CCFA HOW TO:	ADD A CLOSURE DAY

4. Adding  a Closure Day

Please follow the steps listed below to add a Closure:

· Select the Provider/Location of care from the My Providers Dropdown.
[SCREEN SHOT OF CCFA DASHBOARD NOTIFICATION HISTORY AND MY PROVIDERS DROPDOWN MENU.]





























· On the Action dropdown select "Manage Schedule"
[SCREEN SHOT OF CCFA PROVIDER DETAIL SCREEN WITH ACTION DROP DOWN MENU.]

























 

· On the Manage Schedule screen, click on the "Add" link that is displayed on the right corner

· Enter all the mandatory field and click on the save button.

[SCREEN SHOT OF CCFA EDIT PROVIDER SCHEDULE PROVIDER CLOSURE DATES.] 












	


















· On the Attendance screen you will notice that the code is pre populated for all the appropriate placements

[SCREEN SHOT OF CCFA AUTHORIZATION OVERRIDE POP UP WINDOW WITH START DATE HIGHLIGHTED.]


















The Authorization Override screen is displayed:
· Change the Start Date of the Authorization.
· Click on Save.



If a early education and care provider or Family Child Care System wishes to make changes to its approved closure days, what steps must be taken in advance of the change?

As a reminder, Programs/Systems providing subsidized child care must annually provide a final Closure Schedule to parents of all subsidized children (i.e., both voucher and contract) participating in the program by July 1st of each year.  For any subsidized child that enrolls after July 1st, the Closure Schedule must be provided prior to enrollment, so that parents may make an informed choice about their child care options. In addition, Programs/Systems shall provide parents of subsidized children at least 60 days notice of prior to making any changes to its Closure Schedule. Any request to change the approved Closure Schedule must be submitted to the appropriate approving authority:

· For voucher only providers, the request to change the Closure Schedule shall be submitted to the local CCRR.
· For contract providers, the request to change the Closure Schedule shall be submitted to EEC.

Please do not make any changes to your approved Closure Schedule in CCFA without submitting it to the appropriate approving authority. EEC reserves the right to withhold reimbursement for any closure day if the Program/System fails to obtain prior approval or fails to provide sufficient notice to parents.

image1.jpeg




image2.jpeg




image3.jpeg




image4.jpeg
e




