Compliance: Profile

The provider must e-mail IRMO with the updates the system does not prompt us
wher irformation is updated. If there are discrepancies or issues in documents,

address them quickly to avoid potential disruptions in funding or program
operations.

If changes are NOT reported within 14 days a Technical Assistance and a Correction

of the Plan will be implemented.
Address Issues Promptly:
Staff Changes:

» New Hires or Departures: New staff members or departures of key
personnel: Vpk staff, VPK director, director, and administrative staff.

Expirec Documents in Provider Profile:

» License Status: Changes in licensing status or accreditation.

» Certificate of Licensure. (Has to be updated annually)

» Gold Seal Certificate: (Has to be updated every 5 years)

» Certificate Of Accreditation. (Has to be updated every 5 years)

+ Private Child Care Pay Rates. (When rates change)

» E-Verify Supporting Documents. (Has to be updated annually)

» W-9: (Has to be updated annually)

« Proof of Liability Insurance. (Has to be updated annually)

» Proof of Unemployment Insurance. (Has to be updated annually)

« Proof of Automobile Insurance. (If transporting children must be updated annually)

» Sunbiz Documentation (Has to be updated annually)

All documents need to be uploaded in your provider profile in the document tab

not the document library.




Compliance: VPK Application

The prov der must e-mail IRMO with the updates the system does not prompt us when information
is updated. If there are discrepancies or issues with teacher/director documents, classroom
changss, or calendar changes address them quickly to avoid potential disruptions in funding or
program operations.

@ Attendance Policy Submission

» Attendance Policy:
o Verify provider listed the correct program year
o States parents are required to verify attendance at the end of the month
o Have a location for parent/guardian to sign
(Has to be updated yearly)

VPK Director

Provider will need to upload the following documents:
VPK Director’s Credential (transcript or credential) (Must be updated
every 5 years)
DCF transcript listing the following trainings:
Implementing the Florida Standards in Preschool Classrooms
(VFSP or SPC3TK)
Emergent Literacy for VPK Instructors (VPK, VPKR or VPK21
Mathematical Thinking for Early Learners
Language and Vocabulary in the VPK Classroom (LVPK or LVPK21)
VPK Director Credential Course (DVPK)
Current Level 2 background screening with staff photo (Must be updated
every 5 years)
Attestation of Good Moral Character (must have all lines complete) (Must
be updated every 5 years)




VPK. Instructors @

)
VPK LEAD
VPK AIDE
VPK SUBSTITUTE:

CDA or Staff Credential (transcript with credential listed is acceptable)
(Must be updated every 5 years)

DCF transcript with the following listed:
Implementing the Florida Standards in Preschool Classrooms
(VFSP or SPC3TK)

Emergent Literacy Requirement YES (Must be updated every 5 years)

Current Level 2 background screening with staff photo (Must be updated
every 5 years)

Attestation of Good Moral Character (must have all lines complete) (Must
be updated every 5 years)

Current Level 2 background screening with staff photo (Must be updated
every 5 years)

Attestation of Good Moral Character (must have all lines complete) (Must
be updated every 5 years)

Qualifying Credential (one of the following):
AA or higher in any field of study
CDA or Equivalent
40-hour Introduction to Childcare Training
30-hour Family Childcare training
Local School District requirements for substitutes

Current Level 2 background screening with staff photo (Must be updated
every 5 years)

Attestation of Good Moral character (must have all lines complete) (Must
be updated every 5 years)

Please make sure when uploading documents that you are selecting
correct type:

Document Type: O | Background Screening €@

(; | Affidavit of Good Moral Character €
| Credential @

| @ | Additiona! Documentalion




VPK Calendars ﬂ

Start dates cannot be before the start date of the school district school year, in
the county in the site is located

School Year Program must =540 hours

Summer Program must = 300 hours

Calendars have to be attached to each VPK classroom that is added.

VPK. Class(es) m

Provider must have a qualified Lead listed in each classroom
Provider may also have aides and substitutes listed

If ycur application gets rejected, you will get a detailed email of corrections that have to be
mace. Make sure when making changes to your application you must certify and submit after
changes are made.




Unusual Incident

Details of the Incident:

Date and Time: Location: Individuals Involved: Description of the Incident.

notify the Early Learning Coalition:

Email the completed Incident Report Form to ELC within [specific time frame, e.g., 24 hours]

of the incident.

If necessary, call [ELC contact phone number] to inform them of the incident and confirm
re:eipt of the report.

[If applicable, mention any attachments such as incident reports.

Unusual Incident Notification. PROVIDER agrees to report unusual
incidents to COALITION by no later than the close of business on the
next business day of the unusual incident and to submit a written
report to COALITION within three (3) business days from the date of

the incident. For licensed providers, sending a copy of the incident

report submitted for DCF to COALITION shall constitute compliance

with this paragraph. An unusual incident is any significant event

involving the health and safety of children under PROVIDER’s care.
Examples of unusual incidents include accusations of abuse or
neglect against PROVIDER or PROVIDER’s staff; the injury of a child

that requires professional medical attention at PROVIDER’s site or
written notification from the child’s parent that the child received

professional medical attention; and when PROVIDER receives notice
of litigation where PROVIDER is a named party or defendant that
relates to PROVIDER’s operation of VPK services




Reporting any changes on time is crucial for providers working with the Early Learning Coalition (ELC)

Adrrinistrative Efficiency: When changes are reported promptly, it helps streamline administrative
processes. This can reduce the burden on the provider and the ELC, leading to more efficient handling of
contrads and associated paperwork.

%+ Notify the Early Learning Coalition when you start the
process of selling your center.

= Inform ELC: Notify the ELC at least 30 days before you sell the daycare. This is important for
updating records and addressing all compliance and contractual obligations.

= Provide Details: Share relevant details about the sale, including the expected timeline and
contact information for both the current and new owners.

Pregare Documentation

= Transfer Documents: Prepare and gather all necessary documents for the transfer of ownership,
including:
Proof of new owner’s credentials

Updated facility licensing information
o Contracts with the ELC cannot be transferred, the new owner must start a new contract

with the ELC before serving children

Cocrdinate with Regulatory Agencies

« Licensing Updates: Update the licensing information with your state’s child care
regulatory agency. The new owner will need to apply for a new license or update the
existing license under their name.

« Health and Safety Inspections: Ensure that all required inspections and approvals are
completed before the sale is finalized.

Transition Plan

« Employee Notifications: Inform employees about the change in ownership and provide
any necessary documentation or support for their transition.

« Parent Communication: Notify parents of the upcoming change and provide them with
any relevant information about the new owner and how it might affect their children’s
care.

Follow-Up

e ELC Communication: Confirm with the ELC that all necessary changes have been made and that
the new owner is properly registered and compliant.

« Ongoing Support: Provide any additional support or information needed by the new owner
during the transition period.




% Calendar Closures.

» Attendance Records: Providers must report closures to ensure that enroliment and attendance
records reflect accurate information.

Com:pliam:e with Regulations

» Contractual Obligations: Providers typically have contractual obligations to report calendar
closures. Compliance with these requirements helps avoid penalties or breaches of contract.

Best Practices for Reporting Calendar Closures
|

» Advance Notice: Provide advance notice of any planned closures according to the ELC's
requirements or timelines 14 days before the closure.

» Clear Communication: Communicate the dates and reasons for closures, using the preferred
methods outlined by the ELC.

» Documentation: Keep accurate records of reported closures and any related correspondence
for future reference and compliance.

Accurate Funding and Reimbursements.

» Funding Adjustments: The ELC often bases funding and reimbursements on actual service
delivery. If a provider closes on specific dates (e.g., holidays, vacations), timely reporting helps
ensure that funding is adjusted accordingly.

» Avoid Overpayments: Accurate reporting prevents overpayments for days when services are not
provided, avoiding potential financial discrepancies or issues.
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Why Sign-In and Sign-Out Matter.

1. Safety and Security: The sign-in and sign-out system helps us maintain an accurate record of who is always
present in the facility. This information is essential in case of emergencies, such as evacuations or natural
disasters, allowing us to account for every child and ensure no one is left behind.

Accurate Attendance Records: Keeping precise records of attendance helps us monitor each child's
participalior and engagement. This data is also critical for tracking patterns, planning activities, and
addressirg any concerns related to a child's attendance or well-being.

Fill Out the Sign-In Section

Date>Manth>Year for which you are recording attendance.

e Providers must use either the “doing business as” or “principal name that is in the contract.” In the sign-in-

out temgate.

e Child’s Name: List each child’s full name as it appears in the payment certificate records.

e Arrival Time: Record the time each child arrives at the facility. Ensure this time is noted accurately.

Parent/Guardian Signature: Have the parent or guardian sign with a full clear signature beside their child’s
name to confirm the arrival time.

Review and Verify

Accuracy Check Ensure that all times and signatures are correctly entered. Double-check for any missing
information.

Consistency Confirm that the recorded times match the actual arrival and departure times.

Address Any Issues If there are discrepancies or missing information, address them promptly. This might
involve contacting ELC for clarification.

_ Ensure that your sign-in/sign-out process complies with ELC guidelines and any applicable
regulations.

Example Layout of a Sign-In/Sign-Out Sheet

Example Layout of a Sign-In/Sign-Out Sheet
Child’s Arrival Parent/Guardian Departure Parent/Guardian
Date Name Time Signature Time Sighature
08/01/2024 John Doe 08:00 AM Jane Doe 04:00 PM Jane Doe
08/01/2024 Mary 08:15 AM Mark Smith 0345 PM Mark Smith
Smith

Legibilizy: Ensure that all entries are legible and written and make sure to use black ink.




Parent Sign-in/ Sign-out Sheet

Month:
Provider Name:
Room # Class Child’s Name
Date Day Time In Full Signature Time Qut | Full Signature




Excuse Note & Incorrect coding:

Accurate Enroliment and Attendance Tracking and deadline and Compliance

Absences:

Reimbursement shall be authorized for no more than _ per calendar month per child except in the
event of extreordinary circumstances.
|

I - . . .
The parenit justified the excessive absence for an additional ten (10) days. Extraordinary circumstances does not include
vacation aQr recreational time.

Excuse Nr:@te: This note should be filled out and signed by a parent or guardian. Return the completed form to the
school office or your child’s teacher. See below sample

Child’s FuIll Name:

|
Date(s) nflAb;ence: Reason for Absence: (e.g., illness, , medical appointment, etc.)

Parenthﬁardian Name: Phone Number:
[

Full Signai:ure: of the parent confirming that the above information is accurate and authorizing the absence of my
child ‘Fri:m]I school on the specified date(s).

Parent/Guardian Signature: Date:
|

Incomplete forms will not be processed or reimbursed.

Attendance Incorrect Coding:

Incorrect Codes: Using the wrong code for a child’s absence or attendance can lead to errors in tracking
and miss‘ng payment.

Common Mistakes: Common errors include the difference between three (3) excused absences and the 4
|
excused absznce with the note.

See the Idlegend of the attendance coding below.

‘\r 7*)-(:111 Enrolled/Present
A Absent
] Non-Reimbursabte Day
NS Non-Scheduled Day
“ Paid Holiday
T Terminated/Enroliment Ended
. Closed
CR Reimbursable Temporary Closure Day
CN Non-Reimbursable Temporary Closure Day
i Allendance has not started

If the coding is incorrect this will affect your payment.




PARENT STATEMENT EXCUSE FORM

Child Care Name:

Please excuse Student’s/Child Legal Name: for being
absent on the days below:

Date(s) of Absence(s) Date and Year:

Please check the absence reason that applies:

O Illness or injury (Please submit doctor’s excuse/note if available.)
0 Death or s¢rious illness of immediate family member with appropriate documentation

0 Court ordered visitation with appropriate documentation (i.e., court order).
Other reason

Explanation

Parent or Guardian Signature:
Contact Information:
Date:

Extraordinary circumstances do not include vacation or recreational time.




REVVER

REVVER/FILE UPLOAD.

All documents must be uploaded by the 3™ business day for
payment purposes.

Organizing and uploading the documents into the appropriate
folders. Ensuring that these documents are correctly
categorized and placed is crucial for maintaining our records
for easy access

- Fiscal Year 2024-2025
5/14/2024

VPK:

> BB VPKShort Forms
> BB VPKCertificates > B VPKSign In & Out Sheets

Excuse Notes Sample Templates
. 5/14/2024

RWA
5/14/2024

- Transportation Log

Fiscal Year 2024-2025 5/14/2024

S R .
[ ]
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VPK/SR End Enrollments

As part of our commitment to maintaining accurate records and ensuring the smooth operation
of our SR/VPK program, we want to remind you of the importance of promptly canceling VPK
enroliment for any child who has not attended.

Steps to End Enroliment in the Provider Portal

_. LogInto the Provider Portal:
2. Navigate to Enrollment Section:

Once logged in, find the section related to enrollment management. This might be labeled as "Manage
Enraliments," or "Child Enrollment".

3. Search for the Child's Record:
o Use the search function to locate the child whose enrollment needs to be ended.
4, Select the Enrollment Record:
o Click on the child’s enrollment record to view the details.
5. Initiate Enrollment Termination:
o Look for an option to end or terminate enrollment. End Enroliment,” “Cancel Enrollment,”
6. Provide Required Information:

o You may be asked to provide a reason for ending the enrollment and any additional
information required by the system.

7. Review and Confirm:
o Review the details of the termination request to ensure everything is accurate.

o Confirm the termination by following the prompts, which might include clicking a “Submit” or
“Confirm” button.

8. Verify Termination: After submitting, check the status of the enrollment record to ensure
that it has been successfully ended.




VPK Certificate Form

Fill in Provider Information

Provider Name: Enter the full name of your organization or childcare facility. “Doing
business as” or “principal name that is in the contract.”

Fill in Enrollment Details

Enrollment Start Date: Enter the date when the child’s enroliment in the VPK program
began.

Provider and Parent must sign the certificate before the child begins attendance.

The certificate must have your home coalition Indian River, Martin, and Okeechobee.

Complete Certification Section

Authorized Signature: Sign the form to certify that all information provided is accurate
and complete.
Date: Enter the date on which you are signing the form.

Double-check information: Review all entries to ensure that the information is correct
and complete.

Correct Errors: Make any necessary corrections before submitting the form or contact
us.

Submit the Form Upload all the certificates in REVVER/FILE: Keep a Copy: Retain a copy of the
completed form for your records.

STATE OF FLONIDR
@ VOLUNTARY PREKINDERGARTEN (VPK) EDUCATION PROGRAM
—_ Child Certificate of Eligibility
). CHILD CERTIFICATE OF EUGIBILITY {issued oy Early Learning Conlition, through the Family Portal) —
1, VPK program year 2. Certlficate number i 3. Certlficate Issue date | 4, Parent emall address
5. Parent name 1 & Primary contact numbear IE2 Socondary contact numbir
B Child's full name = 9. Child’s date of birth 10. County

11 ADMISSION BY PROVIDER OR SCHOOL (fointly Prepared by Provider or School AN Parent or Guardion)

11. Name of provider or school 12. Tetephone
13. Address of VPK site 14. VPK dass 15, Date child will begin
attendance

The provider or schoal certifies that It admits the child I certly that I choose the provider or school (Item 11) to

{Item 8) for enrallment in the VPK program and agrees to dellver the VPK program for my chlld and direct that

deliver the program for the child. program funds be paid ta the pravider or schoal for my
child.

16. of for | 17.Date 18, Parent signature 19. Date

provider or schoo!




Child Attendance and Parental Choice Certificate. (SHORT FORM)>=(LONG FORM )

r STATE OF NLORIDA
YOLUNTARY PREXPOERGARTEN
EDUCATION PROGRAM
STATE OF FLORIDA % Chlid Attandanco and
VOLUNTARY PREKINDERGARTEN .. 2 Parontal Cholce Certificate
EDUCATION PROGRAM (LoNa Forw)

Towdvba s L~ TE T Cahiem Tt

Child Attendance and
Parental Choice Certificate

(SHORT FORM) H
A ) e D LB
1. Chid's st name Mdtte name Liasl nare J | 2, Chid s Galo of birth '_J a -_J o—a—sH—aofF—n—o
u—’u—'u‘—ln_—[g—Juh—'u
3 Mama of privats providat of pubdic schact o 4 VPH class — o —1 [u] ‘—JT_[:_I- o] — o H ju]
— o U'_IU’_I:J_[:]_]TJ_ o
= T e it s e o e e e
PARENTAL CERTIFICATION - R
A e e a o p—
| swear (or affirm) (hal my child (whose name appears above in iem 1) attended the Voluntary PARENTAL CERTIFICATION
Prgkindergarlen Education Program during he months Ii;ted below | cedify lhat my child's P o i e T o il M- DA gt4
daily allendance in the program was recorded by (he privale provider or public school and L e e et s ey s
that | or my representative signed the attendance record each day that my child attended the ard dred 0 program furehs be paxd o tho proveiet of achond for my chi
program. | further certify that | conlinue o choose the private provider or public school (whose Jlolacdoile A s o "
name appears above in item 3) to deliver the program for my child and direct that program funds be TR T T T
paid lo the provider or schoal for my child
5 Allendanca 8, Prire name of parard o 7 Sigralume of parent or i . »RrATE A B T e
nobiodyiie gt guadien |ofce e S e e

nal of a combton,

oy U sty babamry comdien & st o5y S Bri cotbrts UM e Repmied B Dry Colaon 15 4 st fud
Ertinss atrg

Filling out the VPK (Voluntary Prekindergarten) short form>long forms accurately is crucial for
several reasons. Here’s why it’s important for providers to complete this form correctly:

Compliance VPK Enroliment Form

Program Requirements: Accurate completion of the VPK short form ensures that your program
complies with state regulations and guidelines. This helps avoid any issues with funding or program
approval.

Chilfl's Personal Information: Full name, Middle Name, Last Name date of birth. The information must
match the VPK certificate.

Name of private provider or public school. Providers must use either the “doing business as” or
“principal name that is in the contract.” Follow with the sign-in-out template.

Signature and Consent

Signature: Parents must print the name of the parent or guardian, and a full signature of the parent or
guardian sign the form at the end of the month to verify that all information provided is accurate and
complete.

Preventing Financial Errors: Inaccurate information can lead to financial discrepancies, affecting the

resources available to your program.
|

o Double-check entries: Review all entries on the form to ensure accuracy and
completeness before submission. If a mistake occurred contact ELC.




. The Importance of Reporting Absences Under the Rilya

Wilson Act

This act is designed to ensure that at-risk children are properly monitored and protected. It emphasizes the
necessity of reporting any concerns or observations related to a child's welfare promptly.

Ensuring Safety Intervention: Prompt reporting by contacting the caregiver and case worker and documenting
in the call log.

The casewnrker information you requested will be provided via email by our Family Services department.
Please expzact to receive an email with the relevant details.

Rilya Wilson Act

Pursuant to s. 39.604, Florida Statutes, a child from birth to the age of school entry, who is under
court-ordered protective supervision or in out-of-home care and is enrolled in an early education
or child care program must attend the program 5 days a week unless the court grants an
exemption. A child enrolled in an early education or child care program who meets the
requirements of this act may not be withdrawn from the program without prior written approval
of the Department or community-based care lead agency. If a child covered by this act is absent,
the program shall report any unexcused absence or seven excused absences to the Department or
the community-based care lead agency by the end of the business day following the unexcused

absence or seventh consecutive excused absence.

Rilya Wilson Act Requirements:

v
v

Protective services children MUST be enrolled to participate 5 days per week.

Protective services children MAY NOT be withdrawn without prior written approval from
the Department of Children and Families (DCF) or Community Based Care (CBC).

If a Protective Services child has 7 consecutive excused or any unexcused absence, the
child care provider MUST notify the appropriate community based care staff.

The Department and child care providers MUST follow local protocols set up by the CBC to
ensure continuity.

If it is not in the best interest of the child to remain at the child care or early education
program, the caregiver MUST work with the Case Manager, Guardian Ad Litem, child care
and educational staff, and educational surrogate, if one has been appointed, to determine
the best setting for the child.
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Preventing Provider Fraud: Best Practices for Early Learning Coalition Providers

Introdut_:tion: Fraud in early learning programs undermines trust and impacts the quality of care
provided to children. This handout outlines key practices to prevent fraud and ensure the integrity

of your program.

1. Understand Common Fraud Schemes:
o False Claims: Submitting claims for services or items that were not provided.
o Falsified Attendance Records: Altering attendance records to receive more funding.

Someone from the facility signs children infout {unless bus riders).
Someone from the facility signed the parent's name on the forms.

¢« Completingsign-infout forms for children who were not in attendance.

e Reporting the children asattendingon the Attendance for Reimbursement Form but the
sign infout doesnot match.
e Allinfout times are the same (i.e.,child issigned at 8:00a.m.every day and signed out

at s: 00 p.m.)

e Signatures of parents that do not match the known signature of the parent
e (known signatures are retrieved from the DMV database).

« White-out-The Coalition's policy isthat white-out may not be used. If an error

pceurs, cross through and make correction above.

e Daycare worker(s) signing child in/out.
Morllitor and Review:

|
Review and Reconcile: Regularly review and reconcile reimbursement reports, attendance records, and
other critical documents to identify discrepancies early.

Collaboréllte with Early Learning Coalition:

» Communication: Maintain open communication with the Early Learning Coalition. Report any
suspicious activities or concerns promptly.

» Compliance: Stay informed about regulatory requirements and updates from the Early Learning
Coalition to ensure compliance.

Conclusion: By adhering to these best practices, you help safeguard the integrity of your early learning
|
program and ensure that resources are used effectively to benefit the children we serve.




Early Learning Coalition of Indian River, Martin & Okeechobee Counties, Inc.

Staff directory

Marsha B. Powers Chief Executive Officer 223-3861

261

242 Jill Flanagan Director of Program Quality 223-3842
jifenagan@elcirmo.org

262 Sean Lewis Chief Financial Officer 223-3862
slewis@elcirmo.org

249 Semantha Reed Family Services Manager 223-3849
srzed@elcirmo.org

258 Jahanna Cruz Finance Manager 223-3858

240 Erica Lopez elopez@elcirmo.org Fiscal Specialist 223-3840

235 Mayra Garcia mgarcia@elcirmo.org | Contract & Reimbursement Specialist 223-3835

285 Kelly Wilson kwilson@elcirmo.org Contract & Reimbursement Specialist | 772-220-1220 X 285

254 Jennifer Contreras Family Services Specialist 223-3854
jcontreras@elcirmo.org

248 Ychanna Moncion Family Services Specialist 223-3848
yrnoncion@elcirmo.org

»gy | s Quintero - Family Services Specialist 772-220-1220ext 292
iglintero@elcirmo.org

281 Ti-fany Owens Family Services Specialist 772-567-7480

241 Pzt Houston Quality Specialist 772-220-1220ext 241
phouston@elcirmo.org

282 Velerie Powell Quality Specialist 772-567-7431
vpowell@elcirmo.org

263 Kelly Dotts kdotts@elcirmo.org Quality Specialist 772-220-1220 ext

263
251 Andrea Asciutto Lead Early Childhood Specialist 223-3851

aasciutto@elcirmo.org




245 A Chelsea Polk

Early Childhood Specialist 223-3845 7

245 7 Kerley Justice

Early Childhood Program Specialist

2457 | Kete Goldberg

Early Childhood Specialist — Martin County

245 A LaRhonda Brown

Early Childhood Specialist — Martin County

245 A Nicala (Nikki) Tyo

Early Childhood Specialist

Rechel Langrehr

255
rlangrehr@elcirmo.org

Inclusion Coordinator (All Counties) 223-3855

Thank you for your commitment
to maintaining the highest
standards of integrity.




