
The Employee Experience

Reimbursable Care



Enhancements to our
reimbursable care offering

Help finding & securing reimbursable care 

when care is unavailable through 

Bright Horizons Back-Up Care network
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Reimbursable care

If Bright Horizons is unable to find a care option through our network, reservation will be changed to Care 
Reimbursement

Log in to Sittercity to 

• search for qualified caregivers 
OR
invite a caregiver from your network or group care facility through Sittercity's intuitive platform 

• Validate care and receive reimbursement
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Reimbursable care
Key steps in this guide
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• New request from Back-Up Care site

• First-time Sittercity users

• Existing Sittercity users / booking care

• Inviting a caregiver

• Validating care / requesting reimbursement



New Request from Back-Up Care Site



New request from Back-Up Care site
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1. Request Back-up 
Care

2. If Bright Horizons network options are not available, 
reservation will be changed to Care 

Reimbursement. Employee will either see the 
reimbursement option in the Care Options form, or 
receive an email regarding the update to their care 

request
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3. Review and approve terms; 
proceed to Sittercity



First-Time Sittercity Users



Sittercity process
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New user routes from Back-Up Care to Create a Sittercity 
account. Employee indicates they have a caregiver or need 
to find a caregiver and complete first time profile set-up & 

booking request.

This step is excluded for all subsequent visits. 
If employee does not have SSO but has an existing account, they 

can link that account through 
“Log in to activate your benefits”

If employee selects "I already have a caregiver" 
or has existing Sittercity SSO account then 

routes to Home Dashboard.



Posting a job
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Employee can use 
information from Back-
Up Care reservation to 

post a job

Employee sets 
hourly rate

Employee can add 
other

requirements

Employee can 
add 

care details
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Employee reviews job 
and publishes for sitters 

to apply



Existing Sittercity Users / Booking Care
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Posting a job
Request existing caregiver

Employee selects
‘Request a caregiver’ 
for their care session

Employee selects 
caregiver on Sittercity

Employee sends 
booking request  

to caregiver

Employee successfully 
sends the booking 

request 

Caregiver receives 
booking request to 
accept or decline
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Posting a job
Find new caregiver

Employee can use 
information from Back-Up 
Care reservation to post a 

job

Employee sets 
hourly rate

Employee can add 
other

requirements

Employee can 
add 

care details

Employee reviews job 
and publishes for sitters 

to apply
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Inviting a Caregiver or Group Care Center
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Adding your caregiver to Sittercity

Employee invites the caregiver or 
group care provider to join Sittercity 

via email

Employee submits 
booking request to 

invite

Employee receives 
confirmation with next steps



15

Caregiver / group care signup

Caregiver receives email to 
sign up

Caregiver completes 
account signup 

Caregiver provides 
location

Caregiver completes 
profile
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Caregiver / group care ID verification

Caregiver 
agrees to 
identity 

verification

Caregiver 
confirms 

country of ID

Caregiver uploads photo of ID Caregiver provides picture to confirm 
ID

Caregiver 
completes ID 

check
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Caregiver / group care manages booking

Caregiver receives 
booking request to 
accept or decline
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Caregiver views all 
bookings

Caregiver views booking 
details and cancels if 

necessary



Validating Care / Requesting Reimbursement



Employee requests reimbursement

Next steps refer employee to submit 
reimbursement request

on the Back-Up Care platform.

Within 10 days of the last day of care, 
employee navigates to Back-Up Care to 
request reimbursement.
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Caregiver or group care center receives email to 
complete confirmation.
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Caregiver / group care confirmation

Once care session has been completed, 
caregiver / group care center receives an 

email to confirm that the care has occurred

Caregiver / group care center selects ‘Confirm 
care’ from email and 

reviews the booking to indicate 
Confirm or Did Not Occur
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Once care is validated, 
reimbursement is processed. 

Employee receives an email 
from Chase payments 

confirming next steps and 
instructions to receive 

reimbursement via direct 
deposit within 10 business 

days.
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