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Number: 

SS-AR-15-004 
(updated) 

Authorized signature  Issue date: 04/09/2015 
 
Topic: Child Care Due date: 04/09/2015 
 

Subject: 
Resending with additional information:  Referral process to DPU and 
CCR&R's. 

 
Applies to (check all that apply): 

 All DHS employees  County Mental Health Directors 
 Area Agencies on Aging  Health Services 
 Aging and People with Disabilities   Office of Developmental 

Disabilities Services(ODDS)  Self Sufficiency Programs 
 County DD Program Managers  ODDS Children’s Intensive  

In Home Services  ODDS Children’s  
Residential Services 

 

 Stabilization and Crisis Unit (SACU) 
 Child Welfare Programs  Other (please specify):       

 
Action required: Concerns have been raised from Direct Pay Unit (DPU) and Child 
Care Resource and Referral (CCR&R) agencies about the types of questions referred 
to them by the local DHS office. Each DHS SSP branch should review this transmittal 
to ensure front line staff and eligibility staff are referring customers appropriately to 
DPU and CCR&R. 
 
Customers who call or come to a DHS branch with questions about their child care 
case should be referred to an eligibility worker or lead worker who can look at the case 
to determine what action needs to take place. 
 
If the worker finds that UCMS is updated and the provider has already been approved, 
an electronic provider connection should be sent to DPU so vouchers can be sent out 
to the provider. 
 
If the worker is unable to find the provider in UCMS, a Child Care Provider Listing form 
(DHS 7494) needs to be given to the customer with the top Branch Use Section filled 
out completely. This top section is the information DPU needs to connect the provider 
to the ERDC case. 
 

https://apps.state.or.us/cf1/DHSforms/Forms/Served/de7494.pdf
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If the case has to be pended for additional information and the eligibility has not been 
determined, a Child Care Provider Listing prelisting form (DHS 7494d) needs to be 
given to the customer so the provider can start the process to be approved. 
 

Important Reminder: When a prelist is given to an ERDC client, let the client know the 
provider or the client must contact you or DPU once the provider is approved. A 
connection between the parent and provider cannot be made without a follow-up 
phone call. 
 

See SS Staff Tools: Provider Status Check List. 
 

If the provider has not received billing forms for a customer that they are connected to: 
 

 Worker should check the ERDC case set-up for errors and check TRACS for 
narratives from DPU; 

 If case set-up is correct and narratives from DPU are not found re-send the 
electronic provider connect to your DPU representative. 
 

Refer to DPU: 
 

 If the provider needs a billing form replaced; 

 Customer or provider state the child care subsidy payment was not correct; or 

 If the parent or provider have other questions specific to the child care billing. 
 

When customers come to the local branch and need help finding a child care provider: 
 

 Refer them to page 4 of the parent guide which explains the importance of quality 
child care; 

 Suggest that they contact their local CCR&R who can assist them in searching 
for and finding a stable and comfortable atmosphere for their child. 

 
To locate the CCR&R in your area, please see the link below: 
http://teachingresearchinstitute.org/projects/ccccrr. 
 
Reason for action: To improve customer service and prevent delays in paying child 
care providers. 
 

Field/stakeholder review:  Yes   No 

If yes, reviewed by:       
 
If you have any questions about this action request, contact: 

Contact(s): Childcare Policy 

Email: CHILDCARE.POLICY@dhsoha.state.or.us 
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