2017 PROGRAM SPECIFICATION

Goodwill Industries












PROGRAM #:
622
STANDARD PROGRAM:
Child Care Administrative Assistant
TARGET POP:  
Low Income











ACCOUNT #:    
1551990
  2017
UNITS


CLIENTS
N/A

ALLOCATION:
TBD 
UNIT DEFINITION: 
Actuals








FUNDING SOURCE(S):

Child Care


GEOGRAPHICAL AREA TO BE SERVED:

Racine County
DAYS/HRS OF SERVICE AVAILABILITY:

Monday-Friday, 9am-3:30pm
DEFINITION OF CLIENT ELIGIBILITY:
Not Applicable


MINIMUM STANDARDS: 
Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage

-
Recognize that authorization for services is approved by Racine County Human Services Department.


-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.

PROGRAM DESCRIPTION:

Provider will employ 1.0 F.T.E. Child Care Administrative Assistant to perform administrative support duties along with general support for the Economic Support, Work Programs, and Child Care Administrative functional areas of the Human Services Department and Workforce Development Center.

Essential Duties

1. Scan documents into State of Wisconsin Department of Health Services electronic files.

2. Maintain, document and monitor customer records by entering and/or querying information in CARES and KIDS systems.

3. Respond to inquiries from customers and child care providers regarding authorized services and payment information.

4. Enter provider attendance in the CCPI (Child Care Provider Information) system. 

5. Refer cases for investigation when fraudulent activity is suspected.

6. Prepare and mail correspondence to customers.
7. Review attendance records of child care providers against the hours submitted by the child care provider to Wisconsin Shares Subsidy Program.
8. Query Cares Worker Web to verify entries that affect the child care authorization.  
9. Assist with child care overpayments or special actions as warranted.

10. Provide clerical support to team members and team leader as deemed necessary.
11. Assist the Application and Application Center and support child care related services.   

12. Enter caretakers (caregivers) school / work schedule in the EBT CSAW System.  

13. Call caretakers (caregivers) to set authorizations.  

EVALUATION OUTCOMES:

1.  100% of the time, the position funded through this contract will be filled with effective staff.

2.  The Provider, as the employing entity, will support the compliance of RCDKSC and WDC policies and procedures by their staff.

3.
Adhere to all reporting requirements.

An Evaluation Outcome Report must be submitted to the Economic Support Division Manager and Racine County HSD Coordinator of Contract Services by 2/1/18.
