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Child Care Substitutes of Oregon (CCSO) is funded by the Department of Early
Learning and Care (DELC).

Child Care Substitutes of Oregon is housed within The Research Institute (TRI), part
of Western Oregon University (WOU). All substitutes hired by Child Care
Substitutes of Oregon are employees of Western Oregon University and must
comply with WOU rules and regulations at all times. Substitutes must also adhere to
all rules set forth by the Office of Child Care as it relates to the designated child care
facility they are serving. Please see the CCSO Policy and Procedure Handbook and
the WOU Policies and Procedures for more information

@
Oregon Department of Western Oregon
Early Learning /) UNIVERSITY
and Care The Research Institute
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Program Eligibility

Child Care Substitutes of Oregon services are available to:
e Registered Family Child Care

Certified Family Child Care

Certified Center Child Care

Certified School-Age Child Care

Outdoor Nature-Based Child Care

Child care programs that may not qualify to receive subsidized substitute services
include:

e License-exempt providers

e HeadStart

e Programsthat have access to the K-12 substitute system

To participate in CCSO, eligible programs must:
e Belisted and in “Active” status in Find Child Care Oregon
e Have anon-expired license that is not suspended or revoked, or on
probationary status
e Complete CCSO Enrollment and Consent Form

In order to remain eligible and in good standing with CCSO, programs must:
e Follow CCSO requirements, including:
o Complete the Orientation Checklist with each new substitute in the
program
o CCSO’s non-discrimination policy
e Remainin compliance with Oregon’s Licensing rules and requirements
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Subsidized Hours and Private Pay

Child Care Substitutes of Oregon provides eligible child care programs with 50
hours of subsidized substitute services per calendar year. The 50 subsidized hours
are renewed on January 1st every year. Any hours that were not used in the
previous year do not carry over to the next year. These hours will be available for
programs to use for one year. Programs cannot use subsidized hours for CCSO
substitutes who are already employed by the program. This also applies to Program
management.

Child Care Substitutes of Oregon is working on developing a private pay option for
programs to purchase additional hours. Once private pay becomes available,
programs that use up their subsidized hours will be able to purchase substitute
hours if they wish to use the CCSO program.
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Substitute Overview

When selecting a substitute, their CCSO position type will be available to view.
Reference the chart on the next page to ensure you are hiring the right substitute for
your program and your coverage needs.

Note who needs to be within sight or sound, who needs to be within sight and sound, and
who is not required to be directly supervised and can be alone with children.

Equivalent OCC
CCSO Position Defined Child Care Qualifications Supervision Required
Type Position Types
Lead Substitute e Program Leader | CCSO guaranteed Do not need to be
($23 base) Assistant program ready directly supervised
Program Leader
Teacher Actively enrolled in | Can be alone with
Substitute CBR children
Provider
e Assistant | &Il | Teacher-qualified
o Aidel & Il based on Rules for
Support Certified Child Care
Centers
Support Assistant CCSO guaranteed Must be within sight or
Substitute Program Leader | program ready sound of a provider or
($21 base) Assistant | qualified staff member
Aide | May be conditionally | at all times
Support enrolledinthe CBR | Or
Must be within sight
and sound of a qualified
staff memberina
certified center.
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Safety

Transportation is Not an Included Service

Safety is the top priority for Child Care Substitutes of Oregon and Western Oregon
University. This means that the liability and responsibility of driving children in care is not
something substitutes are allowed to take on.

Substitutes are not authorized to drive any motorized vehicle to transport children or run
errands while under any circumstances while working any shift representing Child Care
Substitutes of Oregon and Western Oregon University.

Inclement Weather

Substitute educators are required to follow their Local School District's Inclement
Weather notice. This means CCSO will delay or cancel coverage wherever a local School
District delays or cancels school. This process is in place to support substitute educator
safety in the case of inclement weather.

When aregion is experiencing inclement or extreme weather conditions, substitute
educator should:
e Consult their local school district's website and/or social media to determine
whether or not school will be delayed or canceled.
o If adelay or cancellation is announced, contact the program and alert the
supervisor.
m If asubstitute educator emails the program, they should copy their
supervisor on the email.
m If the substitute calls or tests the program, they should ensure they still
contact their supervisor.
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Subpool System (FCCO)

Find Child Care Oregon (FCCO) is the system that CCSO uses to connect substitutes
with child care programs.

Work Life Systems develops, operates and maintains the Find Child Care Oregon
Website.

Some system emails that you may receive will be sent from a Work Life Systems email
account (support@worklifesystems.com) include.

e Two-Step Authentication Code
e Password Request
e Notifications for posted jobs, Assigned Jobs, and Submitted Time Card

Upon completing the CCSO Program Enrollment and Consent Form, you will receive an

email from support@worklifesystems.com.

Update Your Find Child Care Oregon Provider Portal Profile! (B0 o « e B
o Find Child Care Oregon NS0 AMDminses sgel  fr

Diear Vialeria,

Hella,

I i e Bo review and updale your program informalion in FCCO.

Pleags ba surd o chocss your referal siatus, IF your program s opan for refarals, femiles sl sae your inlormation in FOCOD Updates made on ha FLCD databasas
are used by CCRARS and 211info.

Clicking The link balgw will lake you to FCCO, Your login information will bo entered on the wabsile 1o stam your update
Do you need help? Email or call us ai tha information isted at the bottom of this amail.

Hola,

Es momanbo de fevissd i aclualizar b informacadn de su programa an FCCD,

Asegirese de elagir su astade da rmlerenca, 5i su programa asta abiero a recibir referencias, las familas varan su informacidn en FCCD, DCRARS y 217info uilican
las actualizaciones realizadas en la base de datos FOCO.

Al hacar cic en o enlace a coninuaciin, esle o levand 8 FOCO. Su informacidin de inicio de sesidn s ingresard an ol sitko web para iniciar su aciuslizackin

iNacesias ayuda? Enwiancs un cormeo alacindnico o ldmanas a la informacicén qua astd al final do este cormeo.

I Cilick barg 1o kogin to your account!

Find Child Care

OREGON

Click here to login to your account!
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Logging in:

1. Click onthe “Login” link at the bottom of the email.

o If using a phone or tablet, copy the link and open it in your preferred browser
(Chrome, Firefox etc)

2. Your email address and password will automatically fill in. Click “Login”.

3. Ifitisthe first time you are logging in on a device or first time using a certain wifi:
o An authentication code will be sent to you email address
o Retrieve the code from your email and enter it in the login screen

Please Enter Your Information

Email Address

Password

Reguest P

Two Factor Authenticapon Code (Edsmal

9 Mo Reply <support @worklifesysighhs coms

WorklLife Systems Alert 497423 |5 your ogin code

If you didn't make this request, please contact Find Chikd Care Oregon at focoiffwou edu.

4. Once you have logged into the system for the first time and completed your account
profile, you can update your password and log into your substitute account without the

login email using this URL: https://stage.worklifesystems.com/program/34

5. If you need the login email sent an additional time, you can reach out to your
supervisor and they will be able to send you a new one.
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Using FCCO
FCCO is where you will:

Post ajob

Review and select a substitute

Cancel ajob

Review time card

Check program subsidized hour balance

Access our detailed FCCO “How To” document title FCCO Subpool System - Program
User Guide for more detailed instructions. Find the document on the CCSO Portal:

https://childcaresubsor.org/ccso-portal/
Password: resources4CCSQO!

Note about choosing a substitute:
If multiple substitutes apply for your position, you will need to accept one as soon as
possible so the other substitutes can apply for other jobs in the system.

If you have a preferred substitute you are waiting to apply, please do not keep other
substitutes “pending” if you do not plan to use them. Please “reject” the other substitutes
so they can apply for other jobs in the system.

Part-time substitutes may work a maximum of 72 hours per month, averaging about 18
hours a week. If you request more hours than 18 per week, you will need to use either a
full-time substitute if available, or multiple part-time substitutes.

Note about posting jobs:

Shifts that are 4 hours or longer have a higher rate of success at getting filled.

If you only need a substitute for a 90 minute doctors appointment, consider posting a 4
hour shift and using part of the time as Orientation time to ensure the substitute is
prepared for the children and use part of the extra time to run errands, clean other parts
of the facility, catch up on program paperwork, lesson plan, or give children in care more
one on one attention.
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Shifts not filled through CCSO’s Subpool system are not eligible for subsidized hours.
Shifts that are filled and worked outside of the CCSQO’s system will be the program’s
responsibility to pay for. CCSO is not responsible for work substitutes complete outside
of the CCSO Subpool system.

Closures

Child Care Substitutes of Oregon follows the Western Oregon University Holiday
calendar. CCSO is closed when the WOU campus is closed. Please make sure to make
note of these non-work days on the WOU Calendar.
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Licensing Compliance

Link CCSO Substitute to a Child Care Facility
When a program has advanced notice that a substitute will be needed:
e Confirm the full name and CBR number of the incoming substitute in FCCO.
e Complete the Child Care Facility: Staff Update Form.
o Check the box at the bottom of the form to get it returned via email when the
linking process is complete.
e Email completed form to OCC OCC.CustomerService@ode.oregon.gov
e Child Care Facility: Staff Update Form will be returned via email and CBR
facility-specific confirmation will be sent by mail.
o File both documents in personnel files for review when needed.

Process for when a program utilizes a substitute from CCSO on short notice:

e Programdirector or provider must call OCC at 1-800-556-6616 to request an
individual is linked to their child care program. For a successful and quick process,
be prepared to provide the following:

o The facility number the substitute needs to be linked to

o Individual's first and last names (have correct spelling handy)

o Specific information that clearly identifies the correct individual (Examples:
CBR number, date of birth, etc.)

o Request the individual be added as a substitute

o Document the specifics of the call to OCC: Date, time, staff spoke to, etc. The
documented call should be filed in personnel records for review as needed.

e When the CBR confirmation letter arrives by mail, file this with your personnel
records.

Licensing Visit when a CCSO Substitute is Working in a Program

During a licensing visit, Licensing Specialists will check for several things including:

e Staffinthe program are enrolled in the CBR.
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o The Licensing Specialist provides the Provider or Director with an
opportunity to make changes to staff linked to their program.
o If the Licensing Specialist learns of staff on site not linked to the program,
they will confirm that the individual is enrolled in the CBR.
o CCSO substitutes will also be linked to RA 4109.
o Licensing Specialists can link staff enrolled in the CBR to a program during or
after the visit.
e Substitute profile in FCCO contains proof of:
o Infant/Child CPR & First Aid Certification
o Food Handlers Permit
o Completion of Safety Sets
o Adequate, ORO approves, up to date professional development hours
e Proof of completed Orientation Checklist
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Welcoming a Substitute

Notify Children and Families

Be sure to notify children and families that your program will have a special guest in the
facility so they aren’t surprised. Some ways of notifying them include:
e Talking with children about the substitute as a special visitor so the caregiver can
support children and answer questions as needed.
e Put up aflyer announcing the substitutes anticipated days and times by the front
door, classroom door, or by the sign in or out area.
e Send home a letter to families ahead of time.
e Announce the substitutes arrival in a newsletter.

Resources
CCSO has created resources to support programs communicating with families.
Access templates and flyers on our CCSO Portal:

e https://childcaresubsor.org/

e Password: resources4CCSO!

If the Substitute will be alone in the facility during their shift:
In cases that the substitute will be left alone in the facility, where they are takingon a
Director or Provider role, additional orientation and support is needed.
e A Lead Substitute Program Operations Support form must be filled out and
returned emailed to the substitute at least 48 hours prior to the start of the shift.
e If thereis adequate time, the substitute may request a “Meet and Greet”
opportunity either in person or virtually in order to ask questions and ensure they
are prepared to take on Director or Provider level responsibilities at the facility.

Day of the shift:
When the substitute arrives:
e Someone from the program should be ready to greet them.
e The substitute will be wearing a WOU picture ID.
e Set time aside to conduct the Orientation Checklist (in the Portal) and sign it.
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@)

The Orientation Checklist is a crucial part of setting the substitute and
children up for success. Please give this adequate time and attention.

The Orientation Checklist is available on the CCSO Portal as both a fillable
pdf and as a Qualtrics form for your convenience.

Keep the signed Orientation Checklist for your records, licensing will want to
see if they visit during the substitute’s shift.

CCSO may ask toreview it at a later date.

e Take note of when the substitute:

@)

@)

@)

Arrived for their shift,
Is given breaks, and
Leave for the day.

After the shift:
e lLogintoFCCO

@)

@)

Confirm the substitute’s hours when you close the job out
Add any comments to alert the supervisor if more or fewer hours were
worked than originally scheduled for the shift.

m Note: If you send a substitute home early, the full requested hours are
still removed from the program as CCSO must still pay the substitute
for the shift hours agreed to.

Add any comments to share feedback regarding your substitute’s
performance. We value both praise and constructive feedback as tools to
help us support our substitute educators’ continued growth.

Post your next job!
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Shift Requirements and Expectations

Breaks

Rest breaks and meal breaks will be provided according to the Bureau of Labor and
Industries (BOLI).

Shift Length 10 Min. Rest Breaks 30 Min. Meal Break
(Paid) (Unpaid)

2 hours or less 0 0]

2 hours 1 minute - 1 0]

5 hours 59 minutes

6 hours 1 1

6 hours 1 minute - 10 2 1

hours

10 hours 1 minute - 3 1

13 hours 59 minutes

14 hours 4 2

Center based programs:

Breaks will be provided according to the table in the policy of this document. If the
program allows rest breaks to be longer, the program may allow the substitute to take a
break that is the same length of time as the other employees. For example, if permanent
program staff take 15-minute rest breaks, the substitute may be allowed to take a
15-minute rest break.

Home based programs:

If providers have the capacity to do so without imposing undue hardship on their
program or being out of compliance, they will provide the substitute with break times
according to the procedure that center-based programs will follow. Substitutes should
not take shifts in home-based programs if they are unable to work through a meal period.

In cases where substitutes work in home-based programs:
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e Providers will ensure that there will be a time when the substitute will be relieved
of at least some of their regular duties. This means that the substitute must be
provided adequate time to consume a meal, rest and use the restroom. This can be
in place of the unpaid meal time, where an employee would be relieved of all duties.

Additional Break Needs:

If a substitute needs additional accommodations related to frequency, length, or location
of breaks (for example a breast feeding parent needing to express milk) the substitutes
will get the approval from CCSO to support in program accommodations.
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Cancellations or Adjustments to Shifts

24 Hour Notice
If a provider needs to cancel a shift after a substitute has already been assigned:
e Providers must give a minimum of 24 hours before the shift begins. Providers must
notify the CCSO team, and the substitute and give them the opportunity to apply
for an alternate shift.

If a provider needs to make a change to a shift, like adding or reducing hours, after a
substitute has already been assigned:
e Providers must give a minimum of 24 hours before the shift begins so the
substitute has the opportunity to:
o Adjust commute plans if they need to arrive earlier than planned or stay later
than anticipated
o Decide to accept or decline the changes depending on whether they can
accommodate the change
m Potentially offer to work only the originally proposed hours in case that
is still helpful to the program
o Decline the newly proposed shift and allow the program to look for an
alternate substitute.

Process for Emergency (Less than 24 Hour) Cancellations

If the cancellation does not meet the 24-hour deadline or the substitute is not notified
before the shift starts that the shift was reduced in hours or an adjustment was made, the
provider will be responsible and CCSO will deduct subsidized hours from the program'’s
balance.
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Non Discrimination Policy

CCSO'’s non-discrimination policy states that Child Care Substitutes of Oregon (CCSO)
does not and shall not discriminate based on race, color, religion, gender, gender
expression, age, national origin, disability, marital status, sexual orientation, or military
status, in any of its activities or operations. This means that our staff cannot serve in
programs that participate in discriminatory actions or speech.

CCSO has a non-discrimination response plan that will be implemented once a substitute
informs their supervisor of discrimination. Discrimination from a program towards a
substitute or other CCSO staff member could lead to a program losing access to CCSO
permanently.
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