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3611 Contents of Application

LPPH December 2011

Policy

A complete application consists of the following materials provided by the applicant:

a.
A completed Form 2986p, Listing Request

b.
A completed Form 2971, Request for Criminal History and Central Registry Check

c.
Proof of payment of the listing fee, if a listing fee is required. See 5200 Fees
If an applicant for a listing permit plans to apply for a registration permit, his or her $20 fee for a listing permit can be applied toward the $35 fee for a registration permit if he or she applies for a registration permit within 30 days of being issued a listing permit.
DFPS Rules, 40 TAC §745.243(1)
3612 Time Frame for Licensing’s Response

LPPH December 2011

Policy

Licensing must notify the applicant in writing within 21 days of receipt of the application that the application is or is not complete. If the application is incomplete or has been returned twice in one year, Licensing staff follow procedures in 3243 Checking the Application for Errors and Omissions.

If an applicant withdraws his application, Licensing staff follow procedures in 3250 Withdrawal of an Application for a Permit.
Texas Human Resources Code §42.046
DFPS Rules, 40 TAC §§745.243(1); 745.301; 745.303; 745.327
3613 When Not to Accept an Application

LPPH December 2011

Procedure

Licensing does not accept a listing application in the following situations:

a.
Some of the required materials have not been submitted.

b.
Some of the materials are not filled out completely.

c.
The inspector cannot verify that the listing fee has been paid, if a listing fee is required. See 5260 Verification of Fee Payment.

d.
The operation is being investigated because of a report of abuse or neglect. Licensing staff must not accept the application until the investigation is complete.

e.
A background check match has been received, and the match is still being investigated. 

f.
A review of DFPS files reflects that the applicant is prohibited from obtaining a permit. See the procedures in 3240 Reviewing and Accepting the Application for a Permit for specifics regarding who is not eligible for a permit.

g.
The listing applicant is younger than 18 years of age.

DFPS Rules, 40 TAC §745.243(1)
Human Resources Code §42.072(c)
In these situations, the inspector follows the procedures in the chart below. 

	If:
	Then the inspector does the following:

	A letter of intent to revoke or deny a child day care permit was dated before September 1, 2009
	Send written notification to the applicant stating that the law prohibits Licensing from issuing the person a permit for two years from the date revocation became final.

	A letter of intent to revoke or deny a child day care permit was dated on or after September 1, 2009 
	Send written notification to the applicant stating that the law prohibits Licensing from issuing the person a permit for five years from the date the denial or revocation became final.

	A residential child care denial (imposed by Licensing) or revocation was effective September 1, 2005, or after
	Send written notification to the applicant stating that the law prohibits Licensing from issuing the person a permit for five years from the date the denial or revocation became final.

	An application was returned for the third time as incomplete within the past year
	Send written notification to the applicant stating that DFPS rules prohibit him or her from reapplying for a license, certificate, registration, or listing permit for one year from the date a third application was returned as incomplete.


The notification should include the date that the individual may legally apply for a permit and a statement that acceptance of the application after this date does not indicate approval. See: 

3730 Application for a Child Day Care Permit is Received When Denial or Revocation Is Effective on or After September 1, 2009

3243 Checking the Application for Errors and Omissions 

5200 Fees 

LPPH December 2011

Policy

CCL is required to charge fees for permits and for conducting background checks. The money from fees is deposited in the state’s general revenue fund.

5210 Types of Fees

LPPH December 2011

Policy

Fees may be charged as follows:

a.
Nonrefundable application fee for initial license

b.
Initial license fee

c.
Annual fee, which is due before a license is issued and on the anniversary date of the license

d.
Amendment fee

e.
Nonrefundable application for registration fee and annual registration fee

f.
Nonrefundable application for listing fee and fee for listing

g.
Fees for criminal history and central registry background checks

Human Resources Code §§42.0521; 42.054; 42.056(c)
DFPS Rules, 40 TAC §745.501
If a permit allows for different capacities at different times of the day, the fee is based on the highest capacity. See 5220 Fee Schedules.

5211 Exemptions From Fees

LPPH December 2011

Licensed Operations

Policy

Certified or state-run operations are exempt from application and permit fees. The following types of operations are exempt from paying permit fees; however, they still must pay application fees:

  •
Licensed foster family homes and foster group homes.

  •
Nonprofit operations regulated under Chapter 42 of the Human Resources Code that either:

  •
provides 24-hour care for children in the managing conservatorship of DFPS during the 12-month period immediately preceding the anniversary date of the operation’s permit; or

  •
provides 24-hour residential care and does not charge for the care provided.

Texas Human Resources Code §42.054(g)
DFPS Rules, 40 TAC §745.503

Listed Family Homes

Policy

Listed family homes are exempt from application and permit fees if all of the following conditions are met:

a.
The caregiver provides care to children related to them

b.
The care is provided in the child’s home

c.
DFPS has received a Texas Workforce Commission Listed Home Fee Waiver Authorization certificate exempting the provider from paying fees

Exception: If a listed family home meets the above requirements but also provides care to a related or unrelated child in the caregiver’s home, the home is not exempt from paying fees.

Texas Human Resources Code §42.054(g)
DFPS Rules, 40 TAC §745.503
Procedure 

Licensing staff exempt a listed family home from paying fees after DFPS has received a Texas Workforce Commission Listed Home Fee Waiver Authorization certificate exempting the provider from paying fees. The Texas Workforce Commission is responsible for determining whether a listed family home is exempt from fees; therefore, Licensing staff do not need to take any other steps to determine whether the home is exempt from paying fees.
5212 Requesting and Processing Application and Initial Fees
LPPH December 2011

Policy

Before the acceptance of an application for a permit, the applicant must pay a nonrefundable application fee, unless the applicant is exempt from paying an application fee.
Before the issuance of an initial license, the initial license fee must be paid by the applicant, unless the applicant is exempt from paying an initial license fee.
If the application is withdrawn or the permit is not issued, the application fee is not refunded. However, the fee for an initial license can be refunded. See 5250 Fee Refund Guidelines.

No new application fee is required if an application is submitted within one month after withdrawal. If the initial license fee was refunded, it must be paid again.

Texas Human Resources Code §42.054
DFPS Rules, 40 TAC §§745.503;745.511
Procedure

During the pre-application phases, the inspector:

a.
explains the process and requirements for paying fees during the pre-application phases;
b.
provides Form 2988, Child Care Fee Schedule, and a fee envelope during the pre-application phases; and
c.
instructs the applicant to mail the application fee and initial fee (check or money order), if a fee is required, in the fee envelope at the same time the applicant returns the application materials.

Before accepting an application, the inspector verifies that the fee was paid, if a fee is required.
See:

2100 Providing Information About Licensing Processes

2110 Conducting the Application Interview

3220 Reviewing and Accepting the Application for a Permit

5211 Exemption From Fees

5220 Fee Schedules

5260 Verification of Fee Payment

5213 Requesting and Processing the First Annual Fee
LPPH December 2011

Policy

Before Licensing issues a nonexpiring permit, the operation must pay the first annual fee, unless the applicant is exempt from paying an annual fee.
If the operation fails to pay the fee before the initial license expires, the application is administratively denied.
See 5211 Exemption from Fees.
Texas Human Resources Code §42.054
Procedure
After making one or more inspections of the operation during the initial period and having determined that requirements are or will be met for issuance of the license, the inspector:

  •
gives the licensee Form 2988, Child Care Fee Schedule or Form 2822, Notice of First Annual Fee; and

  •
verifies that the operation has submitted the first annual fee before the end of the initial license period, if the operation is required to pay a fee.
If the inspector verifies that the operation has paid the fee before the initial license expires, the inspector may issue a nonexpiring permit.

If the inspector cannot verify that the operation has paid the fee before the initial license expires, the inspector administratively denies the application.

See:

5260 Verification of Fee Payment

7633 Notice of Decision to Revoke, Deny, or Suspend

5214 Nonpayment of Annual Fees

LPPH December 2011

Policy

If the annual permit fee is not paid by the due date, the permit is automatically suspended.
If the annual permit fee is not paid within six months after the due date, the permit is automatically revoked.
See: 

5211 Exemption from Fees

7810 Automatic Suspensions

7820 Automatic Revocations
Texas Human Resources Code §42.054(f)
5220 Fee Schedules 

5221 Licensed Operations Fee Chart

LPPH December 2011

The chart below lists the fees that are required for a child care operation to obtain an initial, non-expiring, or annual license. Child care operations include day care and residential facilities, child-placing agencies (CPAs), and maternity homes. Some licensed operations may be exempt from certain fees. See 5211 Exemptions From Fees.
Licensing Fees
	Type and Amount
	When to Notify Operation
	When Fee Is Due
	CCL Action When an Operation Fails to Meet Time Frames

	Application: $35
	Inquiry, pre-application, or application
	Application acceptance date
	Return application as incomplete

	Initial license for a child care operation (other than a child-placing agency or maternity home): $35
	Inquiry, pre-application, or application
	Application acceptance date
	Return application as incomplete

	Initial license for a child-placing agency or maternity home: $50
	Inquiry, pre-application, or application
	Application acceptance date
	Return application as incomplete

	Initial renewal for a child care operation (other than a child-placing agency or maternity home): $35
	When the operation is informed that a non-expiring license cannot be issued
	Before renewal
	Do not renew initial license

	Initial renewal for a child-placing agency or maternity home: $50
	When the operation is informed that a non-expiring license cannot be issued
	Before renewal
	Do not renew initial license

	First annual fee for a child care operation (other than a child-placing agency or maternity home): $35 + $1 per licensed capacity
	Initial
	Before issuance of a nonexpiring license
	Administrative denial, if the fee is not paid by the issuance date

	First annual fee for a child-placing agency: $100
	Initial
	Before issuance of a nonexpiring license
	Administrative denial, if fee is not paid by the issuance date 

	First annual fee for a maternity home: $50 + $2 per client served
	Initial
	Before issuance of a nonexpiring license
	Administrative denial, if the fee is not paid by the issuance date

	Annual fee for a child care operation (other than a child-placing agency or maternity home): $35 + $1 per licensed capacity
	Two months before the anniversary date of the license (state office notifies)
	Anniversary date of a nonexpiring license
	Automatic suspension, if the fee is not paid by the anniversary date 

Automatic revocation, if the fee is not paid within six months after the automatic suspension begins

	Annual fee for a child-placing agency: $100
	Two months before the anniversary date of the license (state office notifies)
	Anniversary date of the nonexpiring license
	Automatic suspension, if the fee is not paid by the anniversary date 

Automatic revocation, if the fee is not paid within six months after the automatic suspension begins

	Annual fee for a maternity home: $50 + $2 per client served
	Two months before the anniversary date of the license (state office notifies)
	Anniversary date of nonexpiring license
	Automatic suspension, if the fee is not paid by the anniversary date 

Automatic revocation, if the fee is not paid within six months after the automatic suspension begins

	Change of ownership or location (not applicable for a CPA that only changes location): $35 for application

AND

For a child care facility: $35 for initial (only if being issued)

For a child-placing agency (not applicable for a CPA that only changes location) or maternity home: $50 (only if being issued)

OR

For a child care facility: $35 + $1 per licensed annual capacity

For a maternity home: $50 + $2 per client served

For a child-placing agency (other than a change of location): $100
	When notified of the change
	Application acceptance date and before issuance
	Administrative denial, if the fee is not paid by the issuance date

	Amendment fee for a child care operation (other than a maternity home): $1 per licensed capacity increase
	Amendment request
	Before the amendment is issued
	No increase in capacity

	Amendment fee for a maternity home: $2 per client served
	Amendment request
	Before the amendment is issued
	No increase in capacity


Texas Human Resources Code §42.054
5222 Registered Homes Fee Chart

LPPH December 2011

The chart below lists the fees required for a registered child-care home.
Registration Fees
	Fee Type, Amount 
	When to Notify an Operation
	When Fee Is Due
	CCL Action When Operation Fails to Meet Time Frames

	Initial application, Registration request: $35
	Inquiry, preregistration
	Acceptance date of the registration request
	Return registration request as incomplete

	Annual registration: $35
	2 months before the anniversary date of the registration (state office notifies)
	Anniversary date of the registration
	Automatic suspension, if the fee is not paid by the anniversary date

Automatic revocation, if the fee is not paid within 6 months after the automatic suspension begins


Texas Human Resources Code §42.054
5223 Listing Fee Chart
LPPH December 2011

The following chart contains fees required for listed family homes. Some listed family homes may be exempt from application and annual fees. See 5211 Exemptions From Fees.
Listing Fees
	Type and Amount
of Fee
	When to
Notify Operation
	When Fee Is Due
	CCL Action When Operation Fails to Meet Time Frames

	Initial Application/request Listing Fee: $20

(fee includes DFPS’s processing for DPS criminal history and Central Registry background checks)
	Upon listing
	Listing request acceptance date
	Return listing request as incomplete

	Annual Listing Fee: $20

(fee includes DFPS’s processing for DPS criminal history and Central Registry background checks)
	Two months before anniversary date of listing (state office notifies)
	Anniversary date of listing
	Automatic suspension if fee not paid by anniversary date

Automatic revocation if fee not paid within six months after automatic suspension begins


Texas Human Resources Code §42.054
5224 Administrator’s License Fee Chart
LPPH December 2011

5225 Fees for Background Checks

LPPH December 2011

5230 Fees for Multiple Licenses
LPPH December 2011

Current 5230 is deleted – moved to 5212. Current 5240 is deleted because the information is in the charts in the 5220 section. The procedures were either moved to 5213 and 5214 or are already included in the 5220 charts. 
5240 Fees for Amended Licenses
LPPH December 2011

5250 Fee Refund Guidelines 
LPPH December 2011

5260 Verification of Fee Payment 

LPPH December 2011

Procedure

An interface between CLASS and the DFPS accounting system, ISAS, provides CLASS with fee information.

To verify that a fee has been paid, the inspector reviews information on the Payment Information Summary page in CLASS. 
If the Fee is Not on the Operation's Payment Information Summary Page in CLASS

If the fee information is not on the operation’s Payment Information Summary page in CLASS, the inspector completes the following tasks in the order listed below until payment is verified and documented in the operation's record in CLASS.

Step 1: Complete Payment Verification Search

The inspector completes a search for a payment through the Payment Verification page search function in CLASS (located in CLASS Tools).

If the payment is identified and confirmed through the search, the inspector:

  a.
attaches the payment to the operation by checking the Select box and saving the page;

  b.
confirms that the payment has been attached to the operation by reviewing the operation’s Payment Information Summary page in CLASS; and

  c.
takes no further action.

If the payment is not confirmed after completing the search, the inspector completes Step 2, below.

Step 2: Obtain Receipt and Complete Subsequent Payment Verification Search

If the payment is not confirmed through the search outlined in Step 1, the inspector:

  •
obtains a receipt furnished by the permit holder or applicant; and

  •
conducts another search for the payment through the Payment Verification Page search function in CLASS, narrowing the scope of the search by the date on the receipt.

If the payment is identified and confirmed, the inspector:

a.
attaches the payment to the operation by checking the appropriate Select box and saving the page;

b.
goes to the operation’s Payment Information Summary page to confirm that the payment has been attached in CLASS;

c.
files the receipt in the hard copy record; and

d.   takes no further action.

If the payment is not identified after obtaining a receipt and completing a second search, the inspector completes Step 3, below.

Step 3: Payment Not Verified After Two Searches

If the payment is not identified after completing the tasks outlined in Step 2, the inspector:

  •
enters a Chronology detailing the payment information; and

  •
files the receipt in the hard copy record.
5270 Fee Notice is Returned 

LPPH December 2011

Procedure

Licensed and Registered Operations

If the post office returns an annual fee notice marked undeliverable at this address, address unknown, or otherwise indicates that the operation did not receive the notice, the inspector completes an inspection at the facility or home to determine whether it is operating.
If the inspector determines that the facility or home is operating, the inspector:

a.
completes an inspection;

b.
confirms the operation’s contact information and mailing address and updates the information in CLASS, if necessary;

c.
provides the operation with the annual fee notice that was returned to DFPS; and

d.
files a copy of the returned notice in the hard copy record.
If the inspector determines that the operation is not operating, the inspector:

a.
files the returned notice in the hard copy record;
b.
closes the license or registration in CLASS; and
c.
informs the Child and Adult Care Food and Nutrition Program staff of the Department of Agriculture, if applicable.

Listed Family Homes

If the post office returns an annual fee notice marked undeliverable at this address, address unknown, or otherwise indicates that the operation did not receive the notice, Licensing staff:

  •
file the returned notice in the hard copy record; and

  •
close the listing in CLASS.
Current 5290 is deleted – moved to 7800. 
5380 Background Check Reminder Letter – Listed Family Homes Only

LPPH December 2011

Policy

By the last day of each month, Licensing staff send a letter to each listed family home that has a 24-month background check due during the following month.

Procedure

By the 15th day of each month, Licensing State Office will send the LH 24 month BC Reminder Report to regional staff. This report lists all background checks that are due for listed family homes the following month.

By the last day of each month, Licensing staff notify each home on the LH 24-month BC Reminder Report that a background check is due by taking the following steps:

1.
complete Form 2740 LH BGC Reminder Letter, located in the DFPS Automated Forms System, by:

  •
entering the third Friday of the month the background check is due as the date the information is due to Licensing; and

  •
completing the other required fields.

2.
save Form 2740 LH BGC Reminder Letter to the operation’s electronic record by:

  •
copying the text from the completed Form 2740 into Form 2834A FPS Letterhead, available on the Corrective and Adverse Action History page in the CLASS system; and 

  •
saving the form with the name of BGC Reminder Letter.

3.
print a copy of the final version of the BGC Reminder Letter from CLASS;

4.
mail the printed BGC Reminder Letter and Form 2748 Voluntary Closure Request to the home through regular mail; and

5.
enter a Chronology documenting when the letter was mailed to the home.

See 7800 Automatic Actions if a listed family home does not submit the information required for a background check within the required timeframe.
7800 Automatic Actions

7810 Automatic Suspensions

LPPH December 2011

Policy

The permit for a licensed or registered operation is automatically suspended if the annual permit fee is not paid by the due date.

The permit for a listed family home is automatically suspended if the listed family home does not:

  •
submit the information required for a (24-month) background check by the due date; or
  •
pay the annual permit fee by the due date.
An operation that is exempt from paying the annual fee is not subject to an automatic suspension for failure to pay the annual fee.  

Automatic suspensions are not subject to an administrative review or a due process hearing. 

Texas Human Resources Code §§42.052(j)-(j-1); and 42.054
Procedure

By the 10th day of the month, Licensing staff complete the tasks listed below when a permit has been automatically suspended because:
  •
the operation did not pay the annual permit fee by the last day of the previous month; or

  •
the listed family home did not submit the information required for a background check by the due date in the BGC Reminder Letter (see 5390 Background Check Reminder Letter - Listed Family Homes Only).

Steps When a Permit Has Been Automatically Suspended

1.
Change the operating status to No on the Operation Main page in CLASS.

2.
Complete the Provider Voluntary Suspension Plan page in CLASS, as outlined in procedures below.

3.
Draft the appropriate auto-suspension letter (see 7811 Auto-Suspension Letters).

4.
Save the auto-suspension letter to the Provider Voluntary Suspension Plan page in the CLASS system by:

  •
copying the text from the completed auto-suspension letter into Form 2834A FPS Letterhead on the Provider Voluntary Suspension Plan page in CLASS; and

  •
saving the letter with the appropriate name (see 7811 Auto-Suspension Letters).

5.
Print a copy of the final version of the auto-suspension letter from CLASS.

6.
Mail the printed auto-suspension letter and Form 2748 Voluntary Closure Request to the operation through regular mail.

7.
Enter a Chronology documenting:

  •
why the permit was automatically suspended;

  •
when the permit was automatically suspended;

  •
the date the auto-suspension was mailed; and

  •
the due date for compliance.

8.
Enter a To-Do in CLASS to alert the Licensing staff assigned to the operation that an automatic revocation will be due six months (180 days) from the date the auto-suspension letter is mailed, if the operation does not come into compliance by the due date indicated on the auto-suspension letter.

A permit is not automatically suspended for failure to pay the annual fee if the operation or listed family home is exempt from paying annual fees. See 5211 Exemptions from Fees.

Licensing staff do not offer an administrative review or a due process hearing if a listing is automatically suspended.

Completing the Provider Voluntary Suspension Plan Page in CLASS

Procedure

To document the automatic suspension in the electronic record, Licensing staff enter the following information in the Provider Voluntary Suspension Plan page in CLASS:

a.
the date the automatic suspension began in the Begin Date field;

b.
the date the auto-revocation will be due if compliance is not met in the Correction Plan field; and
c.
one of the following in the Reason field:
  •
Auto-Suspension, Fees – if the automatic suspension is due to a licensed or registered operation or listed family home’s failure to pay the annual fee
  •
Auto-Suspension, Background Checks – LH, if the automatic suspension is due to a listed family home’s failure to submit the information required for a subsequent background check
  •
Auto-Suspension, BGCs/Fees – LH, if the automatic suspension is due to a listed family home’s failure to:
  •
submit information required for subsequent background checks; and

  •
pay the annual listing fee.

7811 Auto-Suspension Letters

LPPH December 2011

Procedure

To create an auto-suspension letter in CLASS, Licensing staff begin by creating a draft from the template in one of the following forms located in the DFPS Automated Forms System:

a.
Form 2741 Auto-Suspension Letter-Fees is used if the automatic suspension is due to failure to pay the annual permit fee. When Form 2741 is saved to CLASS, Licensing staff save it with the name AutoSuspend-Fees.
b.
Form 2742 Auto-Suspension Letter-BGC (LH Only) is used if the automatic suspension is due to a listed family home’s failure to submit information required for subsequent background checks.  When Form 2742 is saved to CLASS, Licensing staff save it with the name AutoSuspend-BGC.
c.
Form 2743 Auto-Suspension Letter-BGC/Fees (LH Only) is used if the automatic suspension is due to a listed family home’s failure to:

  •
submit information required for subsequent background checks; and

  •
pay the annual listing fee.


When Form 2743 is saved to CLASS, Licensing staff save it with the name AutoSuspend-BGC/Fees.

d.
Form 2744 Auto-Suspension End Letter is used if the automatic suspension ends because the operation has come into compliance. When Form 2744 is saved to CLASS, Licensing staff save it with the name AutoSuspend-End.

7812 Ending the Automatic Suspension

LPPH December 2011

If the operation home comes into compliance with the reason for the automatic suspension within the required timeframe, Licensing staff complete the following tasks to end the automatic suspension:  

1.
Update the Provider Voluntary Suspension Plan page in CLASS by:

  •
entering the date the automatic suspension ends in the End Date field;
  •
entering Operating in the Result of Suspension field; and
  •
documenting how the home came into compliance in the Correction Plan field
2.
Complete Form 2744 Auto-Suspension End, located in the DFPS Automated Forms System

3.
Save Form 2744 to the Provider Voluntary Suspension Plan page in the CLASS system by:

  •
copying the text from the completed form into Form 2834A FPS Letterhead on the Provider Voluntary Suspension Plan page in CLASS; and 

  •
saving the letter with the name of AutoSuspend-End
4.
Print a copy of the final version of the AutoSuspend-End letter from CLASS

5.
Mail the printed AutoSuspend-End letter to the operation regular mail

6.
Change the operating status to Yes on the Operation Main page in CLASS

7.
Enter a Chronology documenting compliance and the end date of the automatic suspension

8.
Delete the To-Do in CLASS that was entered to alert the Licensing staff assigned to the operation that an automatic revocation will be due six months (180 days) from the date the auto-suspension letter was mailed

7820 Automatic Revocations
LPPH December 2011

Policy

The permit for a licensed or registered operation is automatically revoked if the annual permit fee is not paid within six months after the permit is automatically suspended.

The permit for a listed family home is automatically revoked if the listed family home does not:

  •
submit the information required for a subsequent background check within six months after the listing is automatically suspended; or
  •
pay the annual permit fee within six months after the listing is automatically suspended

Automatic revocations are not subject to an administrative review or a due process hearing by the State Office of Administrative Hearings (SOAH).

If a permit has been automatically revoked, the operation may re-apply at any time.

Texas Human Resources Code §§42.052(j)-(j-1); 42.054
Procedure

By the 10th day of the month after the date a permit is automatically revoked, Licensing staff complete the following tasks:
1.
Enter the following information in the Provider Voluntary Suspension Plan page in CLASS:

  •
The end date of the automatic suspension in the End Date field

  •
Closed in the Result of Suspension field

2.
Draft the appropriate auto-revocation letter (see 7814.1 Auto-Revocation Letters)

3.
Save the auto-revocation letter to the Provider Voluntary Suspension Plan page in CLASS by:

  •
copying the text from the completed auto-revocation letter into Form 2834A FPS Letterhead, available in the CLASS system; and 

  •
saving the letter with the appropriate name (see 7820.1 Auto-Revocation Forms)

4.
Print a copy of the final version of the auto-revocation letter from CLASS

5.
Mail the printed auto-revocation letter to the operation through regular mail

6.
Enter a Chronology documenting:

  •
why the permit was automatically revoked;

  •
when the permit was automatically revoked; and

  •
the date the auto-revocation letter was mailed

7.
Delete the To-Do in CLASS that was entered to alert the Licensing staff assigned to the operation that an automatic revocation will be due six months (180 days) from the date the auto-suspension letter was mailed

8.
Create a To-Do in CLASS to alert the Licensing staff assigned to the operation to complete an inspection to verify that the operation is no longer operating

9.
Follow procedures in 7822 Closing an Operation After an Automatic Revocation to:

  •
verify that the operation is not caring for children; and

  •
document the closure of the operation

Licensing staff do not offer an administrative review or a due process hearing by the State Office of Administrative Hearings (SOAH) if a permit or listing is automatically revoked.

See 7810 Automatic Suspensions.
7821 Auto-Revocation Letters

LPPH December 2011

Procedure

To create an auto-revocation letter in CLASS, Licensing staff begin by creating a draft from the template in one of the following forms located in the DFPS Automated Forms System:

a.
Form 2745 Auto-Revocation Letter-Fees, if the automatic revocation is due to failure to pay the annual listing fee. When Form 2745 is saved to CLASS, Licensing staff save it with the name AutoRevoke-Fees.
b.
Form 2746 Auto-Revocation Letter-BGC (LH Only), if the automatic revocation is due to failure to submit information required for subsequent background checks.  When Form 2746 is saved to CLASS, Licensing staff save it with the name AutoRevoke-BGC.
c.
Form 2747 Auto-Revocation Letter-BGC/Fees (LH Only), if the automatic revocation is due to failure to:

  •
submit information required for subsequent background checks; and

  •
pay the annual listing fee.

When Form 2747 is saved to CLASS, Licensing staff save it with the name AutoRevoke-BGC/Fees.
7822 Closing an Operation After an Automatic Revocation

LPPH December 2011

Procedure

If the permit has been automatically revoked, Licensing staff follow the procedures below to close the operation:
1.
An inspector conducts an inspection at the operation to verify that the operation is not caring for children. If the operation is caring for children, Licensing staff follow procedures in 6560 Investigations of Illegal Operations.

2.
After the inspector verifies that the operation is not caring for children, Licensing staff create a Vol Suspension/Relocation/Clsr Letter – 2865e, 2825 in CLASS by:

  •
initiating a new draft from the Application/Closure page in CLASS;

  •
only selecting the last checkbox (associated with the open text field) in the form;

  •
copying the text from the completed auto-revocation letter into the open text field (See 7820 Automatic Revocations); and 

  •
saving the letter with the name of AutoRevoke-Closure.

3.
Print a copy of the final version of the AutoRevoke-Closure letter.
4.
Mail a copy of the letter to the operation through regular mail.
5.
Close the operation in CLASS by using the appropriate closure reason, as outlined in the procedures below.

Closure Reasons for Automatic Revocations

Licensing staff select one of the following reasons on the Application/Closure page in CLASS to close an operation if the permit is automatically revoked:

a.
Auto-Revocation, Fees, if the automatic revocation is due to the operation’s failure to pay the annual fee
b.
Auto-Revocation, Background Checks – LH, if the automatic revocation is due to a listed family home’s failure to submit the information required for a subsequent background check
c.
Auto-Revocation, BGCs/Fees – LH, if the automatic revocation is due to a listed family home’s failure to:
  •
submit information required for subsequent background checks; and

  •
pay the annual listing fee
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