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WORKFORCE SOLUTIONS (CCMS) 2011 – 2012  

As a fundamental part of our mission, we provide need-based assistance to families. Workforce Solutions Capital Area assists families with securing child care while they are working, attending school, or part of a job training program. St. James’ Episcopal School is an authorized Workforce Provider. If your family is Workforce (also referred to as CCMS or Worksource) approved, you may choose SJES as your childcare provider.  In order to cover the full cost of tuition, a Workforce family is also given a partial scholarship by the St. James’ Episcopal School Board of Trustees. Further, the application and supply fee are waived for Workforce qualified families. The following is some important information about receiving this form of tuition assistance at SJES.  

AUTHORIZATION 
During the application process, your family is required to notify Workforce that you would like St. James’ Episcopal School to be your authorized childcare provider. During the course of enrollment, SJES must receive a call from a Workforce caseworker confirming the dates your family is authorized to receive services.  Often, we will schedule required pre-visits (Montessori Program) prior to receiving the official call from Workforce; however, your child will not be able to officially start at SJES until we have received the call that your family is authorized.  If you would like for your child to attend SJES prior to authorization, you may arrange to make a regular tuition payment for the period in question. 

CARD SWIPE
In order to track your child’s attendance, you must swipe a card given to you by Workforce in the front office each day school is in session. You may request multiple cards for your family, so we recommend you distribute a card to each person who will be dropping off or picking up your child. This attendance is reported to Workforce and the school is reimbursed accordingly. Therefore, it is very important that you account for each school day by swiping your card. You can also report child absences due to illness through this system.  In addition to calling Workforce to report absences, a family may report child absences up to 6 days into the past.  If your family fails to check a child in and out or report absences via card swipe, SJES is required to notify Workforce.  After we are required to notify Workforce twice, your family will be asked to come in for a meeting with school personnel to discuss this issue. 

PARENT FEE 
Your family may be asked to pay St. James’ Episcopal School a Parent Fee as directed by Workforce. Please make these payments in a timely manner each month. 

LOSS OF AUTHORIZATION 
If your family loses authorization from Workforce for any reason, you have three options: 
1. You may utilize a two week “grace period” during which you will pay St. James’ Episcopal School the amount the school was being reimbursed per day by Workforce (exact amount varies depending upon your family).  During this time, you can seek to be reinstated by Workforce and/or officially apply for a St. James’ Episcopal School Board Raised scholarship (please see “Financial Aid Information Sheet” for further details). 
2. You may begin to make monthly tuition and supply fee payments. 
3. You may withdraw your child from SJES.  

I have read and understand the above policies. 

Parent Name (print)						      Date						 
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