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SUBJECT: Child Care Manual Updates, Chapter 1 and 3   

 
 
CROSS REFERENCE:  Operations Memos: 02-19, 05-47, 07-07, 06-16, 09-02,      

09-60, 08-51, 09-52, 09-68, 10-11, 10-18, 10-32, 10-39,   10-
85, 10-60, 10-61, 11-25, 11-47, 11-71 and 11-72. 

 
     Child Care Manual Chapter 1, Sections 1.1.2, 1.1.6, 1.1.8, 

1.1.9, 1.1.10, 1.2.0, 1.3.1, 1.3.2, 1.3.4, 1.4.4, 1.10.1, 1.11.1, 
1.5.3, 1.5.6, 1.5.7, 1.5.8, 1.6.1, 1.6.3, 1.6.11,1.7.6, 1.7.12, 
1.15.1, 1.15.5, and 1.15.6. 

 
     Child Care Manual Chapter 3, Sections  3.1.7, 3.2.1,3.3.1, 

3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.4.1, 3.4.3, 3.4.4, 3.4.5, 
3.4.6, 3.6.7, 3.6.8, 3.6.9, 3.6.11, 3.6.12, 3.6.14, 3.6.15.1, 
3.4.14, 3.6.15.1, 3.6.27, 3.6.28, 3.6.29, 3.6.6, 3.7.5, 3.7.7, 
3.8.5, 3.10.1,3.10.1.1, and 3.10.6. 

 
 
EFFECTIVE DATE:    IMMEDIATELY   
 
 
PURPOSE: 
This memo is being sent to release an updated version of the Child Care  
Manual, Chapters 1 and 3, and to indicate that a copy has been published on the Wisconsin  
Shares website located at: http://dcf.wisconsin.gov/childcare/wishares/default.htm. The  
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updates consist of policies that have been either previously published in Operation Memos and  
or represent technical corrections.   
 
CHILD CARE MANUAL UPDATES:  
Operation 
Memo # or 
Technical 
Correction 

 
 
 
Title/Subject 

 
Child Care 
Manual Change 
Location 

02-19 Added the local security officer requirement to notify DCF when 
Child Care Provider Information (CCPI) system clearance is no 
longer needed for workers or child care providers. 

Ch 1, Section 1.1.6 

Technical 
Correction 

Deleted “Wisconsin Works agencies.” Ch 1, Section 1.1.2 

Technical 
Correction 

Deleted “Certifying child care providers.” Ch 1, Section 1.1.8 

09-68 Added confidentiality policies for sensitive client information, 
including not scanning sensitive information into ECF.  

Ch 1, Section 1.1.9 

Technical 
Correction 

Deleted “BECE Staff Contacts.” Ch 1, Section 1.1.10 

Technical 
Correction 

Changed BECE to Bureau of Child Care Administration. Ch 1, Section 1.1.10 

 Changed the definition of Disability to match s. 49.155 (1)(aL) stats. 
Added to the definition of Special Needs from s. 49.155 stats. 
Definitions that specifies that the individual must meet the 
requirements specified in the definition of Disability.   
Added a definition for Adverse Action. 
Added the following relatives to the Kinship Care Relative definition: 
half brother, half sister, second cousin, step-uncle, and step-aunt.  

Ch 1, Definitions 
Section 1.2.0 

10-18 
11-71 

Added the ACCESS application date as a filing date.  
Added new Application Summary requirements; re-named Section 
1.3.2 from Telephone Interviews to Application Interviews. 

Ch 1, Sections 1.3.1 
& 1.3.2 

Technical 
Correction 

Deleted incorrect information in the second paragraph that required 
workers to send a list of missing verification after a Denial Notice 
and allowing an additional thirty (30) days from the last day of the 
application month. 

Ch 1, Section 1.3.4 

Technical 
Correction 

Deleted information on backdating authorizations to the last Sunday 
of the month prior to the Request for Assistance (RFA) date if 
verification is received within thirty days of the last day of the 
application month if the appropriate individuals in the Assistance 
Group were in an approved activity during the backdated timeframe. 

Ch 1, Section 1.3.4 

Technical 
Correction 

Removed Wisconsin Works agency as the application location for 
Wisconsin Shares and added ACCESS online information. 

Ch 1, Sections 1.4. 
4; 1.10.1; & 1.11.1 

10-85 Added no child care eligibility for Transitional Jobs unless they are 
work experiences through FSET. 

Ch 1, Section 1.5.3 

Technical 
Correction 

Removed Wisconsin Works and replaced it with county Human 
Services or other agency. 

Ch 1, Sections 1.5.6 
& 1.5.7 

10-61 Created a section to remove “Other” as an Approved Activity in 
Wisconsin Shares. 

Ch 1, Section 1.5.8 

11-72 Updated $1,250 child support income disregard effective 12/17/11. Ch 1, Section 1.6.11 
Technical 
Correction 

Deleted “income exceeds 200% for 2 consecutive months” because 
CARES/CWW automation does not support this for every case-it is 
dependent upon reporting and Adverse Action dates. 

Ch 1, Section 1.6.3 

10-39 Added Puerto Rican issued birth certificates information. Ch 1, Section 1.7.12 
09-60 Added that not having Federal Employer Identification Number 

(FEIN) verification for qualified unsubsidized employment as an 
approved activity is an exception to the policy for workers to use the 
available information to process a case when applicants are not 
able to produce verification. 

Ch 1, Section 1.7.6 

10-11 Added Online Renewals and Six Month Reports (SMRFs) in 
ACCESS. 

Ch 1, Section 1.15.1, 
1.15.5 & 1.15.6 

06-16 Added the two-week zero hour attendance policy that was omitted Ch 3, Section 3.1.7 
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in error from the 11/2008 and 9/2009 Child Care Manual Revisions. 
  

Technical 
Correction 

Added parochial and tribal school to reflect Wisconsin Statutes 
s.48.165 and added “public” to school boards regarding Wisconsin 
Shares reimbursement.  

Ch 3, Section 3.2.1 

11-25  Updated systems references from CCPC and CLIC to 
Wisconsin Regulatory System (WISCCRS).   

 Clarified that local administrative agencies are only responsible 
for obtaining and maintaining W-9 and TIN forms and 
corporation status for out-of-state providers, unregulated 
providers and public schools.  

Ch 3, Section 3.3.1 

Technical 
Correction 

Deleted as instructions (non-policy procedures) on Tax ID and/or 
Type Change to be updated and added to the CSAW Guide.  

Ch 3, Section 3.3.4; 
3.3.5; 3.3.6; 3.3.7 

11-47 Added:  
 Effective August 28, 2011 all new authorizations to licensed 

family child care providers must be on an Attendance basis 
except for special needs children whose care meets the 
requirements indicated in Chapter 3, Section 3.4.6 and 3.6.9.;  

 If a child age 13 or older is verified to have special needs but 
the provider does not incur extra costs to provide care, the local 
agency should use the provider’s or county maximum rate for 
12 year olds, whichever is less; and,  

 A reminder that rates for manually entered Attendance 
authorizations must be entered as an hourly rate and 
Enrollment authorizations on a weekly basis.  

Ch 3, Sections 3.4.6: 
3.6.8; 3.6.9 & 3.6.11 

09-60 Added the requirement that there must be a case comment 
indicating the reason for the authorization delay. 

Ch 3, Section 3.6.7 

08-51 Technical correction to limit application to licensed group child care 
centers 

Ch 3, Section 3.6.12 

Technical 
Correction 

The guidelines for an agency’s authority to refuse to authorize to a 
child care provider and guidelines on overpayment when changes 
are reported after taking effect are deleted from Chapter 3 and are 
now included in Chapter 2 of the Child Care Manual. 

Ch 3, Sections 
3.6.14 and 3.8.5 

05-47 
07-07 

Added Retro security language omitted from 11/2008 and 10/2009 
Child Care Manual Revisions:  
 Changes in CCPI effective 2/26/07 that prohibits child care 

providers from entering attendance more than 3 months old.   
 Workers who have “retro” privilege attached to their 

CCPI/CSAW user ID will continue to be able to authorize and 
enter attendance further back than 3 months if a retro 
authorization is necessary.  

 The option for agencies that they may, on a case-by-case 
basis, enter attendance beyond three months in the past after 
reviewing the provider's sign-up sheets, if a provider fails to 
enter attendance within the three month time period. 

Ch 3, Section 
3.6.15.1 

Technical 
Correction 

Deleted the instructions on SSN Discrepancy Report to be updated 
and added to the CSAW Guide (non-policy item). 

Ch 3, Section 3.3.8 

Technical 
Correction 

 Changed “BECE” to Bureau of Child Care Administration.  
 Added for rate surveys with multiple part time rates to choose 

the rate that most reflects about 20 hours of care per week.  

Ch 3, Section 3.4.1; 
3.4.3; 3.4.4 

09-52 Added that if a provider does not have part time rates but reports 
hourly rate multiply the hourly rate by 20 and enter that into CSAW.  

Ch 3, Section 3.4.5  

Technical 
Correction 

 Changed the Child Care Helpdesk number to (608) 264-1657. 
 Added that Milwaukee school bank hours may be increased by 

Milwaukee Early Care Administration (MECA).  

Ch 3, Section 3.4.14 

10-60  Corrected Section numbering from 3.6.27-3.6.29.   
 Added “eligibility” to the first example of backdating 

authorizations. 

Ch 3, Sections 
3.6.27, 3.6.28 & 
3.6.29 

Technical 
Correction 

Condensed section for authorizations over 50 hours to reflect new 
CSAW programming allowing over 35 hour authorizations for 

Ch 3, Section 3.6.6 
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TAM DECE-
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04 

attendance-based licensed providers.  

Technical 
Correction 

 Removed Co-Pay for Public Schools Ch 3, Section 3.7.5 

Technical 
Correction 
TAM DECE-
BCCA-2012-
06 

Clarified the copayment instructions and corrected the instructions 
to use the higher dollar amount when the family gross monthly 
income falls between two lines. Also added If there is a mix of 
Regular and minimum co-pay types, the Regular co-payment 
amount should be used to be consistent with Section 3.7.8.  
 

Ch 3, Section 3.7.7 

10-32  Changed the policy from guaranteeing payment the following 
week to within ten (10) business days or longer if there is a 
program integrity concern related to the provider’s submitted 
attendance.   

 Added the In/Out and Daily mode attendance reporting pilot in 
Milwaukee. 

3.10.1 
 
 
 
3.10.1.1 

09-02 Added a policy for the following CCPI programming changes: 
 Restricting overrides for authorizations between 35 and 50 

hours. 
 Allowing overrides for authorizations up to 35 hours.   
 Full and part time authorizations may be overridden when 

needed for attendance hours in excess of 50 hours.  

Ch 3, Section 3.10.6 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CONTACTS: 
Please contact the Child Care Helpdesk for questions or comments regarding this  
release at either (608) 264-1657 or childcare@wisconsin.gov. 
 
 
*Program Categories – FS – FoodShare, MA – Medicaid, BC+  – BadgerCare Plus, SC – Senior Care, CTS – 
Caretaker Supplement, CC – Child Care, W-2 – Wisconsin Works, FSET – FoodShare Employment and Training, 
BC+ Core – BadgerCare Plus Core, CF – Children First, EA – Emergency Assistance, JAL – Job Access Loan, JC - 
Job Center Programs, RAP – Refugee Assistance Program, WIA – Workforce Investment Act, Other EP – Other 
Employment Programs.   
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