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GENERAL LETTER NO. 13-G-47 

ISSUED BY: Bureau of Child Care 
Division of Adult, Children and Family Services 

SUBJECT:  Employees’ Manual, Title 13, Chapter G, Child Care Assistance, 
Contents (pages 1 and 2), revised; pages 7, 8, 37 through 44, 44a, 44b, 
62, 93, 94, 107, and 118, revised; and pages 2a, 44c, and 118a, new. 

Summary 

Chapter 13-G is revised to: 

♦ Add a section for the definition of terms.  

♦ Include an exemption for homeless families in the waiting list section. 

♦ Revise the definitions and time periods for the duration of a temporary lapse for 
some families. 

♦ Update the gross income limits for determination of eligibility for Child Care 
Assistance to be consistent with the federal poverty guidelines.  

♦ Revise the fee assessment schedule and examples to be consistent with the updated 
gross income guidelines.  

♦ Update the appeals section to include the ability to file an appeal verbally. 

Effective Date 

July 1, 2018 

Implementation Instructions 

Applicants:  Apply the new income guidelines and fee schedule to all applications 
processed on or after July 1, 2018. 

Participants:  Apply the new income guidelines for all reviews or changes that effect 
July 2018 eligibility or benefit amount. 
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Material Superseded 

This material replaces the following pages from Employees’ Manual, Title 13, Chapter 
G: 

Page Date 

Contents (pages 1 and 2) May 20, 2016 
7, 8 August 29, 2014 
37-39 May 20, 2016 
40-44, 44a July 7, 2017 
44b, 62  May 20, 2016 
93 July 7, 2017 
94 May 20, 2016 
107, 118 September 23, 2011 

Additional Information 

Refer questions about this general letter to your service area manager, income 
maintenance administrator, or Iowa Workforce Development coordinator. 
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Definitions 

Legal reference: Iowa Code Chapter 237A, 441 IAC 170.1(237A) 

“Child” means either a person 12 years of age or younger, or a person 13 years of 
age or older but younger than 19 years of age who meets the definition of a “child 
with special needs.” 

“Child care” means the care, supervision, and guidance of a child by a person 
other than the child’s parent, guardian, or custodian for a portion of the day, but 
less than 24 hours.  

“Child with protective needs” means a child who is not in foster care and has a 
case file that identifies child care as a safety or well-being need to prevent or 
alleviate the effects of child abuse or neglect. 

“Family experiencing homelessness” means a family who lacks a fixed, 
regular, and adequate nighttime residence.  This includes a family who lives in a 
public or private place not designed for regular sleeping accommodation for 
human beings, including a car, park, abandoned building, bus or train station, 
airport or camping ground, or a publicly or privately operated shelter designated 
to provide temporary living arrangements. 

“In-home” means care which is provided within the child’s own home. 

“Parent” means the parent or the person who serves in the capacity of the parent 
of the child receiving child care assistance services. 

“Provider” means a licensed child care center, a registered child development 
home, a relative who provides care in the relative’s own home solely for a related 
child, a caretaker who provides care for a child in the child’s home, or a 
nonregistered child care home. 
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Priority for Service 

Legal reference: 441 IAC 170.2(3) 

The Department has the authority to implement waiting lists for Child Care 
Assistance (CCA) when funds are insufficient to serve additional families 
beyond those already receiving services and those requiring protective child 
care.  Exceptions to placement on the waiting list are as follows: 

♦ Families who are eligible for protective child care services. 

♦ Recipients of FIP or people whose earned income was taken into account 
in determining the needs of FIP recipients. 

♦ Participants in approved PROMISE JOBS activities. 

♦ Families who receive an Iowa adoption subsidy for a child. 

♦ Families experiencing homelessness (as reported by the family on the 
Child Care Assistance Application or Child Care Assistance Review forms). 

♦ Families receiving CCA that have a change in circumstances that result in 
the need for care for another child.  This includes a newborn child.  The 
new child is approved for assistance when the family reports the change. 

People covered by these exceptions are always eligible for CCA, 
notwithstanding the lack of funding. 

When there is a waiting list, the priority groups as established in state law 
define which families receive services first.  The amount of funds available 
determines the number of priority groups from whom applications will be 
taken.  As funds become available, families are approved for services in the 
following order of prioritization: 

 1. a. Families who are at or below 100 percent of the federal poverty level 
whose members, for at least 28 hours per week in the aggregate, 
are employed or are participating at a satisfactory level in an 
approved training program or educational program, and  

 b. Parents with a family income at or below 100 percent of the federal 
poverty level who are under the age of 21 and are participating in an 
educational program leading to a high school diploma or equivalent. 
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 2. Parents with a family income at or below 100 percent of the federal 
poverty level who are under the age of 21 and are participating at a 
satisfactory level in an approved training program or in an education 
program. 

 3. Families with an income of more than 100 percent but not more than 
145 percent of the federal poverty level whose members for at least 28 
hours per week in the aggregate, are employed or are participating at a 
satisfactory level in an approved training program or educational 
program. 

 4. Families with an income at or below 200 percent of the federal poverty 
level whose members are employed at least 28 hours per week or are 
participating in an approved training or education program and who 
have a special needs child as a member of the family.  (See 
Documenting Special Needs for the definition of a child with special 
needs.) 

NOTE:  When the Department determines that sufficient funds are available to 
serve all families that are eligible, neither the waiting list nor the priority 
group requirements apply. 

Application for Placement on a Waiting List 

Legal reference: 441 IAC 170.3(4) 

When funds are insufficient to serve all families needing services, the 
Department’s central office will direct local offices to post a notice in a highly 
visible location in the waiting area that: 

♦ Informs families that funds are not available for Child Care Assistance 
(CCA). 

♦ Describes the requirements that a family must meet to apply to go on a 
waiting list. 

Accept all applications even if the family does not appear to meet the priority 
group requirements. 

Assess eligibility based on the requirements of the priority group at the time 
of application to be placed on a waiting list. 
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Medical Absence or Incapacity 

Legal reference: 441 IAC 170.2(2)“b” 

Policy: 
Families may continue to be eligible for CCA for a limited period when a 
parent who is normally employed or pursuing education is unable to do so 
because the parent is: 

♦ Absent due to inpatient hospitalization, 
♦ Absent due to outpatient treatment for a physical or mental illness, or 
♦ Present in the home but unable to care for the child due to medical 

incapacity. 

NOTE:  Drug and alcohol treatment, either inpatient or outpatient, can be 
court ordered or voluntary.  In most situations, the IM worker will determine 
eligibility for child care.   

If the Department is working with the family and the client has been court-
ordered to attend drug or alcohol treatment, talk to the service worker to 
determine if protective CCA is part of the case plan for the family.   

If protective child care is not part of the case plan, the IM worker determines 
eligibility.  Supervisory approval is required when more than two units of care 
are approved per 24-hour period, up to a maximum of four units per day.  
CCA cannot pay for 24-hour care.    

Participation in support groups, such as Alcoholic Anonymous or Narcotics 
Anonymous, is not considered treatment and does not meet the need for 
service for medical absence or incapacity.  

Procedure: 
Families do not need to verify medical incapacity if it is a temporary situation 
that occurs within an established certification period.  See Temporary Lapse 
in Need. 

If, at the time of the family’s annual eligibility review, the family reports 
medical incapacity as the need, approve a family under the medical 
incapacity need only if they were already receiving CCA for their children 
because the parents were employed or attending training before the onset of 
the medical incapacity.   
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Verify that the incapacitated parent is unable to work, attend training or care 
for their children by obtaining detailed documentation from the parent’s 
medical provider.  You may request a Report on Incapacity, form 470-0447, a 
letter from the physician, or any other reasonable documentation that verifies 
the need for care.  Place this verification in the file. 

The intent of this policy is to provide CCA to families in the following 
situations: 

♦ To allow one parent in a two-parent household to continue to work or 
pursue training while the other parent is temporarily unable to work or 
attend training. 

♦ To provide child care for a single parent who is temporarily unable to work 
or attend training because they are medically unable to do so. 

NOTE:  In the two situations above, the incapacitated parent must be 
unable to care for the children and must be expected to return to 
employment or training once the medical issue is resolved. 

NOTE:  The number of units that can be approved for medical incapacity is 
limited.  See Authorizing Services to determine the units of service. 

Care should be limited to a maximum of three months, unless the physician 
indicates a specific period of time that child care will be needed. 

After the authorized period of care expires, additional child care may be 
approved if the family provides new documentation from their physician to 
verify continued need. 

 

 1. Mr. and Mrs. C apply for CCA for their two children.  Mr. C works Monday 
through Friday, eight hours per day, while Mrs. C normally stays home 
and provides care for their two children, ages one and three. 

Mrs. C will be admitted to the hospital for outpatient surgery on June 2, 
and will require six weeks of recovery time afterward.   

This family is not eligible for CCA because Mrs. C was not receiving CCA 
for the purpose of employment or attending training before the onset of 
her medical incapacity. 

 2. Mr. and Mrs. D apply for CCA for their grandchild.  Mr. D works full time, 
Monday through Friday, eight hours per day, but Mrs. D has multiple 
medical problems that prevent her from working or from caring for their 
grandchild for more than an hour at a time.   
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This family is not eligible for CCA because Mrs. D was not receiving CCA 
for the purpose of employment or attending training before the onset of 
her medical incapacity. 

 3. Mr. and Mrs. E are receiving CCA for their two children.  Both parents 
work Monday through Friday, eight hours per day and the children are 
eligible for 2 units per day or 10 units per week.   

Mr. E reports he was injured at work last week.  He is now unable to 
work and unable to provide child care for their two children while he 
recovers from surgery.  Mr. E’s physician indicates he will be unable to 
work or to provide child care for at least 12 weeks. 

As long as the family meets all of the other eligibility requirements, child 
care can continue to be approved for two units per day, Monday through 
Friday, for the next 12 weeks while Mr. E recovers from surgery. 

 4. Mr. F is receiving CCA for his child while he works.  He works full time 
until he is injured in a car accident.  His physician indicates that Mr. F 
will be unable to work or care for his children for the next six weeks.   

As long as Mr. F meets all of the other eligibility requirements, child care 
can continue for the same number of units approved before the 
incapacity for the six-week recovery period. 

 5a. Mr. and Mrs. G receive CCA for their two children.  Both Mr. G and Mrs. 
G worked full time, but Mrs. G reports she was recently injured on June 
23, 2018, and states she is now unable to work for the next four 
months.  Mrs. G expects to return to work on October 20. 

CCA benefits authorized from March 10, 2018, through March 9, 2019, 
can continue for this family. 

 5b. Mr. and Mrs. G receive CCA for their two children.  Both Mr. G and Mrs. 
G have been working full time.  A CCA Review form is received from the 
family.  Mrs. G reports she was injured on June 23, 2018, and states she 
is now unable to work or provide care for her children while Mr. G is 
working. 

Mrs. G’s physician provides documentation that states she will be unable 
to work or care for her children for the next four months.  Mrs. G 
expects to return to work on October 20.  A new 12-month certification 
period can be approved for this family. 
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 6. Ms. B receives CCA for her three children.  She was working full time but 
has been court-ordered to attend a 60-day outpatient alcohol treatment 
program beginning August 2.  Ms. B intends to return to work after 
treatment.   

As long as Ms. B meets all of the other eligibility requirements, child care 
can continue for the same number of units for the period she attends 
treatment. 

Seeking Employment 

Legal reference: 441 IAC 170.2(2)“b” 

Policy: 
Families are eligible for Child Care Assistance (CCA) when the parent or 
parents are looking for employment.  A family may be eligible for CCA as an 
applicant or as a recipient who loses employment during an approved 
certification period. 

CCA for job search is limited to only those hours the parent is actually looking 
for employment and travel time.  PROMISE JOBS participants are limited to 
the number of hours approved by the PROMISE JOBS worker. 

CCA for job search can be approved for up to three months. 

Procedure for applicants: 
Approve CCA in two-parent families only during the hours when both parents 
are looking for employment at the same time or during the hours when one 
parent is looking for employment and the other parent is meeting another 
need for service.   

Approve a job search after consultation with the parent to determine the start 
date of the job search period.  The job search shall last no longer than three 
months.  If employment is found within this three-month period, document 
the income and hours and continue with the current certification period.  If 
employment is not found, issue a notice to cancel the certification period.   

Complete the notice of decision with the days and units chosen by the parent 
to conduct the job search.  Allow a maximum of one unit of child care each 
day, unless you have documentation in the case record to justify a second 
daily unit. 
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 1. Mr. M is unemployed and applies for CCA because he needs child care 
while he looks for work.  He decides that he will begin a job search on 
December 13, and will seek work Monday through Friday for 
approximately 4 to 5 hours each day.   

Therefore, Mr. M will be approved for one unit of child care per day.  The 
notice of decision reflects a 12 month certification period and that Mr. M 
is authorized to use child care only Monday through Friday for one unit 
each day. 

Mr. M reports full-time employment starting February 20.  Determine if 
additional units are necessary and continue the certification period.  Do 
not increase the family co-pay amount. 

 2. Ms. N is unemployed and she would like to conduct a job search to find 
employment.  Ms. N would like to begin her search on May 20 and will 
seek work five days per week for no more than five hours per day.  
Therefore, Ms. N is approved for one unit of child care daily for a total of 
five units per week beginning May 20. 

The worker should enter the May 20 date into the RFI page in KT.  If Ms. 
N does not report employment within 80 days (before August 8), a 
timely notice will be issued by the KinderTrack system on August 8 to 
cancel her certification period effective August 20. 

 3. Mr. and Ms. P are unemployed and would like CCA in order to look for 
work.  They agree to begin searching on March 1, and indicate they will 
search Monday through Saturday.  The family is approved for one unit of 
child care per day, Monday through Saturday, starting March 1. 

The worker should enter the March 1 date into the RFI page in KT.  Ms. 
P reports she started a new job on March 25.  However, Mr. P does not 
report employment within 80 days (before May 20).  Therefore, a timely 
notice is issued by the KinderTrack system to cancel the family 
certification period effective June 1. 

Procedure for recipients: 
When a recipient family reports a job loss or the termination of an education 
or training program, they may continue to be eligible for CCA for up to three 
months to look for work. 

Document the date the parent lost employment or left the education or 
training program and continue the current certification period with no 
reduction in units.  If employment is not found within three months of the 
date of the job loss or education termination, issue a notice to cancel the 
certification period.  



Title 13:  Social Service Resources Page 42 

Iowa Department of Human Services Employees’ Manual 

Chapter G:  Child Care Assistance Determining Eligibility 
Revised June 22, 2018 Need for Service 
 

Mr. R reports on June 1 that he lost his job on May 20 and needs child care 
while he looks for work.  Mr. R will continue to be eligible under his current 
certification period with no reduction in units until August 20. 

The worker should enter the May 20 date into the RFI page in KT.  If Mr. R 
does not report employment within 80 days (before August 8), a timely 
notice will be issued by the KinderTrack system on August 8 to cancel his 
certification period effective August 20. 

Multiple Needs for Service 

Legal reference: 441 IAC 170.2(237A,239B) 

Policy:   
In a two-parent household, both parents must fully meet at least one of the 
needs for service to be eligible for Child Care Assistance (CCA).  When 
parents have multiple needs for service, they must fully meet each need for 
service to be eligible for CCA for each need.    

Comment: 
 

 1. Mr. A is employed 35 hours per week, from 9 a.m. until 5 p.m., Monday 
through Friday.  Mrs. A attends school full time, from 10 a.m. until 3:30 
p.m., Monday through Thursday.  They have two children who need child 
care between 9:30 a.m. and 4 p.m.   

Approve two units of care per day (Monday through Thursday) for each 
child.  Do not pay for child care services on Friday, since both parents do 
not meet the need for service. 

 2. Mrs. B is employed 40 hours per week, from 2:30 p.m. until 11 p.m., 
Monday through Friday.  Mr. B works 30 hours per week, from 8 a.m. 
until 1 p.m., Tuesday through Sunday.  Even though both parents 
individually meet the need for service, there is no overlap in work 
schedules.  Therefore, the B family is not eligible for CCA. 

 3. Mr. and Mrs. C attend school full time, Monday through Friday, from 
9 a.m. until 3 p.m.  They are getting two units per day of child care for 
their daughter while they attend class.  Mrs. C begins a part-time job.  
She works Friday through Sunday evenings, from 5 until 9 p.m. 

Mrs. C does not meet the additional need for service for CCA payment 
for her work hours because there is no overlap in schedules for the time 
she is working. 
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AmeriCorps and AmeriCorps*VISTA Volunteers 

Legal reference:  Section 404(f)(2) of the Domestic Volunteer Service Act of 
1973 

Policy:   
An AmeriCorps*VISTA member who was a recipient of Child Care Assistance 
(CCA) immediately before becoming a VISTA volunteer will continue to meet 
the need for service requirements of CCA.  The family must also meet all 
other eligibility requirements for CCA.   

Procedure:   
AmeriCorps members and AmeriCorps*VISTA members who were not CCA 
recipients immediately before becoming a VISTA volunteer must apply for the 
child care benefit provided for AmeriCorps members and enroll in the 
program if eligible.   

If an AmeriCorps or AmeriCorps*VISTA member who was not a CCA recipient 
immediately before becoming a member applies for CCA ask whether the 
member has applied for the child care program available to members.   

If the household has not applied for the child care program available to 
members, send a letter to the household requiring them to apply for the 
benefit and accept it if eligible.  Allow the household ten days to provide 
verification of the status of their application.   

If the family is eligible for child care benefits available to AmeriCorps 
members, the family is not eligible for CCA.  (See Availability of Another Child 
Care Resource.) 

If the household fails to provide verification showing they have applied for the 
child care program available to members deny the application or cancel the 
case.  NOTE:  With a signed release, you may contact the agency responsible 
for handling child care benefits for AmeriCorps members. 



Title 13:  Social Service Resources Page 44 

Iowa Department of Human Services Employees’ Manual 

Chapter G:  Child Care Assistance Determining Eligibility 
Revised June 22, 2018 Need for Service 

Temporary Lapse in Need 

Legal reference: 441 IAC 170.2(2)“b” 

Once the family is determined eligible for CCA, eligibility shall continue until 
the end of the certification period even if a temporary lapse in need for 
services occurs.   

A temporary lapse is defined as: 

♦ Any time-limited absence from employment or eduction or training due to 
one or more of the following reasons: 

• Maternity leave 
• Family Medical Leave Act (FMLA) situations for household members 
• Participation in a treatment or rehabilitation program 

♦ Any interruption in work for a seasonal worker who is not working 
between regular industry work seasons 

♦ Normal student holidays or breaks between school terms for a parent 
participating in education or training 

♦ Any reduction in work, training or education hours, as long as the parent 
is still working or attending training or education 

♦ Any other cessation of employment or attendance in an education or 
training program that does not exceed three months 

Continue the family’s eligibility at the same level that existed before the 
temporary change unless the change results in an increase in the units the 
family needs, or the family co-pay would be reduced. 

When a lapse is reported by the family, a determination must be made on 
whether or not the lapse is considered temporary.  Document the decision 
that the lapse is temporary in the case file along with the date the lapse 
began and the expected end date for the lapse. 

Family eligibility shall be canceled if the lapse is no longer considered 
temporary because it continues for more than three consecutive months for a 
parent who has lost or ended employment or an education or training 
program within an established certification period. 
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 1. Mr. A has two children (household size of three).  He is employed at ABC 
Corp 35 hours per week making $10 per hour.  On September 7, Mr. A 
reports that he quit his job at ABC Corp on August 15.  Mr. A started a 
new job at XYZ Inc on September 1 working 40 hours per week for $12 
per hour.  The family continues to be CCA eligible with no change in 
units or co-pay.   

 2. Mrs. B is attending school full time.  The current semester will end on 
December 16.  She is enrolled full time for the next semester which 
begins on January 12.  The family will continue to be eligible with no 
change in units or co-pay during the semester break in classes. 

 3. Mrs. C works 40 hours per week.  She reports that she is pregnant and 
her baby is due on July 20.  On August 2, she reports that she has been 
on maternity leave since July 22 and plans to return to work on 
September 1.   

Document the reason and expected time period for the maternity leave 
in the case file.  The family will continue to be eligible with no change in 
units or co-pay during the time Mrs. C is on maternity leave. 

 4. Mrs. D is working 35 hours per week.  On August 16 she reports that her 
hours have been cut as of August 8 and she is now only working 25 
hours per week.  She is trying to get more hours at her current job, and 
also looking for another job with more hours.  The certification period 
shall continue and the family will continue to be eligible with no change 
in units and a reduced co-pay until her current certification period ends. 

 5. Mrs. E reports that her job has been eliminated as of August 8 and she 
is now unemployed.  She is now looking for another job.  The 
certification period shall continue and the family will continue to be 
eligible with no change in units and a reduced co-pay for up to three 
months (until November 8). 

If she reports a new full time job before the end of this three-month 
period, the family’s certification period will continue without interruption. 

If she fails to report new employment, the family will no longer be 
eligible and a timely notice to cancel the family’s certification period 
effective November 8 must be sent. 

 6. Mrs. F is working two part-time jobs.  She works 20 hours at one job 
and 20 hours at the other.  On March 1, Mrs. F reports employment at 
one of her jobs has ended and now she is only working 20 hours per 
week at her remaining job.   

The family will continue to be eligible for the remainder of their current 
certification period. 
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Financial Eligibility 

Legal reference: 441 IAC 170.2(1) 

Policy: 
Families are financially eligible for Child Care Assistance (CCA) when their monthly 
gross income, according to family size, is no more than the following amounts: 

 
MONTHLY GROSS INCOME 

Family Size Column A 
(Basic care) 

Column B 
(Special needs care) 

Column C 
(CCA Plus) 

1 member $1,467 $2,024 $2,993 
2 members $1,989 $2,744 $3,914 
3 members $2,511 $3,464 $4,835 
4 members $3,033 $4,184 $5,756 
5 members $3,555 $4,904 $6,677 
6 members $4,077 $5,624 $7,598 
7 members $4,599 $6,344 $7,771 
8 members $5,121 $7,064 $7,943 
9 members $5,643 $7,784 $8,116 
10 members $6,165 $8,289 $8,289 
11 members $6,687 $8,462 $8,462 
12 members $7,209 $8,635 $8,635 
13 members $7,731 $8,808 $8,808 
14 members $8,253 $8,981 $8,981 
15 members $8,775 $9,154 $9,154 
16 members $9,297 $9,327 $9,327 
17 members $9,500 $9,500 $9,500 
18 members $9,673 $9,673 $9,673 
19 members $9,846 $9,846 $9,846 
20 members $10,019 $10,019 $10,019 

Add $173 for each additional person over 20 members. 

An applicant family must have income below the amount listed in Column A unless 
the family includes a child with special needs, then income must be below the 
amount listed in Column B.   

For ongoing eligibility, family income must remain below the amounts listed in 
Column A or B. 
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EXCEPTION:  If, at the end of an established certification period, the family’s 
monthly gross income, according to family size, exceeds the amount in Column A, 
or Column B if the family includes a child with special needs, but does not exceed 
the amount in Column C, the family will continue to be financially eligible for child 
care (under the CCA Plus program) for one additional 12-month certification 
period. 

CCA is provided without regard to income for: 

♦ Families with a child with protective needs. 
♦ Participants in PROMISE JOBS-approved activities. 
♦ Recipients of FIP, or people whose income was considered in determining the 

needs of a FIP recipient. 

Procedure:   
Use all income to determine eligibility and copayment.  To verify income, request 
documentation from the source of the payment, such as pay stubs, employer 
statements, and payor statements on child support payments that are not issued 
through the Child Support Recovery Unit.  Document the income and how it was 
verified in the case file.  (See Verification.) 

If a family has some children that meet the criteria for special needs while others 
do not, establish eligibility using both columns in the table. 

 

 1. Mrs. D applies for CCA and has two children.  One meets the criteria for 
special needs, while the other child does not.  Mrs. D works full-time and her 
monthly gross income is $3,000.  Since this is a household of three, only the 
special needs child is eligible for CCA.   

 2. Mr. E applies for CCA and has two children.  Neither child meets the criteria 
for special needs.  Mr. E works full-time and his monthly gross income is 
$3,000.  Since this is a household of three, the family is not eligible for CCA. 

 3. Mr. F submits a CCA review form at annual review for his two children.  
Neither child meets the criteria for special needs.  Mr. F works full-time and 
his monthly gross income has risen to $3,000.  Since this is a household of 
three, the family is no longer eligible for CCA.   

However, the family is eligible for a new 12-month certification period under 
the new CCA Plus program. 

Comment:   
See Fee Schedule for the assessment of fees. 
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Once the information is returned, the effective date will be the date the 
information is provided or the new application date, whichever is earlier. 

Comment:   
 

 1. Ms. A, a CCA applicant, fails to provide an employer’s statement of 
earnings that was requested by the Department.  The IM worker issues 
a notice to deny the application.  The date of the denial notice is 
December 2.   

Ms. A provides the employer’s statement on December 10 and there 
have been no other changes in the family’s circumstances.  The IM 
worker reprocesses the application and determines the family meets all 
eligibility criteria.  The household is approved for CCA effective 
December 10. 

 2. Mr. G, a CCA applicant, fails to provide an employer’s statement of 
earnings and school schedule that were requested by the Department.  
The IM worker issues a notice to deny the application.  The date on the 
denial notice is June 10.  Mr. G provides both items on June 21 and 
reports that he is no longer working at that first employer and has 
started a new job.   

The IM worker explains that Mr. G has until June 24 to provide 
verification of the ending job and verification of the start of the new job.  
Mr. G fails to provide either employer’s statement.  The IM worker 
issues a notice stating that Mr. G’s application remains denied for failing 
to provide requested information. 

Establishing the Certification Period 

Legal reference:  441 IAC 170.3(1)“c” 

Policy:   
Certification periods shall be established for a 12-month period except for the 
following situations: 

♦ A family includes a child who will turn 13 years old within 6 months from the 
end of a 12-month certification period. 

♦ A family needs CCA to attend post-secondary education and they will exhaust 
their 24-month funding limit within 6 months from the end of a 12-month 
certification period. 
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Monthly Income According to Family Size 
Unit Fee  

Based on Number of 
Children in Care 

Level 1 2 3 4 5 6 7 8 9 10 11 12 13+ 1 2 3 & up 

A 961 1,303 1,645 1,987 2,329 2,671 3,013 3,355 3,697 4,039 4,381 4,723 5,065 0.00 0.00 0.00 

B 1,012 1,372 1,732 2,092 2,452 2,812 3,172 3,532 3,892 4,252 4,612 4,972 5,332 0.20 0.45 0.70 

C 1,040 1,410 1,780 2,151 2,521 2,891 3,261 3,631 4,001 4,371 4,741 5,111 5,481 0.45 0.70 0.95 

D 1,069 1,449 1,829 2,209 2,589 2,969 3,350 3,730 4,110 4,490 4,870 5,250 5,631 0.70 0.95 1.20 

E 1,099 1,489 1,880 2,271 2,662 3,053 3,443 3,824 4,225 4,616 5,007 5,397 5,788 0.95 1.20 1.45 

F 1,129 1,530 1,931 2,333 2,734 3,136 3,537 3,939 4,340 4,742 5,143 5,544 5,946 1.20 1.45 1.70 

G 1,160 1,573 1,985 2,398 2,811 3,224 3,636 4,049 4,462 4,874 5,287 5,700 6,112 1.45 1.70 1.95 

H 1,192 1,616 2,040 2,464 2,887 3,311 3,735 4,159 4,583 5,007 5,431 5,855 6,279 1.70 1.95 2.20 

I 1,225 1,661 2,097 2,532 2,968 3,404 3,840 4,276 4,711 5,147 5,583 6,019 6,455 1.95 2.20 2.45 

J 1,258 1,706 2,154 2,601 3,049 3,497 3,944 4,392 4,840 5,287 5,735 6,183 6,630 2.20 2.45 2.70 

K 1,294 1,754 2,214 2,674 3,135 3,595 4,055 4,515 4,975 5,436 5,896 6,356 6,816 2.45 2.70 2.95 

L 1,329 1,802 2,274 2,747 3,220 3,693 4,165 4,638 5,111 5,584 6,056 6,529 7,002 2.70 2.95 3.20 

M 1,366 1,852 2,338 2,824 3,310 3,796 4,282 4,768 5,254 5,740 6,226 6,712 7,198 2.95 3.20 3.45 

N 1,403 1,903 2,402 2,901 3,400 3,899 4,399 4,898 5,397 5,896 6,395 6,895 7,394 3.20 3.45 3.70 

O 1,443 1,956 2,469 2,982 3,495 4,009 4,522 5,035 5,548 6,061 6,575 7,088 7,601 3.45 3.70 3.95 

P 1,482 2,009 2,536 3,063 3,591 4,118 4,645 5,172 5,699 6,226 6,754 7,281 7,808 3.70 3.95 4.20 

Q 1,523 2,065 2,607 3,149 3,691 4,233 4,775 5,317 5,859 6,401 6,943 7,485 8,027 3.95 4.20 4.45 

R 1,565 2,122 2,678 3,235 3,792 4,348 4,905 5,462 6,018 6,575 7,132 7,689 8,245 4.20 4.45 4.70 

S 1,609 2,181 2,753 3,326 3,898 4,470 5,042 5,615 6,187 6,759 7,332 7,904 8,476 4.45 4.70 4.95 

T 1,653 2,240 2,828 3,416 4,004 4,592 5,180 5,768 6,355 6,943 7,531 8,119 8,707 4.70 4.95 5.20 

U 1,699 2,303 2,907 3,512 4,116 4,720 5,325 5,929 6,533 7,138 7,742 8,346 8,951 4.95 5.20 5.45 

V 1,745 2,366 2,987 3,607 4,228 4,849 5,470 6,091 6,711 7,332 7,953 8,574 9,195 5.20 5.45 5.70 

W 1,794 2,432 3,070 3,708 4,347 4,985 5,623 6,261 6,899 7,537 8,176 8,814 9,452 5.45 5.70 5.95 

X 1,843 2,498 3,154 3,809 4,465 5,121 5,776 6,432 7,087 7,743 8,398 9,054 9,709 5.70 5.95 6.20 

Y 1,894 2,568 3,242 3,916 4,590 5,264 5,938 6,612 7,286 7,960 8,633 9,307 9,981 5.95 6.20 6.45 

Z 1,946 2,638 3,331 4,023 4,715 5,407 6,100 6,792 7,484 8,176 8,869 9,561 10,253 6.20 6.45 6.70 

AA 2,001 2,712 3,424 4,135 4,847 5,559 6,270 6,982 7,694 8,405 9,117 9,829 10,540 6.45 6.70 6.95 

BB 4,000 5,000 6,000 7,000 8,000 9,000 9,000 9,000 9,000 9,500 10,000 10,500 11,500 6.70 6.95 7.20 
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Procedure: 
Assess the amount of the fee by determining the gross monthly income according 
to family size.  Use the same dollar amount that was calculated when determining 
eligibility.  Use the sliding fee schedule as follows: 

 1. Move across the monthly income table to the column headed by the number 
of people in the family that was used in determining eligibility. 

 2. Move down that column for family size to the first row with an amount 
greater than the monthly family income.  Use the row above that row to 
determine the fee amount. 

 3. Move across that row and choose the fee that corresponds to the number of 
children that need care.   

When more than one child in a family receives services, assess the fee on the child 
who receives the most units of service.  Do not assess an additional fee for each 
child. 

Include documentation in the case file to support the fee. 

Comment: 
 

 1. Family D has two members, monthly income of $1,350, and one child in care.  
Family D’s income is above the Level A amount but less than the Level B 
amount.  Family D pays $0.00 fee for each unit of child care. 

 2. Family F has three members, monthly income of $1,750, and two children in 
care.  Family F’s income is above the Level B amount but less than the Level 
C amount.  Family F pays $0.45 fee for each unit of child care that the child 
who receives the most units uses.  

 3. Family G has three members, monthly income of $1,750, and one child in 
care.  Family G’s income is above the Level B amount but less than the Level 
C amount.  Family G pays $0.20 for each unit of child care. 
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Reporting Changes 

Parents are required to report all changes that affect eligibility or benefits in a 
timely manner.  Changes reported within ten calendar days of the date of the 
change are considered to be reported timely. 

The effective date of the change depends upon whether the change was reported 
timely and whether the change has a positive or negative effect on eligibility. 

Changes that must be reported timely include: 

♦ Starting or stopping a job 
♦ Changes in income 
♦ Changes in school schedule 
♦ Changes in household size 
♦ Changing child care providers 

Acting on Changes 

Policy: 
Act on the change as soon as possible, but no later than ten working days 
from the date you become aware of the change. 

Procedure: 
”Acting on a change” includes requesting information within ten working days 
of the date a change is reported and taking action within ten working days of 
receiving verification of the change. 

Positive Changes Reported 

Positive changes do not require a timely notice to be sent.  Changes are 
considered “positive” when they benefit the family.  Examples are: 

♦ Increase in employment hours resulting in need for more units of care 
♦ Decrease in income resulting in a reduction in the co-pay fee 

When a positive change is reported timely, the effective date on the notice of 
decision is the date of the change. 
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Notification of Action 

Legal reference: 441 IAC 170.6(237A) 

Give timely and adequate notice to the client whenever it is proposed that a 
service be reduced or terminated. 

“Timely” means the notice is mailed at least ten calendar days before the 
action would become effective.  The timely notice period begins on the day 
after the notice is mailed. 

“Adequate” means the written notice includes: 

♦ A statement of what action is being taken; 
♦ The reason for the intended action; 
♦ The manual chapter number and subheading supporting the action; 
♦ An explanation of the applicant’s right to appeal; and 
♦ The circumstances under which benefits are continued when an appeal is 

filed. 

Send the original of the notice to the applicant, file a copy in the case record. 

NOTE:  Providers must be notified in writing that a client’s eligibility has 
changed or ended.  Send the provider a Certificate of Enrollment, form 
470-4444, or Provider Cancellation Letter as appropriate.  Timely notification 
requirements do not apply, but the provider should be adequately notified of 
the change in service. 

Appeals 

Legal reference: 441 IAC 170.6(237A) 

Notify the applicant of the right of appeal when you notify the applicant of 
any adverse action.  The Notice of Decision:  Child Care, form 470-4558, 
contains the notice of appeal rights. 

Appeals for Child Care Assistance (CCA) may be made in writing, by 
telephone or in person.  When an applicant wishes to appeal a decision, 
encourage the applicant to complete form 470-0487 or 470-0487(S), Appeal 
and Request for Hearing, but accept any written request.   
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If you receive a verbal request to appeal, document the conversation on form 
470-0487 or 470-0487(S), Appeal and Request for Hearing.  Complete the 
top section of the form by entering: 

♦ The client’s information, 

♦ The programs that are being appealed,  

♦ “Per telephone conversation with the appellant on (date),” in the “tell us 
why you are appealing” section, and  

♦ The reason that the client is appealing.   

Complete the worker section of the form as normal. 

Proceed according to 1-E, RESPONSIBILITIES OF DEPARTMENT’S 
REPRESENTATIVE.  Immediately submit the appeal form and the notice of 
adverse action to the Department’s Appeals Section.  Forward a summary of 
the basis for the action to the Appeals Section within ten days. 

 

https://dhs.iowa.gov/sites/default/files/1-E.pdf

