


Commonwealth of Kentucky

Cabinet for Health and Family Services (CHFS)

Department for Community Based Services (DCBS)

Division of Child Care (DCC)

Kentucky Integrated Child Care System (KICCS) STARS Portal Access Agreement

Form and Online Request Instructions

General Procedure

· Step 1:  Print this form.  
· Step 2:  Follow the instructions available on the Portal Launch at https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx site to create a citizen account thru the Kentucky Online Gateway.  If you have an existing citizen account, complete this form and contact your STARS administrator.  If you need help completing the online request, contact the KICCS HelpDesk (502) 564-0104, option 6 or toll free at 866-231-0003 Option 6.
· Step 3:  Complete ALL applicable fields on this form.  Handwritten information must be legible.  Access will not be granted if the user information is incomplete or illegible when the form is submitted.

· Step 4:  This completed form and a copy of your University of Kentucky issued employee photo ID must be sent by fax to 502-564-3464 or e-mail to portal.access@ky.gov.  In the subject line type ATTN: STARS Portal Administrator.

IMPORTANT:  Please enlarge and lighten your ID before faxing it to make the image easier to read.

For questions or assistance, please call the help desk at (502) 564-0104, option 6 or toll free at 866-231-0003 Option 6.
If you prefer, you may mail these documents to:  Division of Child Care, 275 E. Main St, 3C-F, Frankfort, KY  40621, ATTN: STARS Portal Administrator.
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This form must be completed and returned to access the KICCS/ STARS Portal Account. It must be completed in ink or typed. All information must be accurate and complete, and the form must contain the appropriate authorized signature(s). The completed form SHOULD BE submitted electronically for approval to CHFS at fax number – 502-564-3464 or emailed to: portal.access@ky.gov.  If you prefer, you may mail these documents to:  Division of Child Care, 275 E. Main St, 3C-F, Frankfort, KY  40621, ATTN: STARS Portal Administrator.

Section 1: User Information
Request Date: __________ University of Kentucky Employee ID No.______________________________    

First Name: __________________________ M.I. _____ Last Name:


Email used on KOG:_______________________________________________________________________
Primary Phone: (         )                                               ___        Secondary Phone: (___)

Enter name of the Head of Organization/Owner: ___Quality Enhancement Initiative (QEI)_
Organization Name: ___________________________________ Local Fax Number: ________________
Physical Mailing Address: 

City: ____________________State _____ Zip: __________________County:

Section 2: KICCS STARS Portal Account User Agreement
By accepting this user agreement, I acknowledge that I have been made aware of my responsibilities to protect the confidentiality of the information in the KICCS STARS Portal Account.  I am only permitted to use the KICCS STARS Portal Account for the purpose of authorized business actions in reviewing/submitting application documentation to the Division of Child Care/STARS for KIDS NOW program in Kentucky.  I acknowledge that I have been made aware that misuse of the information may potentially lead to penalties and/or system revocation.

As an authorized user, I agree to the following terms of use:

1. I agree to make only authorized use of any information in the KICCS STARS Portal Account.  I agree to not divulge the contents of any record except as permitted by state or federal law.

2. I agree to not share any user name or password information.  I acknowledge that I am responsible for any actions taken on the KICCS STARS Portal Account under my login name.

3. I agree not to access the information contained in the KICCS STARS Portal Account other than for authorized business actions.

4. I agree to terminate my access to the KICCS STARS Portal Account when my employment with the reporting entity ends or when my job responsibilities no longer require me to access KICCS STARS Portal Account information.

5. I agree to immediately report any misuse of the KICCS STARS Portal Account or violations of this agreement to the Department for Community Based Services or the CHFS IT Security Officer.
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Any misuse of the KICCS STARS Portal Account or its information may lead to temporary revocation of access privileges, permanent loss of access privileges or penalties under state and/or federal law.

Section 3: Authorization Signature for All Account Requestors
I attest to the best of my knowledge that the information provided above is true, accurate, and complete and that I have read and agree to the KICCS STARS Portal Account user agreement on page 1 of this document.
► ____________________________________________________________►_________________________

                    User signature here

     DATE

Your Printed Name (must be legible): 

















__
►_____________________________________________________________►_______________________
Your administrator signature here (if you are the QEI SUPERVISOR OR admin, sign here)
               DATE
Your Administrator Printed Name (must be legible): 













_
Section 4 is for the Division of Child Care staff only.  Do not write below this line.


Section 4: Authorization Signature(s) for STARS Administrators Only
I certify that the job duties of the user requires access to the program(s) requested and that the access complies with appropriate use as specified in the KICCS STARS Portal Account User Agreement. 
STARS Administrator:  ___________________________________

Date: 
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