	CCL HANDBOOK

SECTIONS
	November 2008 Highlights
	Implementation Strategy (CLASSMate, WES, and other procedures)



	Section 1000: Organization and Uses of the Handbook
	1120 Added Small Employer Based to types of child care.

	

	
	1400 Provided clarification on Intake Report procedures
	

	Section 2000: Handling Inquiries About the Licensing Process and Exemptions
	2200 Adding Small Employer Based operation type and incorporation TAC change DFPS Rules, 40 TAC §745.371

	

	Section 3000: Application and Issuance
	3210 Add supervisory approval for extension of application issuance period. 

	

	
	3310 Add procedures for response time after the incomplete application letter has been sent to the applicant


	

	
	3314 Delete references to 'Due Notice'
	

	
	3315.1 and 3315.2 Add procedures for evaluating directors of multiple operations.
	

	Section 4000: Inspections

This section has been renamed and reorganized.
	4110 Inspection Types:  Defines inspection types and adds procedures for selecting the most appropriate type of inspection.
	

	
	4121 Planning for Monitoring Inspections:  Removes references to monitoring plans; adds monitoring frequency and procedures to expedite a monitoring inspection. .Adds requirement to  evaluate all minimum standards within 12 months from issuance of a license or registration permit  
	

	
	4130 Conducting the Inspection: Clarifies the meaning of “walk-through” the operation.
	

	
	4133 Attempted Inspections:  Clarifies when it is necessary to leave/mail a Form 2936 after an attempted inspection.
	

	
	4140 Documenting Results of an Inspection: Adds procedures for providing same day inspection results using CLASSMate.
	Requires documentation using the CCL Mobile Application (CLASSMate)

	
	4141 Documenting Review of Conditions: Clarifies procedures for evaluating conditions of waiver/variance, risk evaluations, corrective action, and restrictions on the permit. 
	Requires documentation using the CCL Mobile Application (CLASSMate)

	
	4142 Completing the Facility Inspection Form 2936:  Adds procedures for completing same day/next day inspections with CLASSMate and documenting “pending” deficiencies. Pending deficiencies must be resolved within 10 days.
	Requires documentation using the CCL Mobile Application (CLASSMate) and finalizing the inspection form in CLASS

	
	4200 Citing Deficiencies Based with an Assessment: Clarifies when it is appropriate to complete an assessment  Form 2939  in CLASS
	

	
	4310 Following up on Deficiencies with Inspection: Clarifies documentation requirements when conducting follow up inspections and adds procedures to expand follow up with inspection to include addressing patterns or repetition of deficiencies.  
	Requires documentation using the CCL Mobile Application (CLASSMate)

	
	4320 Following up on Deficiencies without Inspection: Clarifies documentation requirements for following up on deficiencies without an inspection. 
	

	
	4340 Warning Letter and Follow up with Inspection: Adds procedures for using a Warning Letter to prompt an operation to resolve pattern(s) of deficiencies in a timely manner; limits number of warning letters sent in 2 year period and requires follow up with inspection. 
	Action requires documentation using the new form #2939 in DFPS Automated Forms System (Smiley)

	
	4330 Provider Plan of Action:  Clarifies procedures for completing the Provider Plan of Action
	New compliance history report found in CLASSMate and revised form #7277 in DFPS Automated Forms System (Smiley)

	
	4470 Giving Due Notice: Section has been deleted.  Refer to new rules §§745.8447 and 745. 8449 effective December 1, 2008.
	A form of due notice is now printed on every 2936 generated in CLASSMate.

	
	4500 CLASS Enforcement Recommendations: Adds procedures to evaluate and select CLASS enforcement recommendations based on risk.  
	Action requires documentation using the new CLASS Enforcement Recommendation function. 

	Section 5000: Administrative Actions
	5100 Waivers and Variances: Add additional information on submitting requests via public/provider website.
	New option available to providers on public/provider website

	
	Removed from all sections: references to monitoring plans.
	

	
	5120 Setting and Monitoring Conditions for Waiver/Variance: Add where to document condition of W/V in the documentation narrative of form 2936.  Change reference to section 4141.
	

	
	5130 Review of Conditions or Denied Request for a Waiver/Variance: Add link to TAC 40, §745.8319.
	

	
	5140 Rescinding or Amending a Waiver or Variance: Delete requirement to update entry on page three of form 2937 and send a copy to state office standards specialist.  Form does not exist.
	

	
	5211 Licensing Fee Chart: Add current and correct operation types and fee amounts as well as clarification on what actions to take.  
	

	
	5212 Registration Fee Chart: Add clarification on licensing action required.
	

	
	5213 Listing Fee Chart: Add clarification on licensing actions.
	

	
	5214 Administrator’s License Fee Chart: Revise to reflect current fees.  
	

	
	5215 Fees for Background Checks: Add information that providers may submit checks online through DFPS website.
	

	
	5240 Initial, Annual, and Renewal Fees: Remove reference to statement in second letter sent to an operation that care must be discontinued if payment not made within one month of anniversary date.  Required by HRC §42.054(f).
	

	
	5290 Nonpayment of Annual Fees: Clarify that if payment not made by anniversary date then Licensing staff suspend the permit as required by HRC §42.054(f).
	

	Section 6000: Investigations
	6000 The entire section of 6000 has been re-organized; Some sections may have been renumbered and moved to another area within 6000.    Some sections have been renamed or deleted. New sections are to be added at a later date

	

	
	6100 Philosophy of Investigations: Addition of policy added regarding investigations involving physical or sexual abuse shall be conducted jointly with law enforcement
	

	
	6152 Responsibility of the Supervisor: Addition of policy that supervisors are to monitor progress of abuse/neglect investigations and standards violations investigations; Additional policy that supervisor is responsible for ensuring that due process is complete in abuse/neglect cases.

	

	
	6201 Receipt of Intake Reports from Statewide Intake: 
	IMPACT/CLASS procedures to be added in Phase II

	
	6204 Receipt of Intake Reports Licensing Offices: Policy and Procedure for Daycare staff to follow when receiving intakes in the local offices
	IMPACT/CLASS procedures to be added in Phase II

	
	6210: Confidentiality of the Reporter: Addition of Procedure for staff to follow when in operations regarding tablet use
	

	
	6300 Classifying the Report: Policy added regarding responsibility of supervisor to review every report. Addition of statement that supervisor or designee can change the priority of a report.   Policy added regarding 
	

	
	6310 Priority 1 Reports: Addition of policy that all child deaths are prioritized as P1 abuse/neglect reports.  
	IMPACT/CLASS procedures to be added in Phase II

	
	6380  Reports Alleging Abuse, Neglect, or Exploitation of Children Related to the Caregiver
	IMPACT/CLASS procedures to be added in Phase II

	
	6390  Repeated Reports:  Addition of procedure to document contacts when closing repeated reports
	IMPACT/CLASS procedures to be added in Phase II

	
	6395  Reports of Incidents that Occurred in the Past: Additional of procedure that supervisor staffing is documented in IMPACT and/or CLASS
	IMPACT/CLASS procedures to be added in Phase II

	
	6410 Conducting Interviews: Addition of policy and requirements for information related to standards investigations.   Addition of policy regarding requirement to carry audiorecording equipment and camera equipment. Addition of procedure regarding documentation of location of audiorecordings. 
	

	
	6505  Investigation of DFPS Employees: Policy and Procedure to follow when staff are assigned to investigate other DFPS employees
	IMPACT/CLASS procedures to be added in Phase II

	
	6520 Investigation of Child Death: addition of statement in procedure to document safety plans. 
	IMPACT/CLASS procedures to be added in Phase II

	
	6555 Investigations of Illegal Operations: Addition of procedure to document abuse/neglect investigations in these operations in both IMPACT/CLASS. 
	IMPACT/CLASS procedures to be added in Phase II

	
	6660  Special Notifications in Residential Child Care Operations: Removal of requirement to notify the governing body of all inspections/investigations by letter; 
	

	
	6700 Documentation: Requirement that investigation contacts be documented in CLASS/IMPACT by same day/next business day.  Addition of procedure to document date that an investigation was assigned to a Child Placing Agency for internal investigation. 
	IMPACT/CLASS procedures to be added in Phase II

	Section 7000: Actions and Remedies
	7100 Overview of Actions and Remedies: Removing Due Notice
	It is no longer required to give due notice if the operation is not in compliance with minimum standards rules.

	
	7330 Voluntary Suspension: Adding CLASS instructions
	

	
	7400 Evaluation and Probation: Add CLASS instructions 
	Phase II

	
	7420 Evaluation and Probation Decision Guide: Add CLASS instructions
	Phase II

	
	7433 Conducting the Evaluation or Probation Meeting: Add a note in lieu of the form 2828, staff may also elect to use the Corrective Action letter and the Form 2936.
	Staff will be allowed to use 2936 Corrective Action letter in CLASS if they so choose.

	
	7435 Inspecting During Evaluation and Probation: Remove Due Notice
	It is no longer required to give due notice if the operation is not in compliance with minimum standards rules

	
	7436 Recommending Early Removal from Evaluation and Probation: Add additional language for clarification
	

	
	7500 Administrative Penalties [this section as been completely revised (and edited by CPI) for clarity]
	

	
	7631 Notice of Intent to Deny, Revoke or Suspend: Add language concerning risk evaluations and enforcement and CLASS instructions.
	

	
	7633 Notice of Decision to Revoke, Deny, or Suspend: Add CLASS instructions
	

	
	7637 Emergency Suspension and Closure: Add additional time for publishing notice of emergency suspension. 
	

	
	7710 Administrative Reviews


	

	
	7721 Emergency Release: Deleted “Necessary Release”. Will no be longer using Necessary Release. Will be referred to as Emergency Release.
	

	
	7760 Settlement of Legal Case: language added by legal to clarify who contacts litigation counsel regarding settlement terms.
	

	Section 9000 Actions and Remedies
	Adding a new section to the Licensing Handbook regarding the Licensed Administrator program.
	This new section of the handbook outlines the policies and procedures for the Licensed Administrator Program.  It will primarily be used by state office staff running the program, but may also be useful to other staff.

	Appendix 1000-4
	Appendix content withdrawn with 11/08 release (replaced with a note) pending corrections to reflect CLASSMate procedures and weighted standards.
	

	Appendix 3000-2
	Removed Due Notice

Removed “Always” from notify controlling person’s column

Note to staff to use 2851 to notify Governing Body/CEOs of investigation and inspection results.
	Staff no longer required to “always” notify controlling persons of inspection results.

For Day Care operations the Governing Body/CEOs should be notified of investigation and inspection results using the form letter 2851 in Smiley.



	Appendix 5000-1
	Revise to reflect current minimum standards and include information on most requested waivers and variances.
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