
Family	&	Provider	Services	Programs	

COVID-19 EMERGENCY PROVIDER PAYMENT GUIDANCE & 
FREQUENTLY ASKED QUESTIONS 

On March 18, 2020, the California Department of Educa;on (CDE), Early Learning and Care Divi-
sion issued Management Bulle;n 20-04, and the County of Los Angeles issued emergency guid-
ance regarding aGendance and provider reimbursement during the current COVID-19 state 
emergency.   The guidance is not a permanent change to statute and regula;ons.  The guidance 
is applicable un;l June 30, 2020, unless it is rescinded sooner by CDE. The new policies are as 
follows: 

▪ EMERGENCY CLOSURE PAYMENT 

Providers who have closed their facili;es and are not providing services due to COVID-19 are 
eligible for up to 30 calendar days of reimbursement aSer the closure of their program.  The 
30 days begins on the first day the provider closed and stopped providing child care. 

▪ MISSING PARENT SIGNATURES 

If a family has leS the provider’s program without signing the aGendance record, Crystal 
Stairs may accept and reimburse the provider.  Providers should indicate on the parent sig-
nature line that the parent is not available to sign.  Do not sign for a parent. 

▪ PROVIDER UNABLE TO SUBMIT ATTENDANCE RECORDS 

Providers that are unable to submit an aGendance record for any reason should contact the 
Crystal Stairs, Inc. Claims Processing Unit at 323.421.1087 (English) or 323.421.2482 (Span-
ish), or via email at csiclaims@crystalstairs.org. Crystal Stairs will accept documents via fax, 
electronically by email, postal service or by using the drop-off boxes at our Wateridge and 
Long Beach offices. 

▪ PROVIDER REIMBURSEMENT FOR PROVIDERS WHO HAVE CLOSED 

Providers who have closed due to COVID-19 are eligible for up to 30 days reimbursement 
from the date they close. 
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Providers will be reimbursed using the most recent monthly aGendance record or invoice 
(PPR), except where otherwise provided below: 

o Providers who are closed due to COVID-19 and are not able to submit their 
monthly aGendance record or invoice (PPR) shall be reimbursed based on the 
child’s current cer;fied need and cer;ficate. 

o For children cer;fied with a set schedule, reimbursement shall be made for the 
maximum authorized hours of cer;fied need as reflected on the cer;ficate. 

o For children cer;fied with a variable/unpredictable schedule, reimbursement 
shall be made for the maximum authorized hours of cer;fied need as reflected 
on the cer;ficate. 

o For children with a license-exempt provider, reimbursement shall be made for 
the maximum authorized hours of cer;fied need as reflected on the cer;ficate. 

IMPORTANT: If you have closed your program and have not noRfied Crystal Stairs, Inc., 
please do so by immediately contacRng Provider Services by phone or email. 

▪ PROVIDERS REIMBURSEMENT FOR PROVIDERS WHO ARE REMAINING OPEN 

Providers must con;nue to document aGendance for those children s;ll aGending and sub-
mit aGendance record or invoice (PPR) per Crystal Stairs’ normal policies and ;meliness. 

Providers may submit aGendance records or invoice (PPR) without the parent signature if 
the parent is unavailable to sign due to COVID-19. 

Regardless of aGendance, providers will con;nue to be reimbursed for enrolled children 
who are not aGending due to COVID-19.  Reimbursement will be based on the child’s most 
current cer;fied need/cer;ficate.  Providers should con;nue to submit an aGendance 
record for absent children, notaRng that  the child is absent due to COVID-19.  This will help 
Crystal Stairs to process provider reimbursement without delay for these children. 

Reimbursement for all children (in aGendance or absent) will be made as follows: 

o For children cer;fied with a set schedule, reimbursement shall be made for the 
maximum authorized hours of cer;fied need as reflected on the cer;ficate. 

o For children cer;fied with a variable/unpredictable schedule, reimbursement 
shall be made on the maximum authorized hours of cer;fied need as reflected 
on the cer;ficate. 



o For children with a license-exempt provider, reimbursement shall be made for 
the maximum authorized hours of cer;fied need as reflected on the cer;ficate. 

FREQUENTLY ASKED QUESTIONS 

1. How do I record child absences? 
If you con;nue to be available to provide child care services to parents, but the child is 
absent from child care, you must record the absence on the aGendance record or invoice 
(PPR). 

2. Can I submit a blank aZendance record? 
You must indicate the reason why the aGendance record is blank—either child absence 
or your facility closure.  If you have closed your program and have not no;fied Crystal 
Stairs, please do so by immediately contac;ng Provider Services by phone or email.  You 
may submit your records electronically, including digital signatures to csiclaims@crystal-
stairs.org, via the Wateridge drop-off box, via the Long Beach drop-off box or to the 
Claims fax number (310) 337-5715. 

3. I cannot get the parent’s signature.  What should I do? 
If the parent is not able to sign the aGendance record or invoice (PPR), you may submit 
the forms without the parent’s signature.  Crystal Stairs will provide reimbursement 
without the parent’s signature during this ;me of emergency. 

4. Your office lobby is closed.  How can I submit my aZendance record or invoice? 
You may submit your records electronically, including digital signatures to 
csiclaims@crystalstairs.org, via the Wateridge drop-off box, via the Long Beach drop-off 
box or to the Claims fax number (310) 337-5715. 

5. I am closed.  Will I be paid?  What will happen if the parent chooses another provider 
while I am closed? 
As directed by the CDE, and CDSS, Crystal Stairs will provide emergency closure reim-
bursement for up to 30 calendar days of your closure.  The 30 days begin on the first day 
you are closed and have stopped providing childcare.  During your closure, if the parent 
con;nues to need child care and selects another provider, you will s;ll be reimbursed for 
the emergency closure for up to 30 days.  You must submit the aGendance record or in-
voice (PPR), nota;ng on the form that you have closed due to COVID-19. 

6. Will I be paid if I close for more than 30 days? 
Based on guidance from the State of California—CDE and CDSS, emergency closure re-
imbursement is limited to 30 days only. 

7. When will I be paid? 
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Reimbursements will con;nue based on the ;meline schedule indicated in the Provider 
Guidebook.  Please reference your Provider Guidebook for addi;onal informa;on. 

8. I am not able to submit my aZendance record or invoice.  What can I do to get paid? 
If you are not able to submit your aGendance record or invoice (PPR), please contact the 
Claims Processing Unit for addi;onal guidance.  Call 323.421.1087 (English) or 
323.421.2482 (Spanish) or email csiclaims@crystalstairs.org for further assistance. 

9. Are you sRll enrolling new providers? 
Crystal Stairs con;nues to process new provider agreements whenever a parent selects 
an eligible provider to provide child care services.  To ensure your agreement is pro-
cessed without delays, please be sure to submit all required documents, ensuring that 
all documents are complete and accurate. 

10. I am a licensed-exempt provider and I need help with compleRng the TrustLine 
process.  I cannot find a locaRon that is open.  What can I do? 
Contact Safran/MorphoTrust, USA at 1.800.315.4507 to locate an open Live Scan loca-
;on nearest to you and schedule an appointment to get your fingerprints scanned.

mailto:csiclaims@crystalstairs.org

