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Funds are provided to each Child Care Resource & Referral (CCR&R) agency for the cost of First Aid (FA) and Cardiopulmonary Resuscitation (CPR) Certification for child care providers.  These funds are not part of the Individual Professional Development Funds. 


General Policies & Procedures
A  
Expenditure of Funds

1. Application, activity, approval of applications for approved activities, and payment of funds must occur within the same fiscal year.
2. Funds may be used to reimburse child care providers for FA/CPR training costs or may be paid directly to the FA/CPR trainer/entity.
3. Reimbursement cannot be made for a training when the CC&R is the fiscal agent.
B
CCR&R Arranged FA/CPR


1.  CCR&R arranged is defined as those that the CCR&R handles the logistics (i.e., training space, trainer),
registration and is on the CCR&R calendar.


2.  For the CCR&R arranged FA/CPR courses: 
a. the CCRR may offer for free since they are the fiscal agent

b. may pay the trainer directly


c.  registration/training must be open to all providers

3.  Arranging a FA/CPR course at the request of a child care program is NOT a CCR&R arranged training and falls under the group training; therefore, is a reimbursement process. CCR&Rs may not pay the trainer directly for a center arranged FA/CPR course.

C
Application Forms and Process

1. 
Statewide Forms

a. All CCR&Rs are required to use the IDHS approved statewide form (implemented July 2020) provided by the Illinois Network of Child Care Resource and Referral Agencies (INCCRRA). 

b. The statewide approved form includes the Guidelines and Application. 

c. The statewide form template indicates areas that can be customized for local info (red font).
d. The CCR&R may submit a request for language changes to IDHS for consideration/approval. 

e. Once forms are approved by IDHS, changes may not be made.  If a need arises, contact the designated IDHS staff.

2.      Application Deadlines

As funding allows, CCR&R shall accept applications: 

a. Year- round
b. CCR&R shall set a final deadline for applications to be received by - be sure to allow enough time for your agency to process all paperwork.

3.
 Review Process

As applications are received,  

a. check for completeness – both information and, if required, any supporting documentation

1) Supporting documentation includes: 

· Proof of Gateways Registry membership (i.e., copy of membership ID, or Professional Development Record).

· W-9 form (the form is available at www.irs.gov).
· Proof of enrollment for payment to be made directly to the trainer/entity or;
· Receipt/proof of payment if requesting reimbursement. 
· For center group training, an attendance sheet for those in attendance w/Gateways #
b. verify the applicant is eligible 

c. if the application is eligible and complete, continue with the approval process

d. if the application is incomplete - send the application back to the applicant with a note detailing what is missing.  That application does not go into the date queue until it is completed and resubmitted.  
e. if the applicant is not eligible, please notify them and explain why they are not eligible.
D
Documentation


CCR&Rs are required to collect and retain the following documentation:

· Applications, including the required supporting documentation
· Documents are to be kept on file for a minimum of five years. 
E
Internal Revenue Service Requirements
CCR&Rs are required to follow the current IRS guidelines. 

If the following four conditions are met, you must generally report a payment as non-employee compensation. 

· You made the payment to someone who is not your employee
· You made the payment for services in the course of your trade or business (including government agencies and nonprofit organizations) 

· You made the payment to an individual, partnership, estate, or, in some cases, a corporation; and 

· You made payments to the payee of at least $600 during the year.

If you need more help you can go to www.irs.gov and look under 1099-Misc form.

F
Eligibility
1. Provider must currently be employed by a program that is actively providing child care
2. Open to licensed and license exempt programs

3. Individual must be a current member of the Gateways Registry

4. Program must be listed on the local CCR&R provider Database 
5. Must currently be providing Child Care services in the CCR&Rs designated SDA

6. Have no unpaid financial obligation to CCR&R agency or IDHS Office of Early Childhood
7. Priority is given to programs currently caring for 50% or more children whose care is paid for by the IDHS Child Care Assistance Program (CCAP).
G 
Funding Amounts
1. Funding covers 100% of the cost 
2. CCR&Rs may set a maximum/individual based on the going rate within their SDA (see #5 on FA/CPR guidelines)
H
IDHS Technical Assistance
CCR&Rs needing technical assistance on the policies & procedures and/or the guidelines/applications for the grant opportunities, are to contact the designated IDHS staff member.

II. 
Allowable / Unallowable Use of FA/CPR funds
	Allowable
	Unallowable

	Cost associated with First Aid, CPR training 

· registration fee

· student workbook

· card 
	· Incomplete or failed training/certification.

· Adult only FA/CPR.

· Travel to/ from training.

· Out of state training.

· Purchase of CPR manikins, lungs, valves, DVDS, masks, shields, kneeling pads, gloves, or training kits.

· Cost of meals or refreshments.

· Fee for a replacement certification card.

· FA/CPR registration fee for volunteers at a child care program.
· Rental space for FA/CPR training


	Training must be provided by one of the following entities:

· American Heart Association

· American Safety & Health Institute (ASHI)

· American Red Cross


· American Trauma Event Management (ATEM)

· Emergency Care and Safety Institute (ECSI

· Edward Atkinson/Emergency Response Health Network

· Ellis & Associates, Inc.-Orlando, FL

· EMS Safety Services
· Know CPR
· MEDIC FIRST AID



· National Safety Council
· Pacific Medical Training
· Pro-Trainings, LLC


· R.H. Sanders & Associates/Titan CPR Associates
	

	Group Training for Child Care Centers
	

	 Training received in one of the following ways: face-to-face, hybrid model, or all on-line training.
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