ity thee ciosom pasmned by e Bcaial o o i dncusics 13 mnibed wrhen B0 cabedon duvs frons fhee date th complamt wis ongmally filad.
wou may file & wiinen sppeal 1o dee Commession The sppeal moa be st wishm |4 calopeda donvs afier the manlmg dase of e Bowd s decasson on 90
calemdar donvs afier the orvmmal Gl dee of e complem Appeats 1o the Commssson me mled to:

Texsm Workiorce Comnmson
101 Eass 158 51 Room 410
Asntm Tewws TETTE-N

Flians do Bl v Uhin Solids BEEH vl bate Tod i asid el landd i oolenls
Thas 5 8o ey that | hovve resd s Cuaomer Raghts snd Complaant Rescdenon Procediore snd Cestonssy Complant Form and that | have been grven the
oy 50 ik qEeuogs sl s comtents. By my spmanae below, | sckmondedge o | hanoe pecerved & copy of the sfosemennoned o

Appiicans Sapminu Pra Full Name Diste
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Workforce Solutions East Texas
E Customer Rights and Complaint Resolution Procedure and Customer Complaint Form

Complainant (person filing the complaint)

"MAME (PERSON AND'OR BUSINESS E-MAIL ADDRESS
MALLINVG ADDRESS HOME PHOME &
HITY STATE *FIPCODE WORK PHONE &
CELL PHONE =
Complaint Filed Againsi;
TNAME (PERSON ANDOR BUSINESS) E-MAIL ADDRESS
*MAILING ADDRESS HOME PHONE #
*CITY/STATE TP CODE WORK FHONE =
CELL PHOME =
*Requred Informanen

Provide & clear and brigf watement of the facrs, including relevanr danes and any known vislanon of low, regulagons, or reles relaed 1o

any frderal- or dare-funded workforce swervice. [ff addinonal space is nevded, yon may e the reverse sidy of thin formi or anach a separate
statemient of mo more thaw 3 pages.

The absrve imfonmanon s mee ad correct 1o the best of my knowlodge

Sypanme of Commplaman Diiie
FOR OFFICTAL USE
Insdrenchual Recenamg Complamm Tike:
Ciry- Tehephwome:
Diaie complami was recerved: Acton Taken

Thus complant process does not pertam to matters allepng nolabons of pondsscrummaton or equal opportumty requrements mder WIOA or
maiieys governmg job wrvice-relaied complams.

T aocamesT SomETE A rhemetot a00W TOUVETSTI ORI SMERAECOI U TmOASDUIST Y RIRIeg somiTE LI NVORD LNTGLADE NOEL FoLovg e
e T e ol e e L e L e R R

EOl Sl et SR St S B SO £ SRcttS i SE e ¢ o TS LAl S Sl B B3 oSS Sb B S LR T Sl Sl
FESOTORET BAODT O OOPTE FOLCE 8 PENTRIEO0T § 8 RO P SICUSTETISE 5T CVRLS JRED I ST

Workieeoe Soluiems Fas I = m Egul Oy L Wonifores Saluuenes & B TX oo g &= A ol & oempaac
Aoruillery Aals il Servoes e radabie. W P, v o i B, Armmslinney. milares ¥ TR £ Argeotaibics § Pencu Iy Dl com gt
Ealey Taonawe 10072500 TV B80T 100 Womei. 1HA0-ME-0550 (Eapels  Raley Toowes §-800- 750500 (TTY ) 1-800-THE-I500 (Var |-Sa-Hal -850 (Expemai)
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Waorkforce Solutions Fast Texas
Derechos del cliente v procedimbeate de resolucion de quejas v ol formulario de reclamacion del clienir
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mxhmcum ¥ apekiite pracndmmenion® o 50 TAL, capsale B2V *Fae process de s 80w sofeve o Sanioee shopands veolaessm de b oo dncressnais o
sl de opuenmmdades b ks inpanson de b bmsevacsin de b famrs leboval 3 Oppermmany Act (W) o svmion e ngs ks pes e el oo com o
servican del tabaps

K1 porosrs e b g
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el desgrars de Bs Feulen del enrono e b deirsim e ks pamts o 0 i pafupales Segpaes de B Feclis de prevenfacson de b bovarsns Hsor an lmsmsreds s b
Comsaon s emrvisdos. por corees &

Appeak. Teus Wakfiroe Conmvao
100 Eas 156k S5 Rioows 400
A Texss TETTE-000]

ot faves pe BAR Suie 1000 htila W0 o a8 Jroski T CRICIANT WL Comiepbie,
Esfo oo pama vl qpoe b besde b derecheon del clvate v provedmmente de resolacsim de qoepe de chenbes + formmlaye de quaess v o e b dado b
opormmsiad de e prepestas aceece de = ooofensde. Misdante mu from 3 conmacn . reconoron e be recibedo mma copua de by form amtes: memcwomady

La s soluomenne I EodndvE SOt Fecha

Workforrs Est TX P BT ULt & OF S Weskioroy et TX o proares & o - TEEH
A T T —ih-u.mulhn-mm Aj-u_ F e eRR degomitin § fes il -.l_u-m
Balley Tamoe: §-BO0-TH- T TV -0 THE- 000, foay’y [HS0S-4ET-B0°0E fonpaliols Ry Tamas: |-800-TH-J008 [TV 1HEE-THE- 200 fvopk IR0~ daapaiall}

WDA forma £ 0209 Revisado 17042017

Amendatory Directive 22-08-09 chg. 1 CCS Parent Handbook Page 30



Workforce Solutions East Tenas
Derechos del cliente v procedimiento de resoluchon de quejas v ol formulario de reclamacion del cliente

=. i

Demandanic {la persona gue presenta la denuncia)

*MOMBEE (FERSOMNA YO EMPRESA) DIRECCION DE E-MAIL
*DIRECCION DE CORRED TEEFONODE LA CASA S
*CIUDAD ESTADO *CODIGO POSTAL  TELEFONO DEL TRABAJO #
TELEFONO CELULAR #
Queja Presentada Contra;
*NOMBRE (PERSONA Y O EMPRESA) DIRECCION DE E-MAIL
*DIRECCION DE CORREO TELEFOND DE LA CASA #
*CIUDAD ESTADO *CODIGO POSTAL  TELEFONO DEL TRABAJD =
TELEFOROCELULAR =
"lmformsisim oldhpbirs

Proporcionar una clare y breve expasicion de los beches, inclwidas las fechas v alpuna vislacisn de ko ley, reglamenios o normay relativay
a cmalguicr federal- o evado financiade por o wervicio de mana de obra. 5i ¢ necevits sxpacio adicional, waed puede unlizar o reverse
de exte formulario o adjuntar sna declaracion aparte de no mds de 5 paginas.

L enfoermesesin soferos @5 verdulers v comecta al meyor de mm comacinmentio

Para wso ofcual
Insvichaales recrbacisdo quegas: Timabo:
Cmedact Teléfono:
Fecha demmeia fae recibedar Medsdas adopradas

Este proceso de quep no s refierem a cusshiones. alezando violscones de b no disormpmscwon o 1mabdsd de oportmsdades requesatos bapo
WIOA. o coestiones que ngen bos rechmes relscionsdos con o servicio del mabapo.

eclacacwe: & ol fecr Ead TX o oo prosene coplealion gae clbour coniled & aporimednbe, Solmames @ odiaoe Ead T 0w proesies & oporiasdiebe: de ol de oopios
TS Y T BECE SO [RNTRE U T b e o SO SRR 4 TN SO T TR0 R g e, O [ [ e S D e
Ry T |00 B TR0 {TTW ) SO0 (e |- ST, ol Py Timcmr: J-B00- 710 2000 {T TV 1B TV TR . BTl iy
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| {dfes Addewns anad Telephons e Ofcma y Telebens

WORKFORCE SOLUTIONS EAST TEXAS BOARD

NOTIFICATION OF DENIAL, REDUCTION, OR AVISO DE MEGACION REDUCCION O
TERMINATION OF SERVICES TERMIMACION DE SERVICIOS
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if you bose your appeal. you will BPORTANIE Recusrde si usied plierden su sdplica. usted

WPDRTANT, Remember
be responsible for paying back the entire cost of your child esresponsable de pagar detras &l coste enterc de su
cuidads care during the appeal process. de niflo durante & process e la sdplica.
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g Request for Informal Review
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