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[bookmark: CHAP1]CHAPTER 1 – PROGRAM OVERVIEW 
This Chapter provides a general overview of the School Readiness Program. Primary areas of importance are covered in more detail in the Chapters that follow.
 
A. [bookmark: LegalAuth]LEGAL AUTHORITY AND PURPOSE  
The legal authority for the School Readiness program is found in Chapter 1002 of the Florida Statutes and Chapter 6M-4, Florida Administrative Code.

This Eligibility Manual provides operational policies and defines the structure and eligibility process of the subsidized childcare School Readiness (SR) program in accordance with federal and state guidelines.  Eligible families may obtain School Readiness services from legally operating childcare programs throughout their local communities who are contracted with the Early Learning Coalition of Escambia County.
  
B. [bookmark: ResourceRef] RESOURCE AND REFERRAL SERVICES
1. Child Care Resource and Referral (CCR&R) serves as the gateway for the public wanting information on childcare, early learning programs, afterschool programs and other community services and resources.
2. All new or prospective SR families should be directed to CCR&R services for assistance in their selection of an early learning childcare program.
3. CCR&R gives the parent the opportunity to understand the characteristics of quality childcare and access other possible community resources.

C. [bookmark: ParentChoice]PARENTAL CHOICE
1. Parents are required by federal and state law to be given a choice of childcare programs where their child can be placed.
2. Parents may choose from a list of legally operating childcare programs or school based child care programs that have signed a School Readiness Statewide Provider Contract with the local Coalition and meet health and safety requirements. The program types are:
a. Licensed childcare centers
b. License-exempt faith-based childcare centers
c. Licensed Family Child Care Homes
d. Registered Family Child Care Homes
e. Public Schools
f. Non-Public schools
g. Informal care (Family, Friends, Neighbors)
3. Legally operating child care centers and family child care homes are listed on the DCF website at: Public and Non-Public school https://caressearch.myflfamilies.com/PublicSearch offering Pre-K or Afterschool programs, should be listed on the Department of Education website at www.fldoe.org. In addition, CCR&R should also have a comprehensive list of child care programs.
4. Eligibility specialists must ensure that the childcare provider chosen by the parent is one who is contracted with the Coalition.
5. Parents or caregivers of “At Risk” children, under the supervision of the Department of Children and Families or designees, may only select childcare programs that have an approved Statewide Provider Contract with the Coalition to serve SR children.






D. [bookmark: Confidential]CONFIDENTIALITY
1. All identifying information regarding children and parents is to remain confidential.
Exception: Specific client information can be shared with authorized governmental agencies such as DCF or their designee, CareerSource Escarosa, Department of Financial Services (Public Assistance Fraud), or law enforcement.
2. Names of children, parents and providers are not to be discussed in open areas or in front of others.
3. Requests for child information from someone who is not the custodial parent/guardian, must be authorized by the legal parent/guardian in writing.

E. [bookmark: ClientRecords]CLIENT RECORDS 
1. All records of parent/children must be maintained for five years in a current and orderly condition and in the format selected by the local Coalition.   
a. A parent, guardian, or individual acting as a parent in the absence of a parent or guardian has the right to inspect and review the individual school readiness program record of his or her child and to obtain a copy of the record. 
b. School Readiness records may be released to:
· The Early Learning Coalition or its designees.
· CareerSource Escarosa or their designated auditors.
· Federal auditors from the United States Secretary of Education, the United States Secretary of Health and Human Services, and the Comptroller General of the United States.
· Appropriate parties in connection with an emergency if the information is necessary to protect the health or safety of the child enrollee or other individuals such as the Florida Department of Law Enforcement or the Department of Children and Families.
· The Auditor General in connection with his or her official functions.
· A court of competent jurisdiction in compliance with an order of that court in accordance with a lawfully issued subpoena.
· Parties to an interagency agreement among early learning coalitions, local governmental agencies, providers of school readiness programs, state agencies and the CareerSource Escarosa for the purpose of implementing the school readiness program.
· Any other requests for client information should be directed to the local coalition for handling.
c. Agencies, organizations, or individuals that access school readiness records in order to carry out their official functions must protect the data in a manner that does not permit the personal identification of a child enrolled in a school readiness program and his or her parents by persons other than those authorized to receive the records.

F. [bookmark: ParentAccess]PARENT ACCESS
1. Federal Regulations require that parents have unlimited access to their children, and to the childcare providers caring for their children, during normal hours of operation and whenever the children are in the care of the provider.
2. Parents must be advised of their right to access their children, either in person or by telephone.
3. Proof that the parent was advised is supported by the parent’s signature on the Family’s Rights and Responsibilities form for school readiness. This signed and dated document must be maintained in the parent/child’s eligibility files.
4. Child Care Providers shall be notified of this requirement through the Statewide Provider Contract for School Readiness Services.
5. Parental access and/or telephone contact must be available during normal hours of operation and whenever the children are in the care of the provider.
6. Sanctions may be imposed by the Coalition (such as non-payment for services or exclusion from services) for any SR childcare provider who fails to permit a parent the unlimited access as required by law.
G. [bookmark: EligibilityOverview]ELIGIBILITY OVERVIEW
1. [bookmark: EligibilityOverviewGen]GENERAL 
a. To be eligible for the School Readiness program, the following factors must all be present:
· Child must be eligible by age and citizenship or immigration status.
· Parent must be a parent by blood, marriage or adoption, a legal guardian or qualified person standing in loco parentis (e.g. foster parents). Person who stands in “loco parentis” means a responsible adult with whom the child lives, who is responsible for the day-to-day care and custody of the child when the child’s parent by blood, marriage, adoption or court order is not performing such duties.
· Family must have an identified purpose for care (e.g. be working, education, at-risk etc.). 
· In most cases, the family’s income must be at or below 150% of the federal poverty level 55% State Median Income (SMI) for School Readiness Program, 70% State Median Income (SMI) for School Readiness Match Program, or for Welfare Transition families 185% to enter the program. 
*NOTE: Some categories requiring referrals from other agencies are eligible at higher levels or
 regardless of income or employment.
b. Parents must meet all the requirements for eligibility prior to the provision of services.
c. All parents are financially responsible for any childcare service received prior to their approval for childcare benefits and after the childcare certificate has expired or ended.
d. Absolutely no payments will be made to a child care provider for a parent until the parent has met all eligibility requirements and been issued a Certificate of Eligibility by the Coalition and the Child Care Provider has been approved by the Coalition to provide School Readiness services and has a signed Statewide Provider contract with the Coalition.
e. Eligibility staff is responsible for advising parents of the requirements of the SR program and their responsibilities to maintain eligibility.

2. [bookmark: ParentElig]PARENT ELIGIBILITY
Each applicant must meet the definition of parent in paragraphs 6M-4.200 and submit government-issued ID and documentation of guardianship. The coalition shall keep a record of at least one of the following supporting documents to verify the parental relationship:
a. A copy of the child’s birth certificate, which includes the parent’s name or maiden name, if applicable.
b. A court order or other legal documentation that substantiates the adult’s relationship to the child(ren).
c. A valid DCF or Workforce Child Care Authorization Form that bears the name of the child and the parent.
d. Documentation the applicant is in receipt of relative caregiver payment or TANF benefits on behalf of the child.
e. An affidavit sworn to or affirmed by the child’s parent.
f. Official public or non-public school records.
g. An affidavit from a medical professional.

3. [bookmark: PurposeForCare]PURPOSE OF CARE
A family’s eligibility for school readiness services depends on an established purpose for care. A coalition must authorize services in accordance with the family’s purpose for care. During the authorization period the child shall be considered eligible and shall receive services at least at the same level, regardless of a change in family income remaining at or below 85% SMI or a temporary change in the ongoing status of the child’s parent as working or attending a job training or educational program. 

(a) A temporary change includes:
     1. Any time-limited absence from work for an employed parent due to reasons such as need to care for a family member or an illness.

2. Any interruption in work for a seasonal worker who is not working between regular industry work    seasons.
3. Any student holiday or break for a parent participating in training or education.
4. Any reduction in work, training, or education hours, as long as the parent is still working or attending training or education.
5. Any other cessation of work or attendance at a training or education program that does not exceed three (3) months.
6. Any change in age, including turning 13 years old during the eligibility period; and,
7. Any change in residency within the state.
(b) Twelve-month authorization period. The coalition shall authorize at-risk, Economically Disadvantaged, Special Needs children, and a parent who has an Intensive Service Account or an Individual Training Account under Section 445.009, F.S., for 12-months of childcare funding.

The purpose of care must be one or more of the following:
a. Employment. Documentation that shows a single parent is working at least 20 hours per week. For a two-parent working family, both parents must be employed or engaged in eligible work or education activities for a combined total of at least 40 hours per week. (Minimum of 20 hours per week).
b. Attending job seeking activities, job training, or educational program (20 hours per week or more).
c. Combination of employment, training or education of 20 hours per week or more. 
d. Disability. In order to be exempt from work requirements due to disability, a parent must submit documentation from a physician licensed under Chapter 458 or 459, F.S.,  or a disability award letter from the U.S. Social Security Administration. 
e. Protection. “At Risk” of abuse or neglect as documented by a referral from the Department of Children and Families or their designee. “At Risk” also includes children placed in “out of home” placements or with relatives participating in the Relative Caregiver Program.
f. Emergency: Declared natural disaster. Families who are displaced due to a declared natural disaster such as hurricanes etc.  This category will only be used when authorized through The Division of Early Learning and requires supervisor approval. 
 
4. [bookmark: ProgramElig] PROGRAM ELIGIBILITY
a. In most cases to enter the program and receive school readiness benefits, the family cannot have an annual gross income greater than at or below 55% State Median Income (SMI) for School Readiness Program, 70% State Median Income (SMI) for School Readiness Match Program, or                 for Welfare Transition families is 185% of the FPL.
b. Once the family is accepted into the program, they may continue to receive services as long as their household income does not exceed 85% of the State Median Income level.
c. Some categories of funding require a referral from CareerSource Escarosa, Department of Children and Families, Families First Network, the Homeless Coalition or Domestic Violence approved agency as authorization for services.












[bookmark: SRFundCategories]    5. SCHOOL READINESS FUNDING CATEGORIES
The following funding chart is a general outline of the basic eligibility funding categories and whether their eligibility is based on income or other criteria.
(For income eligible categories, once initial criteria are met, client’s income can go up to 85% of SMI.)
	

	Eligibility Title
	Billing Group
	Eligibility
	Definition

	 
	 
	 
	 

	TCA Not Working
	BG3
	TCAN
	Description: Child care for a child from a family that includes a parent (including an eligible TANF refugee), who is receiving temporary cash assistance (TCA) under chapter 414 F.S., and subject to the federal work requirements, who is not working but is involved in activities assigned by the referring agency. In two parent families, both parents must have a purpose for care as documented on the Child Care Authorization Form.
Applicable Purpose for Care: Education & Training (ET), Job Search (JS) or Work Activity (WA)
Work Requirements: Based on the federal work requirements activity assigned by the referring agency. 
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: Yes -- from Welfare Transition Program/local workforce board                                                                    
Income Eligible: Yes -- at or below 185 percent of Federal Poverty Level (Determined by DCF)
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are included in the TANF assistance group.
Countable Income: Countable unearned income from all household members who are included in the TANF assistance group. Employment income should not exist for this category. Exclude income earned by children including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Authorization Period: Based on Child Care Authorization Form - maximum is six months. 
Reference: 45 CFR §§98.44, 98.50; CCDF State Plan, Part 2.5; Section 1002.87(1)(a), F.S.; Rule 6M-4.200(2)(b), F.A.C.

	TCA Working
	BG3W
	TCAW
	Description: Childcare for a child from a family that includes a parent (including an eligible TANF refugee), who is employed and receiving temporary cash assistance under chapter 414 F.S., and subject to the federal work requirements. In two parent families, both parents must have a purpose for care as documented on the Child Care Authorization Form.
Applicable Purpose for Care: Employment (EM), Both Employment and Training and/or Education (TT)
Work Requirements: Based on the federal work requirements activity assigned by the referring agency. 
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: Yes -- from Welfare Transition Program/local workforce board                                                                        
Income Eligible: Yes -- at or below 185 percent of FPL (Determined by DCF)
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are included in the TANF assistance group.
Countable Income: Earned and countable unearned income from all household members who are included in the TANF assistance group. Exclude income earned by children including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Authorization Period: Based on Child Care Authorization Form - maximum is six months.
Reference: 45 CFR §§98.44, 98.50; CCDF State Plan Part 2.5; Section 1002.87(1)(a), F.S.; Rule 6M-4.200(2)(b), F.A.C.

	TCA Respite
	WRC
	RC1
	Description: Child care for a child from a family that includes a parent who is receiving temporary cash assistance (TCA) under chapter 414 F.S., and subject to the federal work requirements, who is not working but is involved in respite activities assigned by the referring agency. Participants may participate in an out-of-home residential treatment for alcoholism, drug addiction, alcohol abuse, or a mental health disorder, as certified by a physician licensed under chapter 458 or chapter 459, F.S., instead of a work activity while participating in treatment. The participant shall be required to comply with the course of treatment necessary for the individual to resume work activity participation. The treatment agency shall be required to notify the referring agency with an initial estimate of when the participant will have completed the course of treatment and be ready to resume full participation in the Welfare Transition Temporary Cash Assistance Program. Care may be provided for up to 24 hours per day. 
Applicable Purpose for Care: Respite Services (WR)
Work Requirements: Based on the federal work requirements activity assigned by the referring agency. 
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: Yes -- from Welfare Transition Program/DCF
Income Eligible: Yes -- at or below 185 percent of FPL (Determined by DCF)
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are included in the TANF assistance group.
Countable Income: Earned and countable unearned income from all household members who are included in the TANF assistance group. Exclude income earned by children including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Authorization Period: Based on a documented Child Care Authorization Form not to exceed 60 days
Reference: 45 CFR §§98.44, 98.50; CCDF State Plan, Part 2.5.; Section 1002.87(1)(a), F.S.; Rule 6M-4.200(2)(b), F.A.C.; Section 1002.89, F.S.

	At Risk Diversion
	BG1
	11D
	Description: Child care for a child who is in a diversion program provided by DCF/contractor and who is from a family that is actively participating and complying in DCF-prescribed activities.
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years 
Child Care Authorization Form: Yes -- from DCF or contracted community-based provider
Income Eligible: Eligibility is not dependent on income, but if available should be used to calculate parent fee.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.  
Countable Income: If available, count earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Authorization Period: 12 months.  
Reference: 45 CFR, §98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; Sections 1002.81(1)(b) and 1002.87(1)(b)(e), F.S.; 


	At Risk Homeless
	BG1
	HOME
	Description: Child care for a child from a family that is in the custody of a parent/guardian who is homeless as verified by a DCF designated-lead agency on homelessness and is participating with a DCF designated-lead agency's continuum of care services plan for homeless families.
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years 
Child Care Authorization Form: Yes -- from a DCF-Designated Lead Agency on homelessness   
Income Eligible: Eligibility is not dependent on income, but if available should be used to calculate parent fee.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Countable Income: If available, count earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Authorization Period: 12 months. 
Reference: 45 CFR, §§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections1002.81(1)(f) and 1002.87(1)(b)(e), F.S.; 

	At Risk Domestic Violence
	BG1
	FAM
	Description: Childcare for a child from a family that is in the custody of a parent who is a victim of domestic violence and who is residing in a certified domestic violence center.
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: Yes -- from a DCF-Certified Domestic Violence Center 
Income Eligible: Eligibility is not dependent on income, but if available should be used to calculate parent fee.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Countable Income: If available, count earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.              
Authorization Period: 12 months. 
Reference: 45 CFR §§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections 1002.81(1)(e), and 1002.87 (1)(b)(e), F.S.;

	At Risk In Home
	BG1
	11
	Description: Child care for a child from a family that is receiving in-home protective services and is under supervision by DCF/contracted provider for abuse, neglect, abandonment and/or exploitation.
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: Yes -- from DCF or contracted community-based provider
Income Eligible: Eligibility is not dependent on income, but if available should be used to calculate parent fee.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit. 
Countable Income: If available, count earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Authorization Period: 12 months. 
Reference: 45 CFR, §§ Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections1002.81(1)(c) & 1002.87 (1)(b)(e), F.S.; 

	At Risk Foster Care
	BG1
	13
	Description: Child care for a child in foster care protective services under supervision by DCF/contracted provider for abuse, neglect, abandonment, or exploitation.
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: Yes -- from DCF or contracted community-based provider
Income Eligible: Eligibility is not dependent on income, but if available should be used to calculate parent fee.
Household Size: Related child(ren) on the Child Care Authorization Form only
Countable Income: If available, count child(ren)'s income only
Authorization Period: 12 months. 
Reference: 45 CFR §§§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections1002.81(1)(c), and 1002.87 (1)(b)(e), F.S., 

	At Risk Out of Home
	BG1
	14R
	
Description: Child care for a child placed in court-ordered custody of a relative/non-relative by DCF/contracted provider and receiving out-of-home protective services.
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization: Yes -- from DCF or contracted community-based provider
Income Eligible: Eligibility is not dependent on income, but if available should be used to calculate parent fee.
Household Size: Related child(ren) on the Child Care Authorization only
Countable Income: If available, count child(ren)'s income only
Authorization Period: 12 months. 
Reference: 45 CFR §§§98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections 1002.81(1)(d), and 1002.87(1)(b)(e), F.S.; 

	Protective Invest In Home
	BG1
	IN
	Description: Child care for a child from a family who has been referred for investigation by DCF/contracted provider for abuse, neglect, abandonment and/or exploitation. Child remains in the home with the alleged perpetrator. 
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization: Yes -- from DCF or contracted community-based provider 
Countable Income: If available, count all earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit and authorized eligibility by the referring agency. 
Income Eligible: Eligibility not dependent on income, but if available should be used to calculate parent fee.
Authorization Period: 12 months. 
Reference: 45 CFR §§§98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections1002.81(1)(a) & 1002.87 (1)(b)(e), F.S.; 65C-29.003(9), F.A.C.

	Protective Invest Out Home
	BG1
	OUT
	Description: Childcare for a child from a family who has been referred for investigation by DCF/contracted provider for abuse, neglect, abandonment and/or exploitation. Child has been removed from the alleged perpetrator's home where the investigation is being conducted.
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization: Yes -- from DCF or contracted community-based provider 
Countable Income: If available, count child(ren)'s income only
Household Size: Related child(ren) on the Child Care Authorization only
Income Eligible: Eligibility not dependent on income, but if available should be used to calculate parent fee.
Authorization Period: 12 months. 
Reference: 45 CFR, §§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections1002.81(1)(a) & 1002.87 (1)(b)(e), F.S.; 65C-29.003(9), F.A.C.


	At Risk RCG/GAP
	BG3R
	RCG/GAP
	Description: Childcare for a child who is a recipient of the Relative Caregiver payment or Guardianship Assistance payment and determined to be a court ordered dependent by a Florida court and placed in a relative's home by the DCF/contracted provider. 
Applicable Purpose for Care: Child Protection (CP)
Work Requirements: N/A
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization: No -- verification of current RCG payment or GAP payment is required 
Countable Income: If available, count child(ren)'s income only
Household Size: Related child(ren) only
Income Eligible: Eligibility not dependent on income, but if available use to calculate parent fee.
Authorization Period: 12 months or less
Reference: 45 CFR, §§§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections 1002.81(1)(d) & 1002.87 (1)(b)(e), Sections 39.6225 F.S. F.S. 

	Economically Disadvantage
	BG8
	ECON
	Description: Childcare for a child from a family that is economically disadvantaged including, but not limited to, a working migratory family that is economically disadvantaged as defined by 34 CFR s. 200.81(d) or (f) or an agricultural worker who is employed by more than one agricultural employer during the course of a year, and whose income varies according to weather conditions and market stability. 
Applicable Purpose for Care: Employment (EM), Education & Training (ET), Both Employment and Training and/or Education (TT), Migrant Employed (ME) or Disability (DI) 
Work Requirements: In a one parent family, the parent must be employed at least 20 hours per week or engaged in eligible educational activities unless exempt from work requirements due to age or disability. In two parent families, both parents must be working a combined total of 40 hours per week or engaged in eligible education activities unless exempt from work requirements due to age or disability. Parent(s) with whom the child resides can be exempt from work requirements due to age or disability, as determined and documented by a physician licensed under chapter 458 or chapter 459, F.S.
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: No 
Countable Income: Earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Income Eligible: Yes-- at or below 150 percent of FPL for entry into program, at or below 85 percent SMI  for continued eligibility; if 85 percent of State Median Income (SMI) is less than percent of FPL, 85 percent SMI is the income threshold for eligibility. Yes-at or below 55% of State Medium Income (SMI) and at or below 85 percent SMI for continued eligibility. A graduated phase-out may be implemented at the end of the 12-month eligibility period if income is greater than 150 percent of FPL but less than 85 percent of SMI.
Authorization Period: 12 months.
Reference: 45 CFR. §§§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections 1002.81(7) & 1002.87(1)(c)(f), F.S.


	Economically Disadvantage
	BG8
	SRMT
	Description: Childcare for a child from a family that is economically disadvantaged including, but not limited to, a working migratory family that is economically disadvantaged as defined by 34 CFR s. 200.81(d) or (f) or an agricultural worker who is employed by more than one agricultural employer during the course of a year, and whose income varies according to weather conditions and market stability. 
Applicable Purpose for Care: Employment (EM), Education & Training (ET), Both Employment and Training and/or Education (TT), Migrant Employed (ME) or Disability (DI) 
Work Requirements: In a one parent family, the parent must be employed at least 20 hours per week or engaged in eligible educational activities unless exempt from work requirements due to age or disability. In two parent families, both parents must be working a combined total of 40 hours per week or engaged in eligible education activities unless exempt from work requirements due to age or disability. Parent(s) with whom the child resides can be exempt from work requirements due to age or disability, as determined and documented by a physician licensed under chapter 458 or chapter 459, F.S.
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: No 
Countable Income: Earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Income Eligible: Yes-- at or below 70% of State Medium Income (SMI) and at or below 85 percent SMI for continued eligibility. if 85 percent of State Median Income (SMI) is less than 150 percent of FPL, 70 percent SMI is the income threshold for eligibility.  A graduated phase-out may be implemented at the end of the 12-month eligibility period if income is less than 85 percent of SMI. A graduated phase-out may be implemented at the end of the 12-month eligibility period if income is greater than 150 percent of FPL but less than 85 percent of SMI.
Authorization Period: 12 months.


	TCA Applicant
	BG3AP
	APP
	Description: Temporary childcare for a child from a family that is economically disadvantaged who has applied for TCA, including an up-front diversion payment in order to seek employment.
Applicable Purpose for Care: Employment (EM), Education & Training (ET), Employment and Education and/or Training (TT), Job Search (JS) or Work Activity (WA)
Work Requirements: Based on the federal work requirements activity assigned by the referring agency. 
Child Age Requirements: Birth to younger than 13 years.
Child Care Authorization Form: Yes -- Welfare Transition Program/local workforce board 
Countable Income: Earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Income Eligible: Yes-- at or below 150 percent of FPL for entry into program, at or below 200 percent of the FPL for continued eligibility.
Authorization Period: One 30-day period.
Reference: 45 CFR. §§§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections 1002.81(7) & 1002.87(1)(c)(f), F.S.; Section 1002.89, F.S.


	TANF Child Only
	BG3
	28A
	Description: Childcare for a child who is recipient of temporary cash assistance as a TANF “child only case” who has been placed with a relative permanently or on a short-term basis. Must have documentation from the DCF showing TANF amount with the recipient's name. Guardian(s) must meet the purpose for care requirements.
Applicable Purpose for Care: Employment (EM), Education & Training (ET), Both Employment and Training and/or Education (TT) or Disability (DI) 
Work Requirements: Guardian(s) must be working or engaged in eligible education/training activities at least 20 hours per week or may be exempt from work requirements due to age or disability, as determined and documented by a physician licensed under chapter 458 or chapter 459, F.S.
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: No (verification of TANF child only payment needed) 
Countable Income: Child(ren) income only
Household Size: Child(ren) only
Income Eligible: Yes-- child's income at or below 150 percent of FPL for entry into program, at or below 200 percent of the FPL for continued eligibility.
Authorization Period: 12 months or less
Reference: 45 CFR §§§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Sections 1002.81(7) & 1002.87(1)(c)(f), F.S.; 

	Transitional Child Care
	BG5
	TCC
	Description: Childcare for a child from a family that includes a parent or parents who transition from a workforce program into employment as described in Section 445.032, F.S. In two parent families, both parents must have a purpose for care as documented on the Child Care Authorization Form.
Applicable Purpose for Care: Employment (EM), Both Employment and Training and/or Education (TT).
Work Requirements: Employment or Both Employment and Education and/or Training based on documented Child Care Authorization Form.
Child Age Requirements: Birth to younger than 13 years 
Child Care Authorization Form: Yes -- Welfare Transition Program/local workforce board
Countable Income: Earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Income Eligible: Yes -- at or below 200 percent of FPL for initial entry and continued eligibility.
Authorization Period: 12 months or less.
Reference:  45 CFR §§§ 98.20(a)(1)(ii), 98.44, 98.50; CCDF State Plan, Part 2.5; Section 1002.81(7) & 1002.87(1)(d), F.S.; 

	Special Needs 
	CF
	SN
	Description: Childcare for a child, who has special needs, has been determined eligible as a student with a disability, has a current individual education plan with a Florida school district, and is not younger than 3 years of age. A special needs child eligible under this billing group remains eligible until the child is eligible for admission to kindergarten in a public school under Section 1003.21(1)(a)2, F.S. Allocation requires office approval.
Applicable Purpose for Care: Special Needs (SN)
Work Requirements: N/A
Child Age Requirements: 3 years of age through admission to kindergarten 
Child Care Authorization Form: No - IEP needed from local school district
Countable Income: Earned and countable unearned income from all household members who are a part of the family unit. Exclude income earned by children, including a concurrently enrolled high school student who has attained 18 years or a concurrently enrolled student with a disability who has attained 22 years.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Income Eligible: No
Authorization Period: 12 months.
Reference:  Section 1002.87(1)(h) and 1003.21(1)(a)2, F.S. 

	
SR-PLUS

	BG
	SRPLS
	Description: Childcare for a child already receiving SR services and has recently excited the SR Program due to the family income exceeding 85% of the State Median Income (SMI). A child is eligible for the SR Plus Program if the family income is between eighty-five (85%) percent and one hundred (100%) percent, inclusive, of the state median income.
Applicable Purpose for Care: Employment (EM), Education & Training (ET), Both Employment and Training and/or Education (TT), Migrant Employed (ME) or Disability (DI) 
Work Requirements: In a one parent family, the parent must be employed at least 20 hours per week or engaged in eligible educational activities unless exempt from work requirements due to age or disability. In two parent families, both parents must be working a combined total of 40 hours per week or engaged in eligible education activities unless exempt from work requirements due to age or disability. Parent(s) with whom the child resides can be exempt from work requirements due to age or disability, as determined and documented by a physician licensed under chapter 458 or chapter 459, F.S.
Child Age Requirements: Birth to younger than 13 years
Child Care Authorization Form: No
Countable Income: Earned and countable unearned income from all household members who are a part of the family unit.
Household Size: All children younger than 18 years and household members who are 18 years of age or older who are currently residing in the same dwelling unit.
Income Eligible: Yes- Income above 85% of the State Median Income (SMI) and at or below 100% of the SMI.
Authorization Period: 12 months
Reference: section 1002.935, Florida Statutes (F.S.).























[bookmark: ChAP2]CHAPTER 2 – ELIGIBILITY PRIORITIES AND FAMILY SERVICE PORTAL 

[bookmark: PriorityChild]A.  PRIORITY OF CHILDREN’S ELIGIBILITY 
Eligibility staff must be aware of the order of eligibility priorities for children and families seeking school readiness services. A coalition must assign priority and enroll children from the wait list in the following order:

1. Children in families receiving Temporary Cash Assistance and are subject to Federal work participation requirements who are younger than 13 years of age. Children younger than 13 years of age who parent is receiving temporary cash assistance and who is subject to the federal work requirements or a parent who has an Intensive Service Account or an Individual Training Account. 

2. Children at-risk who are served by the Family Safety Program Office of the Department of Children and Family Services and are younger than 9 years of age.

3. Children at-risk who are served by the Family Safety Program Office of the Department of Children and Family Services who are at least 9 years of age but younger than 13 years of age.

4. Children from birth to school entry whose parent transitions from the work program (TANF) into employment.

5. Children younger than 13 years of age whose parent transitions from the work program (TANF) into employment.

6. Children from birth to school entry from a working family who are Economically Disadvantaged. Which also may include such child’s eligible siblings, beginning with the school year in which the sibling is eligible for admission to kindergarten in a public school until the beginning of the school year in which the sibling is eligible to begin the six grade, provided that the first priority for funding an eligible sibling is local revenues available to a coalition for funding direct services.

7. Children younger than 13 years of age from a working family that is Economically Disadvantaged that has no priority 6 siblings whose sibling is enrolled in the School Readiness program.

8. Children with special needs and has a current IEP with a Florida school district who is three years of age to school entry.

9. Child who otherwise meets one of the above eligibility criteria but who is enrolled concurrently in the federal Head Start program and the Voluntary Prekindergarten Education program.
   
Parents in Priority 1 and 2 (CareerSource Escarosa and At-Risk Children) are served first and families must not be placed on the waitlist. Families in other eligibility groups seeking services will be served in the order of their priority as funds are available. 


[bookmark: FamilyServicesPortal]B. FAMILY SERVICES PORTAL
1. [bookmark: FamServicesPortalGen]GENERAL
a. All individuals wishing to receive School Readiness services must apply through the single point of entry provided by The Division of Early Learning currently at the website. https://familyservices.floridaearlylearning.com
b. To assist parents, the Coalition must provide a link to the Family Portal on their local websites.
c. Staff will review all potentially eligible applications and update parent information, as needed.
d. Temporary Cash Assistance (TCA) parents who are referred for services through CareerSource Escarosa, or parents referred by the Department of Children and Families (DCF) or designees, are not subject to the waiting list and must be offered services within ten (10) calendar days, if funding is available.

 
2. [bookmark: PrequalQuestions]PREQUALIFICATION QUESTIONS AND THE APPLICATION PROCESS
a. Prequalification Questions
· Individuals wishing to participate in the School Readiness program shall submit a prequalification questionnaire, file an application if appropriate, and provide requested documentation.
· The prequalification questions can be found on the single point of entry website at https://familyservices.floridaearlylearning.com
· If the prequalification results indicate that the family may be potentially eligible, the family will be directed to complete an application.
· If the prequalification results indicate that the family may not be eligible, the family shall be directed to contact the coalition to receive Child Care Resource and Referral services.
b. The Application Process
· For School Readiness Services, the preliminary determination for eligibility must review the family’s statement of income, family size, type of service requested, whether the child or parent is disabled, their eligibility priority and the need for care.
· If potential eligibility is determined for school readiness services and funding is available, coalition staff shall conduct an eligibility determination pursuant to Section 1002.87, F.S, and subsection 6M-4.200.
· If potential eligibility is determined for school readiness services and funding is not available, the parent and the identified children are placed on the waiting list based on the date the application was approved of the submitted application, the potential eligibility, and priority category.
· Following the preliminary screening, the parent is notified via email whether they are potentially eligible based on the parent’s declaration.
· Parents deemed to be ineligible for services will be advised of the reason for the ineligibility via email.
· Parents will be informed via email that to maintain their place on the wait list, they must inform the Coalition of any changes to their address, telephone number or employment and make contact at least every six (6) months to revalidate their application.
· Parents and children may also be referred to other services which may be appropriate for their needs.
· Parents must submit at least one document to complete the application process. The document may be a current pay stub, a verification of employment statement, written statement from employer, school enrollment or class registration, or documentation of a temporary or permanent disability.
· Prior to the eligibility determination and enrollment, new applicants shall submit required documentation within 30 calendar days from the date on the funding notification.


3. [bookmark: WLManagement]WAITING LIST MANAGEMENT
The coalition shall utilize a waiting list as an enrollment management tool for the School Readiness
program on an ongoing basis. The waiting list for each county must be reviewed regularly by staff to ensure there are no duplicate entries of names and the number of waiting families is accurate. (See ELC Waitlist Policy)

b. Placement of Children on the Waiting List
· A family shall be placed on the waiting list on a first come, first serve basis, based on the date the application was approved, of the submitted application, the potential eligibility category and priority categories specified in Section 1002.87, F.S., and the age of the child. An early learning coalition may consider local service priorities within a priority category.
· If a parent requests school readiness program services for an additional child following placement on the waiting list, the additional child shall be placed on the waiting list according to the initial date the family was placed on the waiting list. The additional child shall also be assigned a potential eligibility category and priority specified in Section 1002.87(1), F.S.
· An unborn child shall not be eligible for the waiting list.
· A parent may update the information reported in the School Readiness Application. The coalition shall review the changes. If the family remains potentially eligible, the family shall retain its place on the waiting list.

c. Revalidation
	At least once every six (6) months from the date the family was initially placed on the waiting list or from the last revalidation date the coalition shall contact the parent and request the parent to submit updated information regarding eligibility status. The coalition shall notify the parent within 30 calendar days prior to the revalidation date.

d. Availability of Funding
Enrollment and payment for childcare services is contingent on availability of funding and placement prioritization. Priority selection of families from the waitlist is based on the most current priority list as set forth in Florida Statutes approved by the Early Learning Coalition.

The coalition shall notify the parent within thirty (30) calendar days of funding availability to potentially enroll the child in the school readiness program. In the notice, the coalition shall provide instructions to the parent on how to complete the school readiness eligibility determination process pursuant to Rule 6M-4.208, F.A.C.

e. Removal from the Waiting List
	The coalition shall notify the parent of removal from the waiting list. The notification shall include the reason why the family was not placed on the waiting list or why the family or child was removed from the waiting list. Notice of removal is not required when funding becomes available for the child to receive school readiness services and the child is enrolled with a school readiness provider. A family will be removed from the waiting list under the following circumstances:
· Failure to maintain accurate contact information.
· Failure to meet the school readiness eligibility requirements as specified in Section 1002.87(1), F.S.
· Failure to confirm information. The parent does not validate their information by the due date indicated on the notification.
· Over age limitations. Any child on the waiting list age 13 or older will be removed.
· School readiness services are no longer needed. The parent indicates, via email, fax, mail, telephone or in person, that school readiness services are no longer needed.
· The parent does not respond to the notification for available funding by the due date.
· The family no longer resides in the early learning coalition’s service delivery area.
· Funding becomes available for the child to receive school readiness services and the child is enrolled with a school readiness provider. Actual eligibility determination will be conducted prior to authorization for enrollment, which will be based on available funding. Enrollment in the school readiness program will be on a first come, first serve basis pursuant to Section 1002.87 F.S.

4. [bookmark: ReApp]Reapplication
If a family is removed from the waiting list, a parent must reapply for school readiness services and shall be screened for eligibility to be placed back onto the waiting list and receive a new waiting list date.

If a family on the waiting list of an early learning coalition moves out of the coalition’s service area, the family shall reapply for eligibility services with the coalition operating at the family’s new location. The family will receive a new waiting list date with the coalition offering services at the new location.
[bookmark: CHAP3]CHAPTER 3 - CHILD CARE PROVIDER ELIGIBILITY FOR SR PROGRAM
The School Readiness Child Care Provider must have an approved, signed and dated Statewide School Readiness Provider Contract. The Statewide School Readiness Provider Contract is designed to inform PROVIDER of the requirements of participation in the SR Program. Payment is not conveyed to PROVIDER through this Contract. PROVIDER must agree to comply with the terms and conditions of the Contract in order to be eligible to participate in the SR program. This contract is to engage an eligible provider to provide SR services to eligible SR children.


















[bookmark: CHAP4]



















CHAPTER 4 – ELIGIBILITY DETERMINATION 
A. [bookmark: ExpectationsOfEligStaff]EXPECTATIONS OF ELIGIBILITY STAFF 
1. Greet all families with friendly tone.
2. Introduce Yourself.
3. Actively listen. Be attentive to comments of parents regarding their children, especially as it relates to health, development and behavior.
4. Help to identify ways to support the needs of the family.
5. Document all files thoroughly and include information in the narrative (EFS case notes) that the parent shares which is relevant to their family circumstances.

B. [bookmark: FamilySupport]FAMILY SUPPORT SERVICES
1. Eligibility staff is responsible for interviewing families to explore their need for services beyond just the need for childcare.
2. If parents express a desire for information for specific services, eligibility staff will assist them by locating the appropriate community resources and contact information.

C. [bookmark: Chap4ParentChoice]PARENTAL CHOICE
1. During the application process for School Readiness, the Coalition is required to provide parental choice in the selection of a School Readiness providers.
2. Parents must be offered a choice of settings and locations of eligible Child Care Providers. They may choose legally operating childcare programs, school-based child care programs or informal providers who have signed a Statewide School Readiness Provider contract with the Coalition.
3. The program types are:
a. Licensed childcare centers 
b. Licensed exempt faith based childcare centers 
c. Licensed Family Child Care Homes 
d. Registered Family Child Care Homes 
e. Public school 
f. Non-public schools 
g. Informal Child Care (Friends, Family, Neighbors)
Note: See page 6 regarding guidelines for Foster Care

4. Parents are to be advised of the names of Early Learning Child Care Providers who have signed a Statewide School Readiness Provider contract with the Coalition. 
5. Eligibility staff must ensure that the Child Care Provider chosen by the parent is one who is authorized by the Coalition to accept SR children. If the parent selected a provider who is not currently under agreement with the Coalition, the parent may ask the provider to contact the Coalition to learn about participating in the program. However, childcare benefits will not be approved until the provider is approved by the Coalition.
6. Proof that the parent was provided a choice of providers will be determined by their signature on the Parent’s Rights and Responsibilities form. The signed and dated form must be maintained in the parent/child file.
7. Coalition approved School Readiness providers should be clearly identified within the EFS system. The system should reflect who does not have an agreement with the Coalition. If there is a question, check with your supervisor.
8. Staff must not make recommendations regarding specific providers.





D. [bookmark: AppProcess]APPLICATION PROCESS 
1. [bookmark: EFSMod]ENHANCED FIELD SYSTEM OF MODERNIZATION (MOD)
a. The School Readiness database is the Enhanced Field System of Modernization, better known as EFS MOD. 
b. All prospective parents must meet all the eligibility and/or income requirements and have an appropriate “purpose for care” to be eligible to receive school readiness services.
c. Once all the information is entered into MOD, an electronic version of the payment certificate will be available to parents through the Family Services Portal and to providers through the Provider Services Portal of MOD.

E. [bookmark: EligBasics]ELIGIBILITY BASICS 
1. [bookmark: EligBasicsDocs]DOCUMENTATION 
a. The case documentation MOD should capture information shared by the parent and should explain any aspect of the case that is not self-explanatory.
b. Phone conversations must be documented regarding the reason for the call, who spoke to who and the outcome of the call. Remember, any authorized reviewer should be able to pick up the file and clearly understand how staff arrived at the eligibility decision.
c. Detailed case notes must be entered into MOD.
d. Copies of all case documentation must be placed in the case file in MOD.

2. [bookmark: CaseRecords]CASE RECORDS
a. The application and other forms completed by the parent are legal documents. 
b. If eligibility staff or another individual have to assist the parent by writing the information they report on the form, the name of the individual completing the entries must be identified with the reason assistance was needed. The parent should sign the form to the best of their ability.
c. The eligibility specialist should include in the case narration, the reason assistance was requested, and information about the families’ current situation. This practice ensures the application is an accurate representation of the household’s circumstances and is attested to by the parent.
 
3. [bookmark: AuthOfBenefits]AUTHORIZATION OF BENEFITS 
a. Applications must be completed at each redetermination.
b. Child Care services may never be authorized beyond 1 year from the date of the last authorization.
c. For continuous service, the application for redetermination must be updated, signed and dated prior to the expiration date identified on the Certificate of Eligibility.
d. Childcare services provided before the application process is completed and approved, remain the financial responsibility of the parent.













4. [bookmark: ProgramsRequireRef]PROGRAMS REQUIRING REFERRALS  
Some categories of eligibility funding require authorization from other agencies (i.e. Temporary Cash Assistance (TCA), Transitional Child Care (TCC), Children at risk of abuse and neglect (At Risk), Foster Care, Relative Caregiver, Homeless, Domestic Violence etc.). Each agency has a designated form they use to complete the referral; however, all referral forms must clearly indicate the following:
a. Referring agency name and contact information for caseworker
b. Names and demographics of parents being referred
c. Names of children being referred, dates of birth for the child(ren)
d. Parent and child social security numbers (SSN) if available, but not required
e. The authorized referral period
f. Number of hours authorized per week, including travel time
g. The purpose for care (i.e., protection, employment, training, etc.)
h. Signature of the authorizing worker

IMPORTANT: Eligibility staff should never change or alter any information on the referral form unless given written approval from the referring agency. A copy of the written approval document must be in the case file and must also be noted in the MOD client case notes.
a. [bookmark: AtRisk]AT-RISK 
Eligibility under this category has a valid referral and is not contingent upon income. For At-Risk children, a valid and complete referral must be submitted by a Department of Children and Families (DCF) or designee including the Homeless Coalition or Domestic Violence Center.
 
Families falling within this category are a high priority and eligibility determination must be completed within ten (10) calendar days of receipt of a completed referral.

· [bookmark: AtRiskGen]GENERAL PROCEDURES
Eligibility under this category is not dependent on family income or work requirements and is based on a documented referral from DCF Services or its designee. These are children at
 risk of abuse, neglect, exploitation or abandonment and the purpose of care is protection.

All referrals must be acted upon promptly within 10 calendar days from receipt of referral. Staff must enter case notes and document all contacts or attempted contacts with the referred parent.

A child may continue to maintain eligibility under this category as long as there is a current and valid referral from DCF Services or designee.
 
All contacts or attempted contacts with caseworkers, parents, legal guardians or foster parents must be documented in case notes. All documentation, referral forms, and supporting materials are to be filed in the case file.
 
Child Care may be needed for therapeutic reasons as determined by their therapist or caseworker.

Payment for childcare services will not be made prior to the approval by the Coalition. Approval is based on the receipt of a current, accurate and valid referral.
 
The DCF caseworker or designee is responsible for completing the Coalition Protective Services Referral Addendum which notifies eligibility staff and the child care provider of any special circumstances, medical issues and behavior problems connected to the provision of child care services for any child as well as the referring caseworkers name and contact information.

· [bookmark: AtRiskInitial]INITIAL ENROLLMENT
Referral forms, complete with any backup information required by the local Coalition, will be accepted by the Coalition for processing.
 
Eligibility Specialist must attempt contact with the referred parent, within 24 hours of receipt, to arrange an appointment or instruct the parent to complete through the Family Services Portal.
 
To ensure that children are not left in vulnerable situations, the Eligibility Specialist will advise the referring DCF caseworker or designee, within 3 business days by email, fax, letter or documented telephone contact of receipt of referral the status of contact with the child’s caregiver.
 
Eligibility staff will continue attempts to contact the referred parent up to 10 calendar days and advise the DCF caseworker or designee if services were refused or unable to be provided.  All attempted and actual contacts must be documented.

NO RESPONSE
By the 10th calendar day, Eligibility staff will notify the DCF caseworker or designee that the child(ren) is either enrolled, services were refused, or the client did not respond at all.
 
The parent or guardian’s failure to respond within 10 calendar days to repeated contact attempts by letter and/or telephone messages constitutes refusal of services. The Coalition must clearly document all contacts and/or attempted contacts.
 
If the parent or caregiver does not have contact with Eligibility staff within this period, the referral is void and a new referral from a DCF caseworker or designee will be required if services are still needed.

· [bookmark: AtRiskElig]ELIGIBILITY
Eligibility is not contingent on employment or income. Once the referral is approved, referrals for At-Risk categories may be valid for up to six (6) months.

If an additional referral is granted to the parent that extends the purpose for care beyond the initial 12-month authorization period, the coalition shall authorize the parent for an additional 12-month authorization period
 
Even though employment or income is not a condition of eligibility in this category, during the interview and establishing the child’s living situation, the following applies:

Biological parents:
· Child is eligible for care regardless if parent works.
· If parent is working, then work schedule may be considered to determine the hours of authorized care.
· Household income is considered to determine the amount of parent copayment.
· If unemployed, parents may be eligible for parent co-payment waiver.
· If parent income exceeds 85% of the State Median Income (SMI) Level, then Eligibility Staff will follow the calculation guidelines for determining the parent fee.
 
Relatives:
· Child is eligible for care regardless of caregiver’s work status or income.
· Work schedule may be taken into consideration to determine the hours of care.
· Child’s income (i.e., social security benefits or child support) considered for co-payment.
· If relatives receive “Relative Caregiver Program” or “TANF Child Only” benefits, only the income received for the child is considered for calculating the copayment for a family size of one (1) “child only”.
 
Non-Relatives:
· Child is eligible for care regardless of caregiver’s work status or income.
· Work schedule may be taken into consideration to determine the hours of care.
· Child’s income (i.e., social security benefits or child support) considered for co-payment.
 
Licensed Foster Parents: 
· Child eligible for care regardless of Foster Parent’s work status or income.
· Work schedule may be taken into consideration to determine the hours of care.
 
If the DCF caseworker or designee identifies employment as a reason for childcare, then proof of employment (not income) should be obtained but is not required for placement.

When the child(ren) is enrolled in a childcare program, eligibility staff will notify the DCF caseworker or designee of the date and name of the Child Care Provider where the child is receiving childcare services.

Best Practice: Provide written notification to the Child Care Provider that an “At Risk” child has been identified to enroll in their facility and provide caseworkers name and contact information. This information is included on the Certificate of Enrollment (voucher) Payment Certificate. The absence reporting form and Protective Services Referral Addendum are also included when identifying an At-Risk child.

When an at-risk child has an unexcused absence or seven consecutive days of excused absences, the school readiness provider shall notify the Coalition and the Department of Children and Families or their designee.

The Coalition absence reporting form is provided to the child care provider which notifies the provider if the child falls under the Rilya Wilson Act.

The 2014 Florida Legislature amended the Rilya Wilson Act, section 39.604(3), Florida Statutes. The act now applies to children birth to the age of school entry; those enrolled in a licensed early education or child care program must attend the program five days a week.

· [bookmark: AtRiskParentCoPay]PARENT CO-PAYMENTS  
Co-payments can be waived for parents, foster parents, relatives, and nonrelatives if the child’s biological family meets the following:
· Parent(s) are incarcerated
· Parent(s) are in the hospital or residential treatment facility
· Parent(s) are unemployed
· Parent(s) are unable to work due to illness or incapacitation
· Death of a parent
· Parent(s) are homeless or living in a shelter
· Parent(s) are over-extended or type of financial hardship
· Parent(s) experienced an emergency (i.e. natural disaster, fire, etc.)
· Whereabouts of parents are unknown
· Biological family is making the co-payment for the child
To permit a waiver, eligibility staff must complete the Fee Waiver Request form and the 	form must be approved by the Eligibility Director. The completed and signed form will be uploaded to the case record in MOD.
 
· [bookmark: AtRiskRedeterm]REDETERMINATIONS 
All redetermining eligible At-risk, Economically Disadvantaged, Special Needs children and Intensive Service Account or an Individual Training Account participants, will be authorized for 12-months of child care.
(a) Family Income. The family’s income must remain at or below 85 percent of the State Median Income (SMI) as the upper level of the program subsidy support to be eligible for a subsequent authorization.
(b) All redetermining clients are subject to the graduated phase-out requirements defined by subsection 6M-4.400(3), F.A.C. if the family unit income increases to above 150% FPL and remains at or below 85% SMI.
(c) Parents and providers must be notified if, as a result of any redetermination, a child is determined ineligible for the program within two weeks.

Eligibility staff is expected to notify the DCF caseworker or designee, the child’s caregiver and Child Care Provider, at least 45 days prior to the redetermination date.
 
Once enrolled the child may be continuously enrolled as long as a new referral is completed by the DCF caseworker or designee and submitted prior to the expiration of the last referral.  If a new referral is not authorized, the parent/guardian will be given 3-months to reestablish purpose of care.
 
· [bookmark: AtRiskChanges]CHANGES
The DCF caseworker or designee is responsible for notifying the Coalition when the child’s legal status (i.e., adoptive status) and/or placement changes or when the child case is closed.

If eligibility staff have questions concerning the child’s living circumstance or legal status change, such as return to parent, foster home change, adoptive status, case closure, the DCF caseworker or designee should be contacted to determine the child’s continuing eligibility as an “at risk” child.

Eligibility staff are responsible for promptly notifying the DCF caseworker or designee in the event the child changes Child Care Providers, or if the family wishes to withdraw the child from childcare.


· NOTIFICATION TO PARENTS
	The coalition or contracted designee shall notify the parents of their responsibility and the method to notify the coalition or contracted designee within 14 calendar days of any change of circumstances related to:
(a) Address;
(b) Change in work or education status;
(c) Family size;
(d) Failure to maintain attendance at a job training or education program;
(e) Income exceeds 85% of the state median income (SMI).




 
· [bookmark: AtRiskClosuresTerms]CLOSURES, TERMINATIONS, AND ROLLOVERS 
Eligibility staff must be sensitive to the safety issues which accompany each “at risk” placement. The eligibility specialist must never terminate a child’s case based on the inaction of the parent or caregiver. Such action could place a child in jeopardy. The child’s caseworker should be contacted if parent/caregiver does not respond.

Prior to disenrolling any child under this category, the Coalition shall contact the referring agency to verify continued eligibility.

COALITION OPTION – ROLLOVERS: Once notified of the child’s case closure by DCF or designee, Eligibility staff can assess the family to see if they qualify for continued services. If the family’s income is at or less than 85% of the State Median Income (SMI) and the family meets requirements of another funding category, the family may continue to receive child care services or receive 3-months to reestablish purpose of care. 

b. [bookmark: WTP]WELFARE TRANSITION PROGRAM 
All applications for parents applying for or participating in the Temporary Cash Assistance (TCA) Program, Intensive Service Account, Individual Training Account, Transitional Child Care (TCC) and Welfare Transition participants (WTP) require a complete and signed referral from the Career Escarosa or designee.

Families referred through Career Source Escarosa are high priority parents, and their eligibility determination must be processed within 10 calendar days of receipt of referral.

Case notes must be entered into MOD.

· [bookmark: WTPParticipatn]WELFARE TRANSITION PROGRAM PARTICIPANTS 
· Career Source Escarosa provides and coordinates workforce services within the community. These programs have requirements for participation that parents must follow to remain in the program. 
  
· [bookmark: WTPChildcareServices]CHILD CARE SERVICES 
· Career Source Escarosa is responsible for issuing a Child Care Authorization and Referral Form, for clients in the following categories:
· Temporary Cash Assistance (TCA) clients
· Intensive Service Account or an Individual Training Account
· Welfare Transition Program clients (WTP) and Applicants
· Wages Respite Care
· Transitional Child Care (TCC)
· The Child Care Authorization and Referral Form is used to refer the client to the Coalition for childcare services. The referral is completed, signed and dated by workforce staff, then forwarded to the Coalition.
· Once received, Eligibility staff must review the referral to ensure all elements of the referral have been completed. The referral cannot be acted upon until it is correctly completed by the referring agency.
· All referrals are valid for 10 calendar days from receipt. Referrals should be received by Coalition within 24 hours of issuance. “Issuance” is defined as the date signed by the Workforce worker on the referral form and date received by the Coalition whichever is later.
· Backdated referrals are unacceptable. Any referrals for childcare services received prior to approval by the Coalition or following the expiration of approval, remain the responsibility of the parent or legal guardian.
· It is the Coalition responsibility to establish whether new referred client meets the income eligibility requirement of 185% FPL or below for entry into the school readiness program. Once in the program they may continue services up to 85% of the SMI.
· To receive childcare services on an ongoing basis, the parent should be a participating in one of the following, but not limited to:
· Employment 
· On the job training 
· Community service programs 
· Job search and job readiness activities 
· Vocational educational training 
· Education directly related to employment
· Mandated participants must be in compliance with the requirements, and they may be issued a childcare referral not to exceed a 6-month referral limit, which can be renewed.
· Intensive Service Account or an Individual Training Account under Section 445.009, F.S. Eligibility is based on a documented childcare authorization from the local workforce development board or its contracted provider, as defined in Section 445.009, F.S.
· a. Childcare authorizations for a parent with an Intensive Service Account or an Individual Training Account shall be valid for the duration determined by the referring entity.
· b. A child may continue to maintain eligibility under the Intensive Service Account or an Individual Training Account category as long as there is a current and valid childcare authorization. Each time a childcare authorization is renewed during the 12-month authorization of childcare funding, childcare services will continue in increments defined by the referring agency. If an additional referral is granted to the parent that extends the purpose for care beyond the initial 12-month authorization period, the coalition shall authorize the parent for an additional 12-month authorization period.
· Transitional Child Care (TCC) referrals may be issued up to 24 months following the termination of cash assistance for employment, if the household’s income remains less than 85% SMI. The TCC referral authorization date should be on the first day of a month and end on the last day of a month, for a 2-year TCC period. (Example: beginning date 1/1/20 ending date 12/31/21)

· [bookmark: WTPAuthandRefer]CHILD CARE AUTHORIZATION AND REFERRAL   
· The Child Care Authorization and Referral may be issued electronically.  
· If the referral cannot be issued electronically, a supervisor will also authorize and sign the Child Care Authorization and Referral Form. 
· A Status Change Child Care Referral form will be issued under the following circumstances:    
· Case status change from Parent to “Mandatory Participant”, 
· “Mandatory Participant” to “Transitional Child Care Parent.” 

· [bookmark: WTPTermReinstate]CHILD CARE TERMINATION AND REINSTATEMENT PROCESS  
· At any time, if the Parent is not compliant with program requirements, the referring agency will issue a Notice of Change in Child Care Services Status to Parent and a copy is also provided to the Coalition.
· If the Parent complies before the 10 days have expired, the Coalition is notified.
· If the referring agency terminates the services, the family will be given 3-months to reestablish purpose of care.  



c. [bookmark: RCG]RELATIVE CAREGIVER AND THE GUARDIANSHIP ASSISTANCE PROGRAM
· The Relative Caregiver Program (RCG) and The Guardianship Assistance Program (GAP) are programs designed to support relative families of children who have been the subject of abuse, neglect, exploitation or abandonment.
· Eligibility for Children in the Relative Caregiver or Guardianship Assistance Program
· Initial eligibility: Eligibility under this category is not dependent on family income or work requirements and will instead be based on “a documented referral” from the Department of Children and Family Services, or its designee.
· Maintaining eligibility: A child may continue to maintain eligibility under this category if there is a current and valid referral from the Department of Children and Family Services or its designee.
· Prior to disenrolling any child under this category, the coalition or its designee shall contact the referral agency to verify continued eligibility.
· Relative Caregiver families receive a stipend for the child’s care, and are automatically eligible for childcare services, regardless of the relative’s income or employment.
· When the child is no longer under the supervision of DCF or their designee and the court, the child still remains eligible for services as long as the child is in the relative’s home and the relative still receives the Relative Caregiver payment.
· Copies of the award notification or proof of RCG payments/GAP payments is sufficient in validating the current status at redeterminations.
· A child may continue to maintain eligibility under the Relative Caregiver or Guardianship Assistance programs if, upon closure of the protective services case, the guardian is in receipt of Relative Caregiver Assistance or Guardianship Assistance payments for the child in need of school readiness services. A child may continue to maintain eligibility under the Relative Caregiver or Guardianship Assistance programs for up to 12-months for initial and subsequent authorizations, as determined by the coalition, as long as the parent is in receipt of Relative Caregiver or Guardianship Assistance payments.

F. [bookmark: RequiredDocs]REQUIRED DOCUMENTS TO REVIEW IN EFS MOD  
The following information should be reviewed during the application process and at each redetermination, such as:
1. Age/Birth Verification 
2. Verification of Residency
3. Referral (if applicable: At Risk-DCF or designees, Workforce etc.)
4. Identifying information for all household members
5. Disclosure of absent parents and household members
6. Parent Agreement for Screening and Assessments
7. Family Support Services offered
8. Earned and Unearned Income documentation (i.e. consecutive pay stubs establishing a minimum of 4 weeks of employment or other allowable documentation)
9. All other earned or unearned income documentation. 
There are additional forms which may be appropriate to use depending on the circumstances:
· School Verification for household members (if applicable)
· Employment Verification (if applicable)
· Child Support Verification Form (if applicable)
· Residency Affidavit
· Physician’s statement or SSI/SSA benefits for disabled adult(s) (if applicable)



1. [bookmark: ChildEligDocs]CHILD ELIGIBILITY DETERMINATION 
a. [bookmark: ChildEligCitizen]CITIZENSHIP
Each child receiving services must be a U.S. citizen or qualified alien. Verification of U.S. citizenship or a qualified noncitizen status must be obtained for each child prior to authorizing school readiness services. The coalition shall keep a record of at least one of the following supporting documents establishing citizenship:
· U.S birth certificate.
· An original or certified copy of the child’s U.S. birth record filed according to law with the appropriate public officer.
· U.S. passport.
· Lawfully admitted alien document (e.g. Forms I-94, I-94A, I-197, I-551 & I-766) with non-U.S. passport.
· Certificate of U.S. citizenship or naturalization.
· Documentation of the child’s Medicaid eligible status with the exception of Medicaid benefits received through the emergency medical assistance program as a non-citizen or non-qualified alien.
· For children identified in Sections 1002.87(1)(a), (1)(d) and (1)(g), F.S., the child’s status as a TANF recipient, as indicated on a child care authorization submitted by the referring agency, is sufficient to establish the child’s citizenship.
· For children identified in Sections 1002.87(1)(b) and (1)(e), F.S., the Medicaid-eligible status, as indicated on a child care authorization submitted by the referring agency, is sufficient to establish the child’s citizenship.
· If no supporting documents listed in subparagraphs (b)1.-7., above are available for a homeless child as defined in Section 1003.01, F.S., a coalition can accept a notarized statement provided by the child’s parent or homeless shelter to establish the child’s citizenship.

b. [bookmark: ChildEligAge]VERIFICATION OF CHILD’S AGE 
	Verification of age must be established for each child eligible for the school readiness program in accordance with Section 1002.87(1), F.S. The coalition shall keep a record of at least one of the following supporting documents that shows the child’s name and date of birth:
· An original or certified copy of the child’s birth record filed according to law with the appropriate public officer.
· An original or certified copy of the child’s certificate of baptism or other religious record of the child’s birth, accompanied by an affidavit stating that the certificate is true and correct, sworn to or affirmed by the child’s parent.
· An insurance policy on the child’s life which has been in force for at least 2 years.
· A passport or certificate of the child’s arrival in the United States.
· An immunization record signed by a public health officer or licensed practicing physician.
· A valid military dependent identification card.
· For children identified in Sections 1002.87(1)(a), (1)(d), and (1)(g), F.S., the child’s age, as indicated on a child care authorization submitted by the referring agency, is sufficient to establish the child’s age as verified by the parent.
· For children identified in Sections 1002.81(a)-(d), F.S., the child’s age, as indicated on a child care authorization submitted by the referring agency, is sufficient to establish age as verified by the parent.
· If no supporting documents listed above are available, a parent’s sworn affidavit of the child’s age accompanied by a certificate of age signed by a public health officer or physician stating that the child’s age shown in the affidavit is true and correct may be accepted.


[bookmark: ParentRequire]
c. [bookmark: ParentRequireID]IDENTIFICATION DOCUMENTATION
· All parents are requested to provide some form of identification which clearly documents that they are the person they claim to be. 
· Preferred forms of identification
· State Driver’s license
· Florida picture ID
· Driver’s license from any State or U.S. ID card issued by federal, state or local government agencies
· U.S. Military ID
· U.S. Passport or U.S. Passport card
· A copy of the child’s birth certificate, which includes the parent’s name.
· Employment Authorization Document that contains a photograph.
· A court order or other legal documentation that substantiates the adult’s relationship to the child(ren).
· A valid DCF or Workforce childcare referral that includes the child’s and parent’s names.
· A government-issued ID, driver’s license, employment ID or student ID.
· An immunization record and either two forms of ID showing the parent’s name or a photo ID.
· If the document provided for applicant identity does not include a photo, the coalition must obtain two forms of ID showing the parent’s name, such as a Social Security card, voter registration card, birth record, military document, school record, paystub, employment record or insurance card.
· If a coalition cannot obtain any of these documents, it can accept a third-party attestation to establish identity and parental relationship.
· This document must include a fraud disclaimer and must describe the individual, his or her relationship to the child and parent, and a brief explanation as to how the individual knows this information.
· If a coalition uses this option, it should also collect an attestation from the parent stating the parent’s legal relationship to the child and that the parent understands he or she is making the attestation under the penalty of perjury, which is a first-degree misdemeanor punishable by a definite term of imprisonment not exceeding one year or a fine not exceeding $1,000 pursuant to ss. 775.082, 775.083 or 837.012, F.S.
· The case narration must explain why alternative sources are not available and what efforts the parent made to obtain such documentation. For example, someone stole the parent’s wallet, and the parent had no money to replace the contents at the time.
· Unacceptable types of identification include photo ID made at a flea market or any type of form the parent generated that did not come from a third-party source (e.g., an application the parent completed for another type of service or One World Government IDs and IDs generated online).
· There is no requirement to obtain ID documentation for household members other than the primary applicant and child. A statement defining household member relationships is sufficient.
· If a DCF or Workforce referral does not match the documentation the parent presents, the coalition must establish the parent’s relationship to the child by contacting the assigned DCF/Workforce worker to discuss the discrepancy and properly correct the referral, initial the change and enter a case history note in the file (electronically or hard copy). DEL recommends that the coalition obtain documented confirmation of changes made to the referral via email, fax or a revised referral from the referring agency.
· As statute requires case confidentiality, a coalition must obtain documentation of differences in name. In the event that a parent underwent a name change between the time of initial determination and redetermination, a coalition should include a history note in the file.  
[bookmark: ParentRequireIDNumb]           
           d. IDENTIFICATION NUMBERS
The social security number is a good identifier and helps to maintain consistency with the parent. However, Federal law does not require the parent to provide social security numbers.

[bookmark: ParentRequireParentStatus]         e.   PARENT STATUS
Each applicant must meet the definition of parent in paragraphs 6M-4.200(1)(c) and (e), F.A.C., and submit government-issued ID and documentation of guardianship. The coalition shall keep a record of at least one of the following supporting documents to verify the parental relationship:
· A copy of the child’s birth certificate, which includes the parent’s name or maiden name, if applicable.
· A court order or other legal documentation that substantiates the adult’s relationship to the child(ren).
· A valid DCF or Workforce Child Care Authorization Form that bears the name of the child and the parent.
· Documentation the applicant is in receipt of relative caregiver payment or TANF benefits on behalf of the child.
· An affidavit sworn to or affirmed by the child’s parent.
· Official public or non-public school records.
· An affidavit from a medical professional.

[bookmark: ProofofCustody]           f.       PROOF OF CUSTODY OR GUARDIANSHIP 
· Biological
· For the biological parent, a copy of the child’s birth certificate will meet this requirement, providing the document accurately reflects the name of the parent. 
· If the parent is anyone other than the parent (biological or adoptive) copies of the court order or guardianship papers must be provided.   
 
· At Risk Children 
For “at risk” children in the legal custody of someone other than the parent, proof may be obtained from the referring counselor.  
 	 
· Relative/Non-Relative 
Relatives or non-relatives must demonstrate their legal right to custody or custodial guardianship. One or more of the following documents must be provided for proof.
· Proof of participation in Relative Caregiver program from DCF
· Award letter for TANF benefits for the child
· Award letter of Payee status of social security benefits for the child
· Order of custody or documented proof from court that action has been initiated to assume legal custody
· Proof that an application for child support has been filed with the Department of Revenue Child Support Enforcement unit
· A legally notarized statement from the parent(s) which includes an anticipated timeline of when the child is expected to return to the parent, and the parent’s name, address and telephone number; and another form of corroborating evidence such as: an application for child support, verification of the parent’s absence (i.e. incarceration or treatment facility)
2. [bookmark: Residency]RESIDENCY
Each applicant must submit verification of current residency to qualify for the program in the county in which the applicant applied. The coalition shall keep a record of at least one of the following supporting documents that shows the name and current residential address of a parent with whom the child resides:
a. Utility bill (electric, gas, water), cable, internet or home phone bill dated within 12 months of the date the child application is submitted.
b. Pay stub from a current employer dated within 12 months of the date the child application is submitted.
c. Current and signed residential rental agreement, mortgage statement or receipt that contains a name and address, from a rental payment, dated within 12 months of the date the child application is submitted.
d. Government-issued document (e.g., Florida driver’s license, Florida identification card, property tax assessment showing a homestead exemption), or Military order showing that the child’s parent is a service member in the United States Armed Forces and is assigned to duty and resides in Florida when the child attends the school readiness program (e.g., permanent change of station).
e. For children identified in Section 1002.87, F.S., the child’s status as a TANF recipient, as indicated on a child care authorization submitted by the referring agency, is sufficient to establish the child’s residency.
f. For children identified in Sections 1002.87(1)(b) and (1)(e), F.S., the child’s Medicaid-eligible status, as indicated on a child care authorization submitted by the referring agency, is sufficient to establish the child’s residency.
g. If no supporting documents listed above are available, the coalition may accept a notarized statement provided by the child’s parent and a letter from a landlord or property owner which confirms that the child resides at the address shown in the notarized statement.
h. If no supporting documents above are available for a homeless child as defined in Section 1003.01, F.S., a coalition shall document residency based on other supporting documents showing that the child is homeless and resides in Florida (e.g., letter from a shelter or a notarized statement provided by the child’s parent). In these cases, eligibility staff must document the case file with an explanation about the circumstance and why the other documents were unavailable.

3. [bookmark: FamilySize]FAMILY SIZE
Each applicant must identify and provide supporting documentation of each child and adult included in the school readiness family size, in accordance with Section 1002.81(9), F.S.
a. Family size includes the parent(s) and the child(ren) currently residing together in the same dwelling unit (persons who are parents of a child in common regardless of whether they have been married and all children in their care) or person standing in loco parentis.
b. Children with a child care authorization form who are in a licensed out-of-home placement or relative/non-relative placement must be listed as a child only case in the statewide information system. A family unit shall include an individual child referred or related sibling group referred in a licensed out-of-home placement or relative/non-relative placement.
c. The family size for a family that includes a child(ren) in receipt of Relative Caregiver or Guardianship Assistance payment shall only include the child(ren) in receipt of the Relative Caregiver Guardianship Assistance payment.
d. The family size for a family that includes a child(ren) in receipt of TANF child only benefits shall only include the child(ren) if the child resides with a guardian. If the child resides with a parent, the parent must be included in the family size.
e. A teen parent will be considered a separate household, unless the teen and their child(ren) are included in their parents School Readiness family size. Eligibility and income will be determined consistent with the procedures for other households.
f. The coalition shall keep a record of at least one of the following supporting documents, as applicable, to establish family size:
· A statewide information system generated form or locally developed form documenting the applicant’s family size, with supporting verification of each household member (e.g. birth certificate, or government issued ID).
· For children identified in Sections 1002.87(1)(a), (1)(d), and (1)(g), F.S., the child’s family size as a TANF recipient, as indicated on a child care authorization submitted by the referring agency as verified by the parent, is sufficient to establish family size.
· For children identified in Sections 1002.87(1)(b) and (1)(e), F.S., the child’s family size on a child care authorization submitted by the referring agency as verified by the parent, is sufficient to establish family size.
g. Older Teen Children in High School or College
A child’s earned income is disregarded if the child is a family member, attends high school or the equivalent, or secondary school and is 18 years of age or younger.

4. [bookmark: IncomeSchool]INCOME/SCHOOL ENROLLMENT OF PARENT AND HOUSEHOLD MEMBERS 
a. [bookmark: IncomeSchoolGen]GENERAL
· For purposes of eligibility determination for the majority of categories of assistance, family income must be considered.
· Income can be earned and unearned income.
· Income of all family unit members must be considered.
· The eligibility is always based on the gross income and family size unless otherwise noted. 
· Eligibility begins for income eligible funding categories, if the family’s gross income falls within a range at or below, 150% 55% of the SMI. above the SMI Federal Poverty Level (FPL). EXCEPTION: TCA parents referred from Workforce are eligible at or below 185% of FPL. 
· Once in the program, a family may continue to receive services until their income exceeds 85% of the SMI. (At-Risk is not based on income and there is no income requirement.)

b. [bookmark: EarnedIncome]EARNED INCOME considers the employment of all household members 
· Earned income is derived from services rendered and work performed, which include:
· Wages
· Salary
· Bonuses
· Commissions
· Tips

· Earned income, including self-employment, shall be documented by: 
· Hours of employment
· Rate of pay based on pay stubs
· A signed contract
· Business account ledgers
· Written documentation from Parents, contractors or federal tax returns

c. [bookmark: UnearnedIncome]UNEARNED INCOME
· Includes, but is not limited to, any of the following paid to any household members by any non-household member:
· TANF cash assistance documentation including Relative Caregiver benefits or Guardianship Assistance payment or TANF benefits on behalf of the child.
· Child support payments of all children in home (copies of court orders if one issued.)
· Alimony
· Social Security benefits (SSA – survivor benefits)
· Social Security benefits (SSI – disability for adults only)
· Worker’s Compensation
· Unemployment benefits
· Veteran’s benefits
· Retirement benefits
· Disability benefits
· Regular lottery payout payments
· Lump sum payments
· (Exception: income tax refunds and back payment for child support)
· Income received from non-family members residing within the family
· Military Family and Social Services Administration (FSSA) Housing assistance
· Other household income
 
· All unearned income must be verified. This includes child support, alimony, social security (SSA), TANF, RCG benefits and income paid within a household from non-family members.  
 
· Documentation is to be obtained from the source; such as, award letters, written statements from the absent parent or other household members.   
 
· The following is not included as unearned income:  
· Food stamp benefits
· Pell Grant awards
· Social Security (SSI) benefits for children with disability
· Insurance reimbursements
· Adoption subsidy
· Housing assistance payments from HUD paid directly to the landlord
· Child support and/or alimony paid out by the parent or a household member if court ordered and documented. Child support and alimony documentation include proof of garnished wages, child support printout, or other legal form of documentation. This monthly payment by the household member is deducted from the overall gross income of the family.
 
d. [bookmark: SchoolEnroll]SCHOOL ENROLLMENT – For parents that are unemployed, but attending educational classes to improve their employability, the following must be considered for eligibility:
· Document that an official of the school or institution completes on letterhead or stationery with an official seal stating the number of classroom hours and any lab hours, date the semester/training period starts and the date it ends. Online courses are allowable. Screen prints showing student’s enrollment status, hours and classes in which enrolled from the educational website are also forms of acceptable documentation. However, the coalition should consider the hours that a school-age child is in school. This requires a minimum equivalent combination of 20 hours per week to obtain purpose for care.
· Documentation from the school verifying the enrollment status of the parent must be obtained. There are many types of schedules for instructional hours and will need to be reviewed on a case-by-case basis.
· High school, vocational or postsecondary classes may be offered to individuals through the classroom, on-line service or through a work/study component. Any of these methods could be acceptable as long as the parent provides the proper documentation from an educational or training institution that identifies the parent as a student enrolled in that class. If not noted as credit hours, 20 hours of instructional time a week will be considered full-time if transportation and study time are also indicated.
· When determining educational hours for purposes of child care benefits, study and travel time may be considered for students who attend educational or vocational institution classes. Travel time does not apply for individuals engaged in on-line internet courses

e. [bookmark: Disability]DISABILITY
A parent may be eligible for school readiness services if disabled and unable to provide child care for their child.

A current award letter that shows individual claiming disability receives Supplemental Security Income (SSI)/SSA disability or a doctor’s statement that states the individual is permanently or temporarily disabled and, if temporarily disabled, the anticipated duration of the disability. If the parent requests an exemption from the work requirements due to age, then he/she must provide documentation of determination from a licensed physician or evidence of SSA retirement benefits.
 
Two types of disability can be considered.
· Permanent Disability: A family in which parents are exempt from work requirements due to age or disability as determined by a physician licensed under Chapter 458 or 459, F.S.  (1002.81(16)(c), F.S.)
· Temporary Disability: A temporary break in employment for medical reasons, including maternity leave, if determined medically necessary and documented by a physician licensed under 6M4.200(3).

f. [bookmark: DiscussionPoints]DISCUSSION POINTS WITH PARENTS
All opportunities for financial assistance should be explored with all families, as the families may not be aware of resources available to them.
· Earned Income Tax credits. This is additional monies families can receive as a refund on their income tax return. It is an income source for families who claim dependent children, and meet certain income guidelines. This does not count as income in subsidized care.
· Child support from any absent parent.
· Death and or disability payments for children when one or both parents are disabled or deceased-including educational benefits for dependent children through the age of 22 years.
· Unemployment Compensation when a job has ended.
· Worker’s Compensation when a parent/guardian has been injured on a job.
· Relatives caring for children who are not their own may apply for TANF and/or Relative Caregiver benefits. This will not only provide cash assistance, but also may provide Medicaid benefits for the child(ren).
· Unemployed parents/guardians can always be referred to Workforce for help in securing new employment or training.
· Disabled individuals that want to become employed may be referred to Vocational Rehabilitation for job retraining or Workforce.
· Other local programs that may be applicable.
 
When such indicators exist in families applying for services, eligibility staff should encourage the families to apply for such benefits/opportunities.
 
5. [bookmark: HoursOfCare]HOURS OF CARE
a. The hours of childcare authorized by eligibility staff is dependent on the purpose of care (except “at risk” children whose purpose of care is protection). Consideration may be given to the parent’s hours of employment, training or schooling, as well as, transportation or sleep time needs, when determining duration of childcare authorization.
b. Eligibility staff must document the parent’s work schedule. If there are unusual or irregular hours, it is to be documented in case notes.
c. Eligibility staff will determine and authorize the appropriate amount of time (i.e. part time, full time, etc.) as associated with the parent’s work schedule, transportation and other considerations. Childcare times should generally coincide with the parent’s employment, transportation and in some situations, sleep needs.
 
6. [bookmark: SlidingFeeScale]PARENT SLIDING FEE SCHEDULE
· The Division of Early Learning (DEL) releases the Federal Poverty Level (FPL) schedule each calendar year.
· Early Learning Coalitions review the new FPL schedule and adopt a new Sliding Fee Schedule for the next fiscal year and submits the selection to DEL for approval. This generally occurs in the spring, prior to the start of a new fiscal year.
· Sliding Fee Schedules are based on the state median income federal poverty level established by the government, and the schedule identifies the income levels (based on household size) for 100%, 150%, 185% and 200% above the federal poverty level as well as 85% of SMI.
· For most categories, initial eligibility for income-based school readiness programs is 150% 55% of SMI or below the federal poverty level.
· Once the annual household income for a family is determined, the eligibility staff must check the current Sliding Fee Schedule to establish if the family size and income fall within the income limits. If the parent falls within the appropriate range, eligibility staff will know that the parent is eligible to receive services.
  
a. [bookmark: ParentFeeCoPay]PARENT FEE CO-PAYMENT 
· Sliding Fee and Parent Co-payments apply only to the School Readiness Program. The sliding fee scale establishes a co-payment for parents based upon their ability to pay.
· Parents are assessed a daily parent fee which is identified on the Sliding Fee Schedule and based on family size and income.
· The Coalition or designee must ensure that the child’s parent and Child Care Provider are notified of the amount of the respective co-payment, and anytime the copayment changes.
· Eligibility staff must explain to parents that they are required to share in the cost of the childcare by making a co-payment on either a daily, weekly or monthly basis as arranged with the Child Care Provider.
· Eligibility staff will inform the parent that additional fees charged by the provider may apply.
· Parents who are in arrears as documented by the Child Care Provider will be notified in writing of their non-compliance by the Coalition or designee and provided a deadline to either pay or develop a satisfactory payment plan with the Child Care Provider. If a payment plan is arranged, the Coalition or designee should be notified.
· The written notice will also advise the parent that failure to comply with the deadline date could result in suspension or termination from the program.
· Relatives receiving TANF “child only” or “Relative Caregiver” benefits may pay a parent fee based solely on the income they receive for the related child(ren).
· Parents who previously participated in the school readiness program, but left owing money for parent fees, are expected to remedy the debt before being allowed to re-enter the program.

b. [bookmark: ParentFeeWaiver]PARENT   
· Parent fees can be waived or reduced on a case-by-case basis for any parent, legal custodian, relative, non-relative or licensed foster parent under certain conditions; however, documentation is required to justify any decision to waive the parent fee.
· Each Coalition is responsible for having a policy that determines the process for waiving parent fees, how it is documented and who may approve.
· A temporary reduction of parental fees may be granted under the following documented circumstances:
· Parent(s) are incarcerated
· Parent(s) are in the hospital or residential treatment facility
· Parent(s) are unemployed
· Parent(s) are unable to work due to illness or incapacitation
· Death of a parent
· Parent(s) are homeless or living in a shelter
· Parent(s) are over-extended or type of financial hardship
· Parent(s) experienced an emergency (i.e. natural disaster, fire, etc.)
· Whereabouts of parent(s) are unknown
· All waivers must be in writing with documentation for the reason for the waiver. The reduction in fee is limited to the time period the parent is unable to make the required payment. A beginning and ending date will be assigned by the eligibility staff of when the co-payment must be reinstated. A copy of the waiver must be maintained in the respective parent/child file. (See ELC Fee Waiver Policy)

G. [bookmark: CaseApproval]CASE APPROVAL
1. [bookmark: CaseApprovalAuth]AUTHORIZATION FOR CHILD CARE
a. Approval for childcare benefits may begin after ALL required documentation has been received, the application is signed and dated, and the parent has been determined eligible for services based on the rules and regulations of the program.
b. Children referred from DCF or their designee may be approved from the date the referral is received by the Coalition or designee or the date it is authorized to start on the referral, whichever date is the most recent. The dates may not be backdated.

2. [bookmark: CaseApprovalPaymentCert]PAYMENT CERTIFICATE
a. The parent selects a Child Care Provider who is a participating school readiness provider and approved by the Coalition.
b. Once the Child Care Provider is selected, eligibility staff completes the enrollment in MOD and MOD generates a Payment Certificate for the parent to e-sign.
c. The number of available childcare hours will be authorized based on the parent or child’s need for care.
d. The Payment Certificate authorizes the amount of child care (i.e. fulltime, part time, etc.) The certificate must also confirm the beginning date and the last day service will be authorized for payment.
e. The parent and child care provider can view the payment certificate in the MOD system through the Family and Provider portals.
f. Extended care can be authorized for parents who have a need based on their work hours or additional employment.
g. Generally, split shifts (i.e., school bus drivers) are considered full time care because the actual number of hours the parent works is within range of a normal work week.
h. Once enrolled, the parent’s eligibility for continued service must be redetermined a minimum of once per year.
i. Childcare will not be reimbursed for any days before the first day or following the last date of eligibility noted on the Payment Certificate. The Child Care Provider will not begin to receive reimbursement until the child actually attends the program on or following the first day of eligibility and enrollment.
j. Continuing services will require issuance of a new payment certificate following a redetermination of the parent’s eligibility.
k. Payments or arrangements for care that are not covered by the authorized payment certificate remain the responsibility of the parent.
 

3. [bookmark: CaseApprovalElig]ELIGIBILITY PERIOD  
When a family is approved for childcare benefits, the eligibility specialist is responsible for assigning an eligibility redetermination date. 

a. Eligibility period should not exceed one year from the date of the approval of services. Some referral programs may have shorter periods of eligibility.  

4. [bookmark: CaseApprovalParentNotElig]PARENT NOT ELIGIBLE FOR SR PROGRAM 
a. If, during the interview process, the parent is determined to be ineligible, eligibility staff will immediately notify the parent of the reason. In all cases, the eligibility staff is responsible for identifying and documenting in case notes and identifying the reason(s) for the parent’s ineligibility in MOD. The ES will determine if the parent is eligible for 3 months to reestablish purpose of care.
b. If at redetermination, the parent will be given services for two weeks or until the expiration of their current voucher, whichever comes first.






































[bookmark: CHAP5]CHAPTER 5 – CONTINUING ELIGIBILITY
A. [bookmark: Chap5ParentStatus]PARENT STATUS CHANGES – FOURTEEN (14) DAY NOTIFICATION REQUIREMENT
1. Parents are required to notify the Coalition, within 14 calendar days of any changes in employment, income, family size, work hours, school attendance, household, address, contact information or marital status.
 
2. Parents must e-sign the School Readiness Services Rights and Responsibilities form at each eligibility determination confirming their responsibility to notify the Coalition of any changes within ten (14) calendar days.
 
3. If a parent complies with this requirement within the specified time period, whatever change is warranted will take effect on the date of notification.
 
4. When a change occurs, the eligibility specialist should immediately establish the date the change occurred and determine:
a. If the parent currently meets eligibility criteria and the parent fee is unaffected.
b. If the parent currently meets the eligibility criteria and whether the parent fee should be changed.
c. If the parent has entered into the gradual phase out period.
d. If the parent did not meet the eligibility requirements during the entire time between the change occurring and the notification of change.

5. If parent is no longer eligible:
a. Determine if the parent is eligible for 3-months to reestablish purpose of care.
b. If eligible for 3-months to reestablish purpose of care, the parent and provider are notified in writing.
c. If not eligible, services will be terminated in two weeks or at the end of their authorization period, whichever comes first. Parent and provider are notified, and written notice is sent as a follow up.
d. The parent is responsible for payment of any childcare services received following the date of termination.
 
6. If the parent remains eligible, the parent and provider must be notified in writing of how the change affects their eligibility status or co-payment (if applicable).

7. Case history notes must clearly reflect all of the above information and entered into EFS.

B. [bookmark: LossEmploy]LOSS OF EMPLOYMENT
1. [bookmark: LossEmployGen]General
a. If the parent has a loss of employment, they are allowed to maintain eligibility to seek new employment for a period of 3-months from the last day of employment.

b. If the parent/guardian does not establish new employment or other “eligibility activity” (purpose of care) within 3-months from the end of the previous employment, then services must be terminated. “Eligibility activity” means any activity that meets eligibility requirements such as employment, educational classes, and new job training or formalized job search activities such as those offered by Workforce Escarosa.

c. If the parent is terminated from the program, they may reapply to the Wait list once employment, job-training or educational activities are re-established and if they are eligible for services with a gross income at or below 150% of FPL 55% of SMI. 
 
2. [bookmark: MedMatLeave]Medical and Maternity Leave Breaks  
a. Maternity leave/Medical Leave is considered a temporary break in employment if the parent/guardian has the option to return to work, as documented by their employer.

b. The family will remain eligible under these circumstances and the coalition will continue providing services to the family at the same level of care for the duration of the 12-month authorization.
c. If the redetermination period falls within a temporary interruption of employment with an option to return, the eligibility specialist must request that the parent provide verification for when he or she expects to resume employment to complete the redetermination.

1. [bookmark: MaintainEligDuringBreak]Maintaining Eligibility During an Interruption in Employment or Education Activities
a. A family shall maintain eligibility and childcare funding for school readiness services during a temporary interruption in employment activity, with an option to return to that activity. A temporary interruption in employment activity includes circumstances such as the parent’s seasonal employment, school system-related employment or leave in compliance with the Family Medical Leave Act. The child shall not be placed on the waiting list if the parent has verification that they are still employed and returning to that employment. If the redetermination period for seasonal or school system-related employment falls within a temporary interruption of employment with an option to return, the eligibility specialist must request that the parent provide verification for when he or she expects to resume employment to complete the redetermination.
b. A family shall maintain eligibility and childcare funding for school readiness services during a temporary interruption in the parent’s educational activity with an intent to return to the education activity at the next available full semester or term. The child shall not be placed on the waiting list if the parent has verification that they have enrolled in the next semester. The family will remain eligible under these circumstances, and the coalition will continue providing services to the family at the same level of care for the duration of the 12-month authorization. If the redetermination period falls within the temporary interruption of the educational activity the parent must provide the next available full semester or term to complete the redetermination. 

C. [bookmark: Redeterm][bookmark: RedGEn]REDETERMINATIONS 
1. General
a. At a minimum, redeterminations must be conducted at least annually for every parent/guardian that receives school readiness services. 
b. All active parent/guardians, and their respective childcare providers, must be sent notification a minimum of 14 calendar days in advance of the date the client’s eligibility for school readiness services will expire.  
c. The redetermination for parents whose eligibility periods are expiring must undergo the same type of eligibility determination conducted initially which includes establishing the parent’s employment, income, household members, purpose of care, etc.   
d. Some documents do not need to be duplicated if they have been previously obtained, and do not change or are not expired (i.e., birth verification, driver’s license, etc.)
e. Parent/guardians must meet all the requirements for eligibility PRIOR to the approval for continued subsidized childcare.  
  
2. [bookmark: NoticeOfRed]Notice of Redeterminations
a. Each time a determination of eligibility is made a new authorization for services (Payment Certificate) must be completed in its entirety and provided to the family and provider stating the facts and status of the eligibility determination.
b. Terminations in funding that occur for reasons other than the end of an authorized funding period, should provide parents with information as to the reason the funding has ended, effective date, appropriate timely notice and who it affects. Both parent, provider and referring agency (if applicable) at least 14 calendar days’ notice in advance of ending services. 
c. Providers must also be informed of effective dates of any loss of funding and which child(ren) it affects.
3. [bookmark: GradualPhaseOut]Gradual Phase Out
	At the end of the initial 12-month eligibility period, the coalition shall re-evaluate the family’s 	eligibility.
a. At the end of the initial 12-month eligibility period at redetermination, if a family’s income is above 150 percent of the Federal Poverty Level (FPL), but at or below 85 percent of the State Median Income (SMI), the family will enter the graduated phase-out. The parent shall be assessed a co-payment that is based on the approved sliding fee scale. As the family’s income increases the co-payment shall gradually increase based on the approved sliding fee scale.
· During graduated phase-out, school readiness childcare funding will be authorized for 12 months from the redetermination date. At redetermination the coalition shall provide written notice to the family and provider of the required co-payment for the 12-month period to be paid by the parent to the provider. The notice shall inform the parent that the co-payment shall increase as the family’s income increases.
· During graduated phase-out, the family shall report any changes in family size or income to the coalition within ten (10) calendar days. The coalition shall adjust the family’s co-payment based on the reported information and shall notify the family and provider of any changes within ten (10) calendar days. The parent co-payment shall be increased or decreased based on any reported changes, as required, that affect the parent co-payment.
· During graduated phase out, if the family’s income exceeds 85% of the SMI, the family is no longer eligible for the program. The coalition shall notify the family that the family is no longer eligible to receive school readiness services and school readiness services will be discontinued two weeks (14 calendar days) from the date of the notice, as long as the two-week period does not extend beyond the family’s authorized eligibility period. During the graduated phase out, if the family’s income falls below 150% of the federal poverty level, the copayment shall be adjusted based on the approved sliding fee scale and the family will remain in the graduated phase out and continue to receive services for the remainder of the twelve-month phase-out period.

b. At the end of the initial 12-month eligibility period at redetermination, if a family’s income remains at or below 150 percent of the FPL, the family will remain eligible pursuant to Rule 6M-4.200, F.A.C. The family’s eligibility, co-payment, and reporting requirements are subject to the requirements of the initial eligibility period and will not be subject to the graduated phase-out criteria.

c. At the end of the initial 12-month eligibility period at redetermination, if a family’s income exceeds 85% of the SMI, or the family is otherwise no longer eligible, the coalition shall notify the family that the family is no longer eligible to receive school readiness services and school readiness services will be discontinued.




4. SR-Plus Program
A family who is determined to be ineligible for the school readiness program funds by an Early Learning Coalition due to the family income and whose income exceeds eighty-five (85) percent of the State Median Income (SMI) but is at or below one hundred (100) percent SMI, is eligible to participate in the SR Plus Program. During the SR eligibility redetermination process conducted by an Early Learning Coalition (coalition), a working family, as defined by Section 1002.81(14)(a)-(b), F.S., who is determined to be ineligible for the school readiness program funds due to the family income and whose income exceeds eighty-five percent (85%) of the State Median Income (SMI) but is at or below one hundred percent (100%) SMI, is eligible to participate in the SR Plus Program. Eligibility will be authorized in 12-month increments and the family must redetermine annually.  

a. The Families Responsibilities:
· Meet all applicable eligibility requirements as outlined in Rules 6M-4.200 and 6M-4.208, F.A.C. (c) Participate in work activities and submit the documentation identified in subparagraph 6M-4.208(4)(f)6., F.A.C. 
· Have at least one child between the ages of birth to thirteen (13) years of age. 
· Be responsible for a copayment for the SR Plus Program that is, at a minimum, at least ten percent (10%) of the family’s current income at the time of eligibility determination.
· Notify the coalition within fourteen (14) calendar days of any change in address, eligible work activity, family size or family income.

b. The Coalition Responsibilities:
· Authorize twelve (12) months of services for an eligible working family in accordance with the family’s eligible work activities on a first-come, first-served basis upon initial eligibility determination or redetermination. 
· Not establish a wait list for the SR Plus program. 
· Provide the parent with access to the State of Florida’s workforce development, benefits management and career planning tool identified in Section 445.009(1)(k), F.S. 
· Issue payment certificates to eligible families to submit to contracted SR program providers described in Rule 6M-4.610, F.A.C., to enroll into the SR Plus Program. 
· Implement the sliding fee scale provided by the Division of Early Learning to assess a parent copayment based on family size, hours of care needed, and family income. The parent copayment for the SR Plus Program will not decrease during the family’s 12-month authorization period.
D. [bookmark: Optional]OPTIONAL – FUNDING TRANSFERS (ROLLOVERS)

ROLLOVERS – IF FUNDING IS AVAILABLE:
· Parents/guardians can be rolled into other categories as their eligibility changes in order to promote continuity of care.
· Previous Welfare Transition parents can be rolled into a Transitional Child Care (TCC) category with a child care authorization form from Workforce Escarosa or designee.  (Referrals may not be backdated.)
· Transitional Child Care (TCC) parents can be rolled into an income eligible category when their child care authorization expires, and they meet the income eligibility guidelines of that category. TCC eligibility may be for a maximum of two years unless noted otherwise by the referring agency.
· Protective Services parents who are employed or in school, can be rolled into the income eligible category when their case is closed by the referring agency, but they must meet the eligibility income guidelines of 85% or below of the SMI.
· If a parent has an active Protective Services referral care authorization form, it always takes priority even if the parent is also eligible for another funding category.
· The parent/guardian is financially responsible for any childcare services received before initiation of service by the Coalition and following the expiration of the Certificate of Eligibility/Voucher.
 
E. [bookmark: ParentFeesTransfers]PARENT FEES AND CHILD CARE PROVIDER TRANSFERS
1. [bookmark: ParentFeeNoPay]Parent Fee Non-Payment
a. Parents are expected to pay the required parent fee to the childcare provider regularly.
b. It is the responsibility of the Provider to collect parent fees and to notify the Coalition if the parent is not paying their parent fee as required. Parents may only be held responsible for the past 30 days of parent fee non-payment. 
c. Parents, who are in arrears as documented by the childcare provider, will be notified by the Coalition in writing of their non-compliance and given 14 calendar days, in which to either pay or develop a satisfactory payment plan with the childcare provider. If the family reapplies for services at a later date, the unpaid parent fees will still be in effect and family will not receive services until this has been addressed.   
d. If a childcare provider terminates the childcare arrangement based on the parent’s failure to comply with their co-payment, the child may not be placed in another school readiness program until the parent and provider have come to a satisfactory payment arrangement. 
e. The eligibility specialist should contact the parent to establish the reasons for the parent fee non-payment and evaluate whether there are special circumstances warranting a fee reduction or waiver. 

2. [bookmark: TransferRequest]Parent Request for Transfer 
a. If a parent requests to be transferred to another childcare provider, the Parent Transfer form and the Provider Transfer form must be completed and submitted to the Coalition, or the parent can make the request via email. Parent fees must be paid in order to complete the parent request for a transfer to another provider or the parent must enter into a payment agreement with the child care provider.
b. Eligibility staff should contact the provider from which the child will be leaving to verify they completed the transfer form and parent fees are paid.  All contacts must be documented in case notes.
c. Parents/guardians are only held responsible by the Coalition for parent fees in order to transfer. Any additional fees owed to the Provider (i.e. registration fees, late fee, etc.) are the Provider’s responsibility to collect and are not a valid reason to deny a transfer. Providers have the right to independently seek outstanding fees from parents.
 	If the parent/guardian still owes a parent fee assessed by the Coalition, the parent should clarify to eligibility staff the reason the parent’s fee was not paid.  The parent may not be allowed to transfer their child until the provider is paid and signs the Provider Transfer form or has communicated with Eligibility Staff through email of releasing the parent from further obligation.
d. If the Provider is unwilling to sign a document releasing the parent because of other fees unrelated to the parent fee, the eligibility staff should inform the Eligibility Supervisor so they can contact the provider to try and resolve the issue.
e. The Coalition may allow a transfer if the parent/guardian is able to provide proof that the last 30 days of parent fees was paid to the Provider.
f. Proof of parent fee status can be documented in the form of a zero-balance statement, or a verbal clearance authorized by the eligibility supervisor.
g. All transfers must be recorded and documented in the client’s eligibility file and EFS case history notes, including telephone communications.
h. For children under Protective Services, contact with the DCF caseworker or designee should be made regarding the non-payment of parent fees.




[bookmark: CoalTransfer]F.	COALITION TRANSFERS
A family shall continue to receive school readiness services during the 12-month eligibility period due to a change in residence within the state to a different coalition service area.
1. The school readiness funding shall transfer to the coalition service area that the family
2. relocates to. Funding shall reflect the remaining balance of 12-month eligibility.
3. The parent copayment may not be increased due to a transfer of services outside of the
4. coalition service area.
5. The coalition service area of transfer will be responsible for the redetermination of eligibility
6. at the end of the original 12-month authorization period.
7. If the family transfers during a three (3) month period to reestablish a purpose of care, the
8. family must reestablish a purpose of care by the end of the three (3) month period for services
9. to be continued in the new coalition service area.
10. For at risk transfers, the originating coalition should contact the originating referring agency and the receiving coalition should contact the receiving referring agency to ensure that the family’s child care referral reflects transfer
11. TANF school readiness eligibility will not be transferred. These customers will have to apply to the receiving TANF/CareerSource agency for child care referrals in a new coalition.
12. All county-to-county transfers will be referred to the Eligibility Director or Supervisor for processing.

[bookmark: Termination]G. TERMINATION OF CHILD CARE BENEFITS  
1. Parents can voluntarily withdraw their child from the school readiness program at any time. Parents need to complete the Voluntary Termination of Services form.  Payment ends on the date the parent specifies the last date of attendance.
2. Whenever a family terminates from the program, eligibility staff must immediately notify the childcare provider verbally by phone and send a confirmation email of the date of termination.
3. MOD case history notes should clearly identify the specific reason the services were terminated.
4. Involuntary terminations for childcare services can occur by the Coalition when the parent or child no longer meets the eligibility criteria or parents fail to comply with the requirements, including, but not limited to, the following.  (Each case will be reviewed to determine if the parent is eligible for 3-months to re-establish purpose of care.)
a. Referring agency terminates parent from Workforce or Protective Services program
b. Parent’s family unit income exceeds eligibility guidelines
c. Parent fails to comply with redetermination deadline
d. Fails to maintain minimum work hours at redetermination
e. Parent has a break in employment in excess of 3-months
f. Child is no longer in the home or custody of the parent/guardian
g. Child Absences. In accordance with s. 1002.87(8), F.S. PROVIDER agrees to notify COALITION in writing if a child enrolled is absent for five (5) consecutive days with no contact from the parent by the close of the fifth (5th) day. In accordance with ss. 1002.81(5) and 1002.87(7), F.S., if the need for care cannot be re-established, then the COALITION will notify the PROVIDER and parent that school readiness funding will be discontinued. The end of eligibility for funded child care services will be fourteen (14) days from the fifth (5th) day that the child was not in attendance with no contact from the parent.
h. Excessive unexplained absences that exceed 1 calendar days during a total month of attendance. The coalition shall document three attempts to contact the family and the provider regarding excessive absences prior to disenrollment.
i. Substantiated fraud or intentional program violation determined by the coalition or its designee pursuant Sections 1002.91
j. A change in residency outside of the State of Florida.

5. When terminated involuntarily, the parent must be notified within 14 days of their right to appeal the decision pursuant to Coalition policy.
 
6. In situations in which the services are terminated prior to the expired date of the Payment Certificate of Eligibility, the parent/guardian and child care provider are to be notified, both verbally and in writing (via email), at least 14 calendar days in advance of the termination of services. If during the 14-day period the client contacts the Coalition and provides acceptable documentation for the continuation of care, the termination notice may be voided. All parties who have received copies of the notice shall be notified that the termination has been voided.

7. Exceptions to the 14-day notice are:
a. Child Care Payment Certificate of Eligibility expires in advance of 14-day notice
b. Child Care Provider closes suddenly (eligible parents are offered opportunity to transfer to another provider)
   
8. When advised by Workforce that a parent participating in the Temporary Cash Assistance or Transitional Child Care program is being terminated, the Coalition must contact the parent to notify them of the 3-month re-establish purpose of care period.
 
9. In cases of termination of services, the parent file must be documented to clearly delineate the termination of services, and EFS must be updated with the reason and effective date of termination, and the date the client and provider were notified.
 
H. [bookmark: Disenrollment]DISENROLLMENT   
1. In the event of a funding shortfall, disenrollment of children may become necessary, but should be considered as a last resort. The Coalition has a written a policy and procedure to dis-enroll children.
 
2. Staff should not take any action unless notified by the supervisor or eligibility director and in accordance with the Coalition’s Policy and Procedure for disenrolling children. Reference: (See ELC Waitlist Policy)

I. [bookmark: SusFraud]SUSPECTED FRAUD PROCEDURES 
1. General
a. Part of the responsibility of the eligibility specialist is to be aware of indicators of possible fraudulent activity. Such indicators include, but are not limited to:
· Inconsistent statements
· Documents with errors
· Inconsistent documents from one redetermination to the next
· Hidden information in areas of documents where information should exist
· Consistent handwriting on documents from others
· Missing information on documents like paystubs or whiteout
· Missing documents
· Denied access to information
· Unusual discrepancies
· Inconsistent addresses
· Unavailability of other than photocopied documents
· Inconsistent, vague or implausible responses
  
b. If an eligibility specialist suspects a parent or provider is deliberately giving false, misleading or incorrect information, failing to disclose significant information that could directly affect their eligibility for benefits or reimbursement, or falsifying or submitting false documentation, collaborating with other clients or providers, or taking any other actions specifically for purposes of receiving benefits, the eligibility specialist must promptly report their concerns and observations to their supervisor who will notify the Program Integrity Unit Director. The PIU unit will investigate and process all suspected fraud referrals.

c. Prior to submission of suspected fraud, the PIU unit will make the following determinations:
· Determine the amount of lost benefits
· Determine the months the lost benefits occurred
· Determine if the allegation resulted from falsified forms and/or misrepresentation of household/attendance circumstances
· Determine if the allegation is supported:
· Contact should be made with individuals who could support or dispute an allegation. (For example: information is obtained that a parent stated they were working for an employer, and it was later determined they were not employed there).
· Contact with the employer should be made, and where possible written documentation obtained, showing when and if the employee worked there and for how long.
· A parent or provider can provide evidence to support or dispute allegations by email, fax, or in person. A face-to-face meeting is not required but can be requested by the parent or provider. If a face-to-face meeting is requested by the parent or provider The Program Integrity Unit will discuss with the parent or provider the situation and obtain evidence to support or dispute the allegations.
· A face-to-face meeting, if requested by parent or provider can provides the parent or provider an opportunity to present evidence that may dispute the allegations and resolve the issues.
· The Program Integrity Unit will make the determination and process according to DEL guidelines and current Fraud policy and procedures.
· Reference: ELCEC Fraud Policy (ELCEC 4101.1G)


































[bookmark: CHAP6]CHAPTER 6 - INCOME VERIFICATION AND CALCULATION 
A. [bookmark: IncomeDoc]INCOME DOCUMENTATION
All earned and unearned income not excluded by rule shall be documented. Gross income (before any deductions) should be verified/documented by the source of the income.
 
B. [bookmark: Chap6EFS]ENHANCED FIELD SYSTEM OF MODERNIZATION (EFS MOD)
1. Although the MOD system can calculate the total income, eligibility staff is expected to independently calculate the income to ensure that the electronic information is accurate and correct. Also, note that MOD can only annualize income, and does not calculate seasonal employment.
2. Eligibility staff must complete the Coalitions Income Worksheet which is the documentation that clearly supports what income information was received and how the total income was calculated.
3. ALL household income should be entered into MOD. MOD will help you identify any unearned income which is excluded so that it will not be added to the family’s annual income assessment. Also, if child support is paid out by a member of the family unit, eligibility staff will need to ensure it is deducted from the overall annual income as well.
 
C. [bookmark: EmployDoc]EMPLOYMENT DOCUMENTATION 
1. [bookmark: CurrentEmploy]Current Employment
a. Parents/guardians must provide employment documentation for any adult member of the family unit. Adult members, who have been employed for four weeks or longer, should submit four weeks of current and consecutive pay stubs to be reviewed. This income should be representative of future earnings.
· If paid weekly – four (4) current and consecutive pay stubs must be reviewed.
· If paid biweekly (every two weeks) two (2) current and consecutive pay stubs must be reviewed.
· If paid semi-monthly (two (2) times per month, generally on the same date such as the 15th and 30th), two (2) current and consecutive pay stubs must be reviewed.
· If paid monthly, one (1) month of current and consecutive pay stubs must be reviewed.
· If none of the above is available, or the income does not reflect four (4) weeks of documented gross income, the case notes must contain an explanation of the circumstance and why information was not available.
b. Pay stubs must be carefully reviewed to correctly identify the frequency of payment, and that the paystubs are consecutive.
c. Parent/guardian may be confused by the frequency (especially “bi-weekly” and “semi-monthly”) of payments, so eligibility staff need to discern the correct frequency to ensure their annual income calculation is correct.
d. A close review of the paystub may provide other information that is in conflict with the parent/guardian statement, such as different address, marital status, different name, etc. Any discrepancies should be discussed with the parent. If fraud is detected, these early observations can be critical to the investigation.
e. If regular pay stubs are not available or there is insufficient information, then the eligibility specialist must contact the employer, by phone, mail or email directly to obtain information on employment income in order to arrive at an income projection representative of future earnings.
f. The Verification of Employment (VOE) form may be given to the parent/guardian or faxed to the employer for completion and return. The Eligibility Specialist must contact the employer and verify the information on the VOE.  Follow-up confirmation with the employer of the accuracy of the information provided is required.
2. [bookmark: RecentEmploy]Recent Employment
a. If employed less than 4 weeks, or is projected to begin employment, a Verification of Employment (VOE) form can be completed by the employer, or they may submit the required information on a company form or letterhead.

b. Required information includes, but is not limited to the following:
· Parent/guardian beginning date of employment
· Number of projected hours
· Days when work requirements are expected to be performed
· Wage per hour, etc.
· The employer must also include name, address, telephone number and hours of availability to be contacted
· Person completing the statement, phone number, position and signature.
c. All contacts must be clearly documented in the EFS case notes and case file.

3. [bookmark: Tips]Individuals Who Receive Tips and/or Commissions
a. Many employed individuals receive tips or commissions as part of their earnings. Not all are necessarily declared in the employee’s pay stubs.
b. Contact with the employer should be made to determine if the tips or commissions are fully declared in the pay stubs.
c. If not, an estimate should be obtained from the employer as to what is the weekly average amount of tips/commissions beyond what is declared as earnings on the pay stub received by the employee.
d. Case notes should reflect whether all tips are declared on the employee’s pay stub, and when, and by whom, that information is verified.
e. Examples of jobs that usually include tips are: waiter/waitress, hair stylists/barbers, hotel employees, nail techs, massage professionals, golf club employees, cab drivers, etc.
f. Examples of jobs which generate commissions are primarily sales jobs like selling cars, furniture, insurance, real estate, etc.
 
D. [bookmark: IncomeCalc]CALCULATIONS FOR ANNUALIZING TOTAL HOUSEHOLD INCOME 
Eligibility staff should enter all earned and unearned income the MOD system. This includes the parents pay stubs, or information from the Verification of Employment form. The EFS system will calculate the projected annual income.  Unearned income is entered in the “other income” field.  MOD will calculate a projected annual income and parent fee assessment will be based on this amount.
 
E. [bookmark: LessThanFullYear]EMPLOYEES WITH LESS THAN YEAR-ROUND EMPLOYMENT
If the type of work the parent/guardian is doing is required for less than 12 months of the year (i.e. school system employee), the eligibility specialist should use the following examples for calculating annual income.

Note: There may be other employees who have a different weekly schedule. Schedules may vary between school systems. Your supervisor should be familiar with the local school system’s payment pattern. If not, then contact the school to determine local procedures. 

Some employers do not hire the employee on a 12-month schedule. They may pay the employee on a cycle that is less than 12 months. In order to annualize the employee/parent’s income correctly, the Eligibility Specialist should average the income and multiply it by the number of pay days.












	If a parent is paid
	Sum of gross pay
	Divide by
	Multiply by

	DAILY
	Once DAILY
	Sum of gross pay received for most recent
4-week work period
	# of pay stubs received in 4-week work period
	365 pay periods in a year

	WKLY
	Once
WEEKLY
	Sum of gross pay received for most recent
4-week work period
	# of pay stubs received in 4-week work period
	52 pay periods in a year

	BIWK
	Every other
WEEK
	Sum of gross pay received for most recent
4-week work period
	# of pay stubs received in 4-week work period
	26 pay periods in a year

	SEMI
	Twice a
MONTH
	Sum of gross pay received for most recent 1 month
	# of pay stubs received in 1-month work period
	24 pay periods in a year
Note –The pay dates normally occur on the same days every month (e.g., first and 16th of each month).

	MONTHLY
	Once a
MONTH
	Sum of gross pay received for most recent 1 months
	# of pay stubs received in 1-month work period
	12 pay periods in a year

	10 MONTHS
	10
MONTHS
	Sum of gross pay received for most recent
4-week work period
	# of pay stubs received in 4-week work period
	21 pay periods in year
(paid Bi-Weekly)


 
Note – This table may vary by coalition. There may be other school board employees who have a different weekly schedule, and schedules may vary between school systems. The coalition should contact the local school board for an understanding of the employee’s frequency, pay schedule and to establish a local pattern.  
F. [bookmark: SelfEmploy]SELF-EMPLOYMENT INCOME
Eligibility specialists determine a self-employed parent’s gross annual wages by deducting certain expenses from business, professional enterprise or partnership receipts.

Eligibility specialists calculate income for self-employment by taking the gross receipts minus expenses. Gross receipts include the value of all goods sold or services rendered. Expenses include the cost of goods purchased as well as rent and utilities for the business property. The coalition considers any income or expense the Internal Revenue Service (IRS) considers as such as the same for SR purposes.

A parent must be able to demonstrate income (receipts) from self-employment. However, the parent may incur an operating loss, which he or she may report as $0.

For purposes of income verification, self-employment is defined as work activities that produce income that an individual uses to meet daily living expenses. The self-employment activity must contribute to the applicant’s livelihood and the time and effort put into the activity will indicate intent to make a profit. Passive or casual activities that can be more appropriately qualified as “hobbies” or volunteer work do not meet this criterion.

Self-employed applicants shall provide appropriate documentation sufficient to determine a minimum of 20 hours worked per week and income, such as: business account ledgers, written documentation from customers, contractors, or federal tax returns.

For initial eligibility determination, eligibility shall not be denied solely because the applicant makes less than the minimum wage. If an applicant makes less than minimum wage at initial eligibility determination, the authorized eligibility period shall be twelve (12) months. However, subsequent eligibility authorizations will be dependent on whether or not the participant can document that self-employment activities generate consistent business gains. Once minimum wage is established by self-employment activities, subsequent eligibility may continue to be authorized for twelve (12) months.

1. [bookmark: SelfEmployDocs]Self-Employed Documentation
Self-employed individuals must verify earned income at application and redetermination. In addition, these individuals must make all business records available to the eligibility specialist. Examples of business records include documentation on:
a. Income tax records necessary to determine gross income and deductible expenses
b. Purchases
c. Sales
d. Salaries
e. Capital improvements
f. Utility, transportation and other operating costs
g. Work calendars for tips and recording pay as received
h. IRS Tax Schedule C from the most recent year, if reflective of current earnings. The eligibility specialist should use income from Schedule C (or corporate documents if incorporated) by averaging it over the number of months of employment
i. If the parent filed no taxes or his or her business is new, the parent must provide his/her current ledger/books with receipts showing business expenses and the time the parent spent “on the job” (e.g., calendars)
j. If using books, the eligibility specialist cannot allow deductions without receipts for expenses. The parent must keep a record of incurred expenses.

Examples of allowable costs of producing self-employment income include, but are not limited to:
a. Identifiable costs of labor (e.g., salaries, employer’s share of Social Security, insurance)
b. Stock, raw materials, seed, fertilizer and feed for livestock
c. Rent and cost of building maintenance
d. Business telephone costs
e. Costs of operating a motor vehicle when necessary, in connection with operating the business
f. Interest paid to purchase income-producing property
g. Insurance premiums and taxes the parent paid on income-producing property
h. Costs for feed for work stock
i. Cost of meals and equipment for children for whom the parent provides childcare in the home
j. Travel and lodging away from home

G. [bookmark: CasualLabor]CASUAL LABOR DOCUMENTATION
Some individuals that are considered to be self-employed may only do lawn work or side jobs. Parents who report they are only paid in cash should be treated as “self-employed”.
1. Acceptable forms of documentation to establish income could be written statements from each employer, or a work calendar can be started and tracked showing dates worked, for whom and amount received. These calendars can then be used as verification but only when no other verification possibly exists.
2. Case notes should clearly explain why other types of earnings documentation are unavailable. 
 
H. [bookmark: UnearnedIncomeDoc]UNEARNED INCOME DOCUMENTATION 
1. [bookmark: ChildSupport]CHILD SUPPORT 
a. [bookmark: ChildSuppGen]General
· Child support should be addressed for each child in the home who does not live with the custodial parent.
· Eligibility staff must consider child support payments for ALL children as a part of the household income in the home, regardless whether the other children receive subsidized care.
· Child support paid out of the home by the parent or other household member may be deducted from the household income if it is documented through court order and paystubs showing payments are being deducted from pay, or proof of payments being made.

b. [bookmark: ChildSuppCourtOrder]Court Ordered Child Support 
· If the parent/guardian receives child support through the court system for a child in the household, the parent must submit documentation from the clerk of court.
· Verification is best documented from the clerk of the court website showing gross amount paid to the household on behalf of the child and the period over which it is paid.
· To determine the child support income, eligibility staff will average four weeks or one month, based on the payment amount and schedule, to determine the annual child support income.
· If child support payments are erratic, but ongoing, eligibility staff should calculate the annual income by averaging the required payment amounts, documenting the information and calculation thoroughly.
· If the court documentation reveals that no child support payments have been received over an extended period of time (one year or more), then eligibility staff should document the file accordingly and record the applicant’s explanation for why the absent parent has not made any contributions.
· A recent court order can be used to determine payments; however, if the court order has been established for a period of time, the eligibility staff should request proof of the last four weeks of payment and average income as paid.

c. [bookmark: ChildSuppNoCourtOrder]Non-Court Ordered Child Support 
If child support has not been court ordered, but the non-custodial parent has been providing payments, then:
· The parent is expected to submit a written statement from the non-custodial parent/guardian indicating what the absent parent/guardian paid over the last four weeks paid including dates and amounts.  
· Copies of checks and/or canceled checks should accompany written statements, or be submitted in lieu of written documents. The statement must be dated and include the name, address, and phone contact information of the individual and an attestation from the parent that child support is received as described. 
· A written attestation from the parent/guardian can be accepted ONLY if the parent states they do not receive child support.   
· This written attestation of non-receipt serves two purposes. First, it shows that eligibility staff addressed the issue of child support, and second, should the information provided later show to be false, then that document can be used to establish that the parent/guardian misrepresented their circumstances.  
· If the non-custodial parent pays money to a third party (i.e. landlord) on behalf of the applicant, the monetary contribution should not be counted as income and should be explained in EFS history notes.  
2. [bookmark: Alimony]ALIMONY
a. Alimony payments can affect the applicant’s income in two ways:
· Alimony payments are included as income if paid to the parent or other household member by a former spouse or partner
· Alimony payments can be deducted from household income if a parent/guardian is paying alimony or child support child support to a former spouse outside the home
b. Court order showing amount ordered and a written statement from the payee that it is being received as stipulated. Copies of payments for four weeks must also be submitted.
c. When the parent indicates alimony is not being received as ordered then proof of the last four weeks of payment (one month if paid monthly) must be obtained from the source. This can include copies of pay stubs or payment receipts for last four weeks. If not paid weekly then former spouse/partner should submit a written, signed, and dated statement explaining what payments were made. Statements should include address and phone number of this person in case there are additional questions. The statement must be signed by the paying spouse.
 
3. [bookmark: TANF]TANF (TEMPORARY ASSISTANCE FOR NEEDY FAMILIES) INCOME
Must be verified by the case manager or an award letter showing how much is received and who is included in the grant or can be listed on the referral.

4. [bookmark: UnearnedIncomeRCG]RELATIVE CAREGIVER FUNDING (RCG)
a. This is a higher version of TANF dollars paid to relatives who assume responsibility for children, within their family, who have been abused, neglected or exploited, and custody was transferred by a court of law.
b. This status must be verified by the written documentation by a DCF economic services case manager or a current award letter showing how much is received and who is included in the grant. No alternate source is acceptable.
 
c. Income and employment of caregiver is not considered. Count only the child(ren) needing care that are receiving the RCG. Parent fee is based on only the RGC payment.
 
5. [bookmark: OtherCountIncome]OTHER COUNTABLE INCOME
a. [bookmark: SocialSec]SOCIAL SECURITY
· [bookmark: SSA]Social Security Administration (SSA)
This type of income is referred to as Social Security (formerly OASDI-Old Age, Survivors Disability Insurance). In order to qualify for this benefit, the individual must have worked at least five years and paid into Social Security. This type of insurance is not means-tested but based on the amount of money paid in for a minimum of five years. Once the beneficiary reaches retirement age, becomes permanently disabled or dies (after the period of pay-in), the individual, spouse or dependent children can receive benefits on the beneficiary’s claim. In the event that the primary beneficiary dies, the surviving spouse and children can receive benefits under the primary beneficiary’s claim. Children can receive benefits as a survivor until they turn 18 or complete undergraduate school (college). The amount the SSA recipient and his/her dependents receive depends on what the primary beneficiary paid in from his/her work history. It varies by family.

· SSA Documentation
· Award letter from the Social Security Administration. The SSA updates this letter annually. The amount may change each January and the award letters are usually updated in November. 
· Written letter from the Social Security Administration showing current year of monthly gross payments before deductions, if any. If documenting a disability, the eligibility specialist should determine from whose claim the SSA draws the benefit in order to verify the claimant is, in fact, disabled.
· Note – An eligibility specialist should not accept a check to verify the amount the parent receives, as this may not be a gross monthly payment amount.  

· SSA Payments
· This type of income is referred to as Social Security (formerly OASDI-Old Age, Survivors Disability Income) and counts when received by parents and/or children.
· In order to qualify for the benefit, the individual must have worked at least five years and paid into Social Security.
· Once the beneficiary reaches retirement age, or becomes permanently disabled or dies (after the period of pay-in), then they and or survivors-spouse and/or dependent children can receive benefits on their claim.
· SSA Documentation – Preferred Source: Award letter from the Social Security Administration. This letter is updated annually in January.
· If documenting disability, eligibility staff need to determine whose claim the benefit is drawn from, to ensure the individual is in fact disabled.
· Alternate Source: Written letter from the Social Security Administration showing current year of monthly gross benefits before deductions, if any, and a note on letterhead of physician confirming disability and the need for childcare assistance.
· NOTE: Under no circumstance should a check or parents’ bank statement be used to verify amount being received as this may not be an accurate gross monthly benefit.

· [bookmark: SSI]Supplemental Security Income (SSI)
The SSA pays SSI to disabled individuals. The SSA can pay SSI to children from birth or to a disabled adult. The SSA does not base SSI on work history (the work history may be insufficient or non-existent) but instead only on the individual’s disability. This is a means-tested benefit. It has income and asset limits. Additional information regarding SSI is available at http://www.socialsecurity.gov/pubs/EN-05-11015.pdf

· SSI documentation 
· Eligibility specialists should consider SSI benefits that adults receive but not SSI benefits that children receive as counted income. 
· Award letter from the Social Security Administration. The SSA updates this letter each January.  
· Written letter from the Social Security Administration showing current year of monthly gross benefits before deductions. When the Social Security Administration withholds income from SSA/SSI to recover an overpayment, exclude the portion withheld as income. 

· SSI – Supplemental Security Income
· SSI makes monthly payments to people who have low income, few resources and are:
· Age 65 or older
· Blind
· Disabled
· To children born disabled (This income must be documented but is not included when calculating income.)
· SSI benefits received by ADULTS are counted income.
  


b. [bookmark: ReEmployment]REEMPLOYMENT COMPENSATION/WORKER’S COMPENSATION
· Preferred source of documentation is a recent Award letter showing gross amount of benefits being received.
· A written statement on letterhead from the employer paying Worker’s Compensation is also acceptable. Signed by authorized personnel can also be accepted.
· Eligibility staff must verify the parent’s status with employer to establish if the option to return to work exists.
· The coalition must verify a family’s receipt of reemployment compensation or worker’s compensation when the family reports receiving such income.
· Reemployment/worker’s compensation documentation – Recent award letter showing gross amount of benefits an individual received.
· Written statement on letterhead from the employer paying worker’s compensation, which authorized personnel signed.
· Note – Receiving this income often announces loss of purpose for care.
· Note – An eligibility specialist identifying that a family unit under review is receiving this income should initiate action to indicate if the family has lost purpose for care. A parent can receive 90 days to seek employment after becoming unemployed.
 
c. [bookmark: TempDisability]TEMPORARY DISABILITY (NON SSA OR SSI)
This applies to those parents/guardians whose disability is believed to be of a temporary nature.
Documentation required: A statement by a licensed physician is required to identify the extent of the individual’s disability and if temporarily disabled, the anticipated duration of the disability. 
If the disability is due to age, then it must be supported by a licensed physician’s statement confirming their age and condition is such that child care services are needed.

NOTE: It is not necessary for the doctor to indicate the diagnosis of the individual. If the doctor’s statement indicates they are “permanently disabled” or “temporarily disabled” that is sufficient.


6. [bookmark: OtherIncome]OTHER INCOME
a. Other income can be earned or unearned income.

b. The definition of income is that it is received on a regular basis, although, the nature of the employment might vary the income amount and frequency of payment.

c. If the applicant declares the receipt of any other type of regularly recurring monies by a member of the household unit, it should be verified by determining the source of the income.

d. Documentation should also identify the frequency and the gross amount of income being received. Any such monies received by a member of the household should be included in the total household income.












e. See the following Charts.
	[bookmark: CountedIncome]COUNTED INCOME TYPES

	Type of Income 
	Documentation Needed 

	Salary/Tips 
	Pay Stubs for the last 4 weeks, they must be current and consecutive.
OR
Employment verification form completely filled out, with verifiable signatures. 
OR
A letter on Company Letter Head-must have verifiable signature (from pay roll, HR, or company manager), hire date, rate of pay and number of hours the parent/guardian will be working per week. 

	Recurring Cash Contributions 
	Average two months of payments

	SSA 
	Current yearly award letter showing the amount received. 

	SSI 
	For Adults in household only - Current yearly award letter showing the amount received. 

	Child Support Received 
	Court-ordered child support should be verified through the Clerk of the Court, any time it is paid.
Non-Court-ordered—written statement from the absent parent.
OR
Documentation showing proof of child support receipt or non-receipt.

	Self-Employed 
	Current Tax return. If no taxes were filed or the business is new, the parent/guardian must provide their current ledger/books with receipts showing business expenses and time parent/guardian spent “on the job”. Deductions cannot be allowed without receipts for expenses. Never allow depreciation, meals, or entertainment, 

	Unemployment Compensation 
	Current monthly amount from the unemployment office. 

	Military FSSA housing assistance  
	Monthly benefit amount 

	Work Release Payments 
	Monthly benefit amount 

	Retirement Benefits 
	Current monthly amount

	Cash Gifts (received regularly) 
	Written statement from the source with the amount and how often given. (Average 2 months of payments)

	TANF 
	Current monthly awards letter showing the amount. For referral programs the amount can be written on the referral.

	Veteran Benefits 
	Current yearly award letter showing the amount received.

	Money Received from Employer as Employee benefit for child care (if paid directly to the employee) 
	Amount paid per month 

	(RCG) TANF 
	Relative Care Giver TANF-current award letter showing the monthly amount. 

	Alimony 
	Court order and/or proof that payments are being received.

	GAP
	Current award letter showing the amount received.


 



	[bookmark: ExcludedIncome]EXCLUDED (NOT COUNTED) WHEN CONSIDERING GROSS HOUSEHOLD INCOME

	School Loans/Grants
	Are excluded as income as these have to be repaid.

	Alimony (paid out of the home)
	In order to exclude the family needs to submit court order and proof of payment or pay stubs showing alimony is actually being paid. Exclude the monthly amount paid.

	One time only gifts
	Non-recurring monies received once as a gift: birthday present, etc.

	Work Study
	Non-taxable income from the school

	Child Support (paid out of the home)
	To exclude from household income client must obtain court order and pay stubs showing the child support is being deducted from pay or copies of check/money orders showing child support is being paid out.

	Food Stamps
	Needs to be listed in EFS but is excluded as income

	Foster Parent payment
	Parents in this category will most likely be BG 1-13

	Earned income of an 18 year old in a secondary school
	Earned income of an 18-year-old family member who is enrolled as a full-time student in a secondary school or its equivalent is excluded.

	Adoption Benefits
	If a foster parent/legal guardian/relative adopts a child and they get adoption benefits this income is not counted in the family’s total gross income. Adoption Subsidy Payments
The following “Federal Means-Tested Public Benefits” payments are excluded from total family income and each child under eighteen receiving payments is calculated as a single person family for determining eligibility. - Supplemental Security Income.

	SSI -Payments
	If payments are for a child’s disability, it is excluded as income. This is paid to children who are seriously disabled at birth or later or to adult individuals who have been determined permanently disabled and have not had sufficient work history to receive Social Security benefits.

	Economic Stimulus Payment
	Onetime payment made by US government to taxpayers to stimulate economy

	Housing Payments
	60BB-4.100(8)(d) “Housing assistance payments from Hud issued directly to a landlord and associated utilities expense”

	Money borrowed with an established repayment plan

	VISTA (Volunteers in Service To America) Payments

	Earned Income Tax Credits or dependent care credits


 

 
 
 
 












































[bookmark: CHAP8]CHAPTER 7 – DEFINITIONS
Access - means giving the parent the ability to enter the child care facility/home, including the child’s classroom and permission to communicate with their child.
Age Appropriate – means actions, non-direct services, and settings which meet a child’s need at each developmental stage.
At Risk - refers to children at risk of abuse, neglect abandonment and/or exploitation.

At-risk Child – Includes the following children whom the Department of Children and Families (DCF) or designee refers for SR services, including the Homeless Coalition and Domestic Violence Center.
A. A child from a family DCF or a designated sheriff’s office is investigating for child abuse, neglect, abandonment or exploitation.
B. A child who is in a diversion program that DCF or its contracted provider runs and who is from a family actively participating in and complying with department-prescribed activities, including education, health services or work.
C. A child from a family under DCF or a contracted service provider’s supervision for abuse, neglect, abandonment or exploitation.
D. A child placed in court-ordered, long-term custody or under a relative or non-relative’s guardianship after DCF or its licensed contractor terminated parental custody.
E. A child in the custody of a parent who is a domestic violence victim and residing in a certified domestic violence center.
F. A child in the custody of a parent who a DCF-certified homeless shelter verifies as homeless
G. 

At Risk of School Failure – This category includes:
A. Participants in the welfare transition program such as:
1. Temporary cash assistance clients whose children shall be eligible based on a documented referral and documented compliance with statutory welfare transition program requirements by the Department of Children and Family Services or the CareerSource EscaRosa referral agency.
2. Transitional Child Care/Non-Temporary Cash Assistance clients whose children shall be eligible based on a documented referral and documented compliance with statutory welfare transition program requirements by the Department of Children and Family Services or the CareerSource EscaRosa referral agency.
B. Children of families meeting the federal definition of migrant workers.
C. Children of teen parents.
D. Other factors to be considered for this definition:
1. Inadequate home environment
2. English not first language of family
3. Age of parent at child’s birth (18 years or younger)
4. Parent has an educational history of participating in Special Education
5. Educational level (not completed school) of either parent is low (less than high school). Parent has a low literacy level
6. Three (3) children under 5 years old in the family
7. Child/sibling/or parent has been in foster care
8. Children are multiples
9. Suspect developmental delay in any area
10. Child lives with grandparent or has lived with multiple caregivers
11. Child was born prematurely or was in Neonatal Intensive Care Unit
12. Child has a documented developmental delay or handicapping condition
13. A sibling has a handicap/delay/is in special education/or has behavioral concerns
14. A parent or caregiver has handicap or developmental delay
15. There is a history of emotional/physical/sexual abuse of child, sibling, parent
16. One parent has been or is currently incarcerated
17. Child was/is a drug exposed newborn
18. Substance abuse by one or both parents
19. Parent minimally meeting child’s basic needs
20. Parent was single at time of birth or currently
21. Family is homeless currently or previously (this includes couch homeless)
22. Mental health illness within family
23. Child, parent, or sibling has chronic medical problem/condition (special needs)
24. Child or sibling was diagnosed as failure to thrive

Attending - (a job training or educational program; include minimum hours if applicable). Attendance in a job training or education program for transitional TANF clients who receive CCDF funded child care is required. These clients must follow Federal work participation requirements. This requirement is monitored by CareerSource EscaRosa. Authorizations, updated authorizations, or termination notices are sent to the community childcare coordinating agency by CareerSource EscaRosa staff or their contract providers as families comply or fail to comply with participation standards.

Authorized Hours of Care – The hours of care necessary to provide protection, maintain employment or complete work activities or eligible educational activities, including reasonable travel time.

Billing Group – Code used within a database to identify the funding group from which the coalition pays for services.
 
CCR&R - refers to Child Care Resource and Referral.
Coalition - refers to the local Early Learning Coalition of Escambia County.
Childcare - means the care, protection, and supervision of a child, for a period of less than 24 hours a day on a regular basis, which supplements parental care, enrichment, and health supervision for the child, in accordance with his or her individual needs, and for which a payment, fee, or grant is made for care.
Child Assessment – An on-going assessment tool to measure gains and identify opportunities for effective learning.
 
Child Care Management system (CCMS) – is the database currently utilized by the Early Learning Coalitions, and designees, to capture child care and client information. This computer database has two components known as Child Care Resource and Referral (CCR&R) and the Enhanced Field System (EFS). The CCR&R component captures all child care programs within the local Coalition communities and demographic and other information to support the public. The EFS component is utilized specifically for client and provider information pertinent to the School Readiness and VPK programs.
Child developmental screening – Using a screening tool to identify delays early with the understanding that the earlier services are provided, the more likely a child will succeed.
Child health screening – Using a screening tool to identify potential health issues which may impact the child’s ability to succeed in school.
Complainant – refers to the individual who files a verbal or written complaint.
 
Contractor – refers to an agency or program contracted by the Early Learning Coalition to carry out specific responsibilities for families and/or providers served by the Coalition.
Co-payment – means the sum of money the parent or caregiver, based on the local parent co-payment schedule, is responsible for; paid directly to the provider of child care. Prior to issuing payment to the school readiness provider, the amount of the parent co-payment is subtracted from the total cost.
DCF – means the Florida Department of Children and Family Services.
Determination – is the act of establishing a parent’s eligibility for school readiness services based upon whether or not they met the income or other eligibility requirements set forth in law.
Disenrollment – the removal, either temporary or permanent, of a child from participation in the SR Program. A coalition may base removing a child from the SR Program on a reduction in available funding, participant’s failure to meet eligibility or program participation requirements, fraud or a change in local service priorities.
DOE – means the Department of Education.
Domestic violence – means any assault, aggravated assault, battery, aggravated battery, sexual assault, sexual battery, stalking, aggravated stalking, kidnapping, false imprisonment, or any criminal offense that results in the physical injury or death of one family or household member by another.

Early Learning Services - refers to the provisions of school readiness services.
 
Early Learning Coalition – One of 31 or less boards consisting of public and private members. Each early learning coalition is responsible for coordinating and contracting for the provision of early education and care services in its area, according to the provisions of an early learning plan adopted by the early learning coalition and approved by The Division of Early Learning.

Earned Income – Gross remuneration resulting from work, professional service, or self-employment. This includes commissions, bonuses, back pay awards and the cash value of all remuneration the employee receives in a medium besides cash.

Economically Disadvantaged –A family whose income at initial determination does not exceed 150 55% percent of the federal poverty level (FPL) state median income (SMI) and includes being a child of a working migratory family (34 CFR s. 200.81(d) or (f)) or an agricultural employee who works for more than one agricultural employer during the course of a year and whose income varies according to weather conditions and market stability. Economically disadvantaged families cease to be eligible if the family’s income exceeds 85% SMI.

In addition, families whose initial determination exceeds the 150 percent 55% of SMI of the federal poverty level (FPL) may qualify for services under the School Readiness Match funding (SRMT) depending on funding availability.

Educational Activities – include vocational education, GED preparation, compulsory education, on-the-job training, job readiness training, or post-secondary education.

Electronic Funds Transfer (EFT) – provides for electronic transfer of payments and collections.
 
Eligibility staff – refers to any staff person responsible for determining the eligibility of School Readiness applicants.
Eligible childcare providers – means any child care facility or family day care home, licensed or registered; religiously exempt child care facility, or public and non-public school program who has a valid contract with the Coalition.
Enhanced Field System of Modernization (MOD) – is part of the Child Care Management system and is the computer program which captures the Early Learning clients and providers.
Extended Day - shall mean more than eleven (11) hours of service per day.
Family Day Care Home – means an occupied residence in which child care is regularly provided for children from at least two unrelated families and which receives a payment, fee, or grant for any of the children receiving care, whether or not operated for profit. A family day care home shall be allowed to provide care for one of the following groups of children, which shall include those children under 13 years of age who are related to the caregiver:
A. A maximum of four children from birth to 12 months of age
B. A maximum of three children from birth to 12 months of age, and other children, for a maximum total of six children
C. A maximum of six preschool children if all are older than 12 months of age
D. A maximum of 10 children if no more than 5 are preschool age and, of those 5, no more than 2 are under 12 months of age

Family Income – means the combines gross income, from all sources, of all members of the family unit who are eighteen (18) years of age or older, including earned and unearned income. Types of excluded income include but not limited to the following:
A. Food Stamp Benefits
B. Documented child support paid out is deducted from the total gross income
C. Housing assistance payments from HUD issued directly to a landlord and associated utilities expenses
D. Child/Children social security income (SSIC)
Family Portal – means an integrated information system that allows a parent to apply for early learning services for his or her child. The parent may apply through an internet website. The internet website uses a waiting list to track eligible children waiting for enrollment in the early learning programs.
Family or Household Members – Spouses, former spouses, persons related by blood or marriage, persons who are parents of a child in common regardless of whether they have been married and other persons who are currently residing together in the same dwelling unit as if a family.
Family Unit – means parent(s) living together, their minor children, and any other children for whom they are legally responsible. A family unit shall also include any additional related adult who resides with the family, and who is financially supported by that family.
Fiscal Year – refers to each year beginning July 1 and ending June 30 of the following year.
 
Foster Parent – means a single or married individual who possesses a license under the Florida Department of Children and Families pursuant to Chapter 409.175, F.S. and Rule 65C-13 of the Florida Administrative Code.

Fraud - Fraud is generally defined in the law as an intentional misrepresentation of known facts made by one person to another, while knowing the information is false and for the purpose of gaining an unfair or unlawful advantage: or causing injury or damage to others. Fraud may also be made by an omission or purposeful failure to provide material facts, which nondisclosure makes other statements misleading. To constitute fraud the misrepresentation or omission must be made knowingly and intentionally, not as a result of mistake or accident, or in negligent disregard of its truth or falsity.
Full Choice – means a full range of school readiness settings and payment options, including: Licensed child care facilities, licensed family day care homes, licensed large family child care homes, licensed mildly ill facilities, registered family day care homes, informal care, faith-based care, and school-based care.

Full-time (FT) – means at least six (6) hours or greater and up to and including eleven (11) hours of care in a twenty-four (24) hour period.
Graduated Phase Out - At the end of the initial 12-month eligibility period at redetermination, if a family’s income is above 150 percent of the Federal Poverty Level (FPL), but at or below 85 percent of the State Median Income (SMI), the family will enter the graduated phase-out. The parent shall be assessed a co-payment that is based on the approved sliding fee scale. As the family’s income increases the co-payment shall gradually increase based on the approved sliding fee scale.
Grievance/Dispute Process – is a system of resolving conflicts.  Each local coalition has a procedure for addressing disputes.
Handicapped Child – means a preschool child who is developmentally disabled, mentally handicapped, speech impaired, language impaired, deaf or hard of hearing, blind or partially sighted, physically handicapped, health impaired, or emotionally handicapped; a preschool child who has a specific learning disability; or any other child who has been classified under rules of the State Board of Education as eligible for preschool special education services, with the exception of those who are classified solely as gifted.
High-Risk Child – means a preschool child with one or more of the following characteristics:
A. The child is a victim or a sibling of a victim in a confirmed or indicated report of child abuse or neglect.
B. The child is a graduate of a perinatal intensive care unit.
C. The child's mother is under 18 years of age, unless the mother received necessary comprehensive maternity care and the mother and child currently receive necessary support services.
D. The child has a developmental delay of one standard deviation below the mean in cognition, language, or physical development.
E. The child has survived a catastrophic infectious or traumatic illness known to be associated with developmental delay.
F. The child has survived an accident resulting in a developmental delay.
G. The child has a parent or guardian who is developmentally disabled, severely emotionally disturbed, drug or alcohol dependent, or incarcerated and who requires assistance in meeting the child's developmental needs.
H. The child has no parent or guardian.
I. The child is drug exposed.
J. The child's family's income is at or below 100% of the federal poverty level or the child's family's income level impairs the development of the child.
K. The child is a handicapped child as defined above.
L. The child has been placed in residential care under the custody of the state through dependency proceedings pursuant to chapter 39.
M. The child is a member of a migrant farm worker family.
Homeless – means an individual who lacks a fixed, regular, and adequate nighttime residence or an individual who has a primary nighttime residence that is:
A. A supervised publicly or privately-operated shelter designed to provide temporary living accommodations, including welfare hotels, congregate shelters, and transitional housing.
B. An institution that provides a temporary residence for individuals intended to be institutionalized.
C. A public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.
Immediately – without interval of time, as soon as possible.
 
In loco parentis – Acting as the temporary guardian of a child. For example, individuals standing in loco parentis include individuals who have taken on the legal responsibility of a parent or who are acting as the primary caregiver of a child. Specific examples include foster parents, court-appointed guardians, stepparents, residential institutions, and individuals without legally assigned rights who care for, educate, and financially support a child.
Incapacitation – means disabled, handicapped or incapable due to injury, illness, accident, disease or other condition.

Informal child care – Any legal but non-regulated child care, subject to health and safety requirements, that is provided by a relative or non-relative in the child’s home or other location. An Informal Child Care Provider is an individual who provides care as described here.

Initial Eligibility – means the point at which a child is determined eligible for services through a full eligibility determination.
 
Job training and educational program – Training or education designed to provide participants with skill and certification necessary for employment in an occupational area.
Large Family Child Care Home – means an occupied residence in which child care is regularly provided for children from at least two unrelated families, which receives a payment, fee, or grant for any of the children receiving care, whether or not operated for profit, and which has at least two full-time child care personnel on the premises during the hours of operation. One of the two full-time child care personnel must be the owner or occupant of the residence. A large family child care home must first have operated as a licensed family day care home for 2 years, with an operator who has had a child development associate credential or its equivalent for 1 year, before seeking licensure as a large family child care home. A large family child care home shall be allowed to provide care for one of the following groups of children, which shall include those children under 13 years of age who are related to the caregiver.
A. A maximum of 8 children from birth to 24 months of age.
B. A maximum of 12 children, with no more than 4 children under 24 months of age.

Market Rate –Local market rates are established by DEL for each County. Rates are typically updated every two years. Actual payment rates for school readiness services are established by each local Coalition.
Migrant Farmworker – means a migratory agricultural worker or migratory fisher as defined in 34 CFR ss 200.81 (d) and (f); or an agricultural worker who is employed by more than one agricultural employer during the course of a year, and whose income varies according to weather conditions and market instability.
Misrepresentation – refers to an untrue representation which is provided incorrectly, improperly, falsely or in a distorted manner. It can also be a purposeful twisting or emphasizing of certain information so as to produce an inaccurate or misleading impression.
 
Moratorium – means a suspension of activity.
 
Natural Disaster Area – A county designated for individual and/or public assistance by the Federal Emergency Management Agency (FEMA).

Out of Home Placement – The placement of a child in an emergency shelter or the court ordered placement of a child in foster care or in the custody of a relative or nonrelative.
Parent – means a parent by blood, marriage or adoption and also means a legal guardian, or a person standing in loco parentis.
Part-Time (PT) – means less than six (6) hours of care in a twenty-four (24) hour period.
Payment Certificate – means payment for school readiness services through a certificate issued to a parent that represents payment that will be made by the coalition to the parent’s chosen school readiness provider, based upon an invoice for services submitted to the coalition by the selected provider.
Physical or Mental Incapacity – A developmental delay or established physical or mental condition. Mild or moderate emotional problems as certified by a licensed psychiatrist, psychologist or licensed mental health professional.
 
Prekindergarten Child with Disabilities - is a child who is below five (5) years of age on or before September 1 and has a sensory, physical, mental, or emotional condition which significantly affects the attainment of normal developmental milestones.
Prevailing Market Rate – means the annually determined 75th percentile of a reasonable frequency distribution of market rate in a predetermined geographic market at which licensed child care providers charge a person for child care services.
Private School – is a nonpublic school that designates itself as an educational center. A private school may be a parochial, religious, denominational, for-profit, or nonprofit school. This definition does not include home education programs conducted in accordance with s. 1002.41. 
Protective Services – means services provided to families who are under “protective supervision” which is a legal status in dependency cases, child in need of services cases, or family in need of services.
 
Provider – means the individual or facility responsible for the provision of early learning services for children.

Reasonable - means of sound judgment.
 
Redetermination – is the act of re-establishing a parent’s eligibility for school readiness services at certain intervals following their initial approval.
Re-Establish Purpose of Care – When a parent experiences a loss in purpose for care, the coalition must provide the parent a three (3) month period to re-establish purpose for care, at which time the parent must meet purpose for care to remain eligible. If the child served is subject to twelve-month eligibility, then the child will remain eligible for the remainder of the twelve-month authorization period. The child shall continue to receive services at the same level and provider shall continue being reimbursed during the three (3) month re-establishment period.
 

(a)At-risk, relative caregiver, welfare transition program and Intensive Service Account or an Individual
Training Account participant. The parent no longer maintains the current purpose for care upon the childcare
authorization’s expiration or upon notification of termination from the referring agency to the coalition,
whichever comes first. The coalition or contracted designee shall inform the parent and DCF or local
workforce referral agency that when the childcare authorization expires or is terminated the parent will
have three (3) months to provide documentation to establish a purpose for care under the same
 eligibility category or another eligibility category to continue to receive services. 
(b)Economically disadvantaged. The parent no longer maintains purpose for care upon cessation of
 employment, attendance at a job training or education program.
(c)The time period that surpasses the initial authorization will be counted toward the subsequent    authorization period. 
(d) A family will not be limited to a single three (3) month period to reestablish a purpose of care.  

Reimbursement Rate – means the daily rate approved by the Coalition for child care services for a child in the school readiness program. Specific reimbursement rates for individual children are based on, but not limited to, the status and duration of the child’s care, the amount of the parent co-payment, the status of the child care provider, and the provider’s rate schedule.
Relative – for purposes of qualifying as a relative eligible to be a child care provider means a person who is 18 years of age or older who are, by marriage, blood relationship, or court decree, the grandchild, great grandchild, sibling (if such provider lives in separate residence), niece, or nephew of the eligible child.
 
Relative caretaker – or "caretaker relative" means an adult who has assumed the primary responsibility of caring for a child and who is related to the child by blood or marriage.
 
Residing With – this term is only used when referring to teen parents. In these cases, residing with means with a parent, legal guardian, or other adult relative caretaker.

School age – refers to children who are at least 5 years of age on or before September 1 of the current year and eligible to attend school in the fall.
School Readiness – refers to the School Readiness Program in Chapter 1002 F.S.
Sliding Fee Scale – means a system of determining the cost sharing (parent copayment) by a family based on income and family size.
Special Needs Child – Child care for a child, who has special needs, has been determined eligible as a student with a disability, has a current individual education plan with a Florida school district, and is not younger than 3 years of age. A special needs child eligible under this billing group remains eligible until the child is eligible for admission to kindergarten in a public school under s. 1003.21(1)(a)2. Allocation requires office approval.
Special Needs Rate – refers to the negotiated rate for a provider caring for a special needs child. The negotiated rate is the Gold Seal Infant Rate set by the Coalition.
 
SR – refers to School Readiness Program as described pursuant to Chapter 1002 Florida Statutes.
 
TANF – is an acronym for Temporary Assistance to Needy Families, a category of federal funds.
Teen Parent – means a person (age 13-19) who is a teenage parent, or is pregnant, or who is the father of an unborn child, who is not involved in the Department of Education Drop Out Prevention Program; or is a CareerSource EscaRosa teen parent, who is employed a minimum of 20 hours per week.

Temporary Cash Assistance (TCA) – means cash assistance provided under the state program certified under Title IV-A of the Social Security Act, as amended.
Termination – refers to ending the child’s participation in the school readiness program or to end services.
Unearned Income – includes but is not limited to the following:
A. Documented child support received
B. Documented alimony received
C. Social security benefits
D. Supplemental Security Income (SSI)
E. Worker’s Compensation benefits
F. Unemployment Compensation benefits
G. Veteran’s benefits
H. Retirement benefits
I. TANF cash assistance
J. Income received from non-family members residing within the same household
K. Military FSSA housing assistance
VPK – refers to Voluntary Pre-kindergarten pursuant to Chapter 1002, Part V, Florida Statutes.
Working (include minimum hours if applicable) – means participating in work activities a minimum of 20 hours per week which could include employment, on the job training, job search, job readiness assistance, and vocational education or training designed to prepare the participant for employment as well as being eligible for unemployment compensation benefits.
Working Family – is defined as follows:
A. A single parent family in which the parent with whom the child resides is employed or engaged in eligible education activities a minimum of twenty (20) hours per week.
B. A family in which the parent(s) with whom the child resides is exempt from work requirements because of age or disability, which a Social Security Administration disability award letter states or a physician licensed under chapters 458 or 459, F.S., determines and documents.
C. A two-parent family in which both parents with whom the child resides are each employed or engaged in eligible education activities for a combined forty (40) hours per week
D. A family in which the parents are exempt from work requirement due to age or disability as determined and documented by a physician licensed under Chapters 458 or 459, Florida Statutes
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APPENDIX A- CHILD CARE APPLICATION AND AUTHORIZATIONS (REFERRALS)

A. SR WTP
1. Requires documentation for employment in compliance with Rule 6M-4.208, FAC.
2. Attending job training or educational program
a. A parent may qualify for childcare assistance if he/she is in school or training, as Workforce Services requires. After the parent meets eligibility criteria, the determination would be whether the parent needs full-time or part-time care based on the documented child care referral.
b. Educational/training documentation – An official of the school or institution completes a current document that shows the number of classroom hours and any lab hours, the date the semester/training period starts and the date it ends. This document must be on appropriate letterhead or stationery for the school/institution or training program or contain an official seal. DEL allows online courses. However, the coalition must consider the hours that a school-age child is in school. Workforce Services may include this on the referral form instead of an official school form.
c. Combination of employment and training or education: A documented referral from the local Workforce Services WTP.
3. Seeking employment: For TANF/TCA recipients who are not working and are involved in job preparation activities (based on a documented referral).
4. Diversion program: Childcare application and authorizations – Referrals from local Workforce boards for temporary childcare for a parent who has applied for cash assistance and temporary child care services to seek employment and has opted to receive diversion payments in lieu of ongoing cash assistance. Childcare assistance is available under this category for 30 days from the date the up-front diversion process officially began. Once the parent receives the upfront payment, they may be eligible for a transitional childcare referral.

B. SR TANF/TCA applicants
1. Childcare application and authorizations: Referrals from the local Workforce board for temporary childcare for a parent who has applied for TCA and temporary child care services to seek employment. A coalition should only approve childcare based on an authorized referral.
2. Child only: Services a coalition provides to a child who living with a relative permanently or on a short-term basis and is receiving temporary cash assistance as a TANF “child only” case.

C. SR TCC
1. Parent(s) must be employed to receive TCC. Authorized period on the referral may be for up to two years. The referral form is the same as the one used for TANF/TCA referrals (Rule(s) 6M-4.200 and 65A-4.218, FAC).  Eligibility period may be up to 12 months.
2. Families eligible for TCC have lost their eligibility for TANF/TCA because of excess earned income, new or increased child support, loss of time limits (with earned income) or the family’s choice not to receive TANF/TCA. Total family income may not exceed 85% of SMI.
3. TCC customers who lose their job are eligible for 3-months to re-establish purpose of care. If a customer with an active TCC referral becomes unemployed, the coalition must notify the referring agency.
4. Individual Workforce boards may have varying policies about the authorized eligibility period length. Determine if the referral includes the eligibility period (both a start and end date), and review the time frames provided above for TCC.
5. A two-year authorization period does not exempt the family from an annual redetermination.




DCF/FFN AT-RISK CHILD CARE APPLICATION AND AUTHORIZATIONS (REFERRALS)

A. SR At-risk – Protective Services – SR services a coalition provides to a child of a family under investigation or under supervision because of an allegation of abuse, neglect or exploitation. DCF or its contracted service provider must submit a documented referral. Eligibility is not dependent on family income or work requirements.
B. SR At-risk – TANF Relative Caregiver (RCG) or The Guardianship Assistance Program (GAP)-SR services a coalition provides to a child in court-ordered relative care. DCF or its contracted service provider must submit a documented referral. Eligibility is not dependent on family income or work requirements. A letter from DCF stating the individual is a relative caregiver receiving RCG payments can establish eligibility.
C. SR At-risk – Out-of-Home (Foster Care) – SR services a coalition provides to a child who is in foster care. Eligibility is not dependent on family income or work requirements. DCF or its contracted service provider must submit a documented referral.
D. SR At-risk – Out-of-Home (Relative Care) – SR services a coalition provides to a child who is in court-ordered relative care. Eligibility is not dependent on family income or work requirements. DCF or its contracted service provider must submit a documented referral.
E. SR At-risk – Diversion Protective Services – SR diversion services a coalition provides to children needing access to child care who DCF and its contracted community-based care (CBC) programs within the Family Safety Program Office are currently serving. Eligibility is not dependent on family income or work requirements. DCF or its contracted service provider must submit a documented referral. The submitted referral form should state that the primary purpose of care is protection and status as diversion. Request for child care is in 60-day increments but should not exceed six months in total.  
F. Note: For at-risk clients, the referral should identify Rilya Wilson clients, if applicable.
G. To view the DCF at-risk Child Care Application and Authorization (at-risk referral), go to http://www.dcf.state.fl.us/DCFForms/Search/DCFFormSearch.aspx and select the “child care” category. Enter form number CF-FSP 5002 to view a sample At-Risk Child Care Application and Authorization.
H. As of November 1, 2017, At-Risk referrals will be submitted through the Coalitions Online Referral System.


CERTIFIED DOMESTIC VIOLENCE CENTER OR DESIGNATED HOMELESS PROGRAM – AT RISK

A. Homeless: SR services a coalition provides to a child who is in the custody of a parent/guardian who a DCF designated-lead agency on homelessness verifies as homeless and is participating with a DCF-designated lead agency’s continuum of care services plan for homeless families. Eligibility is not dependent on family income or work requirements. A DCF-designated lead agency on homelessness must provide a documented referral.
B. Domestic violence: SR services a coalition provides to a child in the custody of a parent/guardian who is a victim of domestic violence and is residing in a certified domestic violence center. Eligibility is not dependent on family income or work requirements. A DCF-certified domestic violence center must provide a documented referral.
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APPENDIX B – SAMPLE OF CHILD CARE REFERRALS
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APPENDIX C – U.S. CITIZENSHIP

Summary
Each child receiving services must be a U.S. citizen or qualified alien. Verification of U.S. citizenship or qualified noncitizen status must be obtained for each child prior to authorizing school readiness services. The coalition shall keep a record of at least one of the following supporting documents establishing citizenship:
1. U.S birth certificate.
2. An original or certified copy of the child’s U.S. birth record filed according to law with the appropriate public officer.
3. U.S. passport.
4. Lawfully admitted alien document (e.g. Forms I-94, I-94A, I-197, I-551 & I-766) with non-U.S. passport.
5. Certificate of U.S. citizenship or naturalization.
6. For children identified in Sections 1002.87(1)(a), (1)(d) and (1)(g), F.S., the child’s status as a TANF recipient, as indicated on a child care authorization submitted by the referring agency, is sufficient to establish the child’s citizenship.
7. For children identified in Sections 1002.87(1)(b) and (1)(e), F.S., the Medicaid-eligible status, as indicated on a childcare authorization submitted by the referring agency, is sufficient to establish the child’s citizenship.
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Annualizing Total Household Income  
Some employers do not hire employees on a 12-month schedule. They may pay the employee on a cycle that is fewer than 12 months. In order to annualize the employee/parent’s income correctly, the reviewer should average his or her income and multiply it by the number of pay days the parent anticipates receiving.

Irregular Fluctuations in Earnings 
The reauthorized CCDF law requires States to demonstrate how its processes for initial determination and redetermination of eligibility take into account irregular fluctuations in income.  This is particularly important for families who rely on work that is unpredictable or seasonal in nature, such as agriculture or construction work or work associated with tourism industries.  These families may experience a temporary spike in income due to working increased hours (e.g., retail during the holidays, tourism in summer) over a short period, yet those earnings are not representative of the family’s income over the course of a year.
For families that have irregular earnings (fluctuations) due to seasonal or other types of work schedules the coalition should:
· Calculate the average income for the previous 12 months.  The average should reflect income changes that occur during the eligibility period, including situations in which a family had monthly income above 85% of SMI for part of the year and lower income in other months
· For instances where a family may not have 12 months of pay stubs, use an employer verification statement that affirms the average annual income is equal to or less than 85% of the SMI
· Document case notes on how the irregular earnings were used to calculate family income (e.g., interview notes that capture the nature of the fluctuating earnings).
 
Establish Parent Salary/Tips
If a parent has a completed employment verification form – Multiply the number of hours worked per week by the hourly wages the employee received. Take that number and multiply by 52 weeks in the year to determine annual work income. If the employer does not employ the parent for all 12 months, multiply by the number of payments the parent expects each year.
[bookmark: _Hlk506994455]If a parent has provided four weeks of pay stubs, determine the frequency of pay and use this table.

	If a parent is paid
	Sum of gross pay
	Divide by
	Multiply by

	DAILY
	Once DAILY
	Sum of gross pay received for most recent four-week work period
	# of pay stubs received in four-week work period
	365 pay periods in a year

	WKLY
	Once
WEEKLY
	Sum of gross pay received for most recent four-week work period
	# of pay stubs received in four-week work period
(four)
	52 pay periods in a year

	BIWK
	Every other
WEEK
	Sum of gross pay received for most recent four-week work period
	# of pay stubs received in four-week work period (two)
	26 pay periods in a year


		
	If a parent is paid
	Sum of gross pay
	Divide by
	Multiply by

	SEMI
	Twice a
MONTH
	Sum of gross pay received for most recent one month
	# of pay stubs received in a
 one-month work period (two)
	24 pay periods in a year
Note – Detect this pay rate by there being more than 14 days between pay stubs. The pay dates normally occur on the same days every month (e.g., first and 16th of each month).

	MNTH
	Once a
MONTH
	Sum of gross pay received for most recent one month
	# of pay stubs received in 
one-month work period (one)
	12 pay periods in a year

	10 MONTHS
	10
MONTHS
	Sum of gross pay received for most recent four-week work period
	# of pay stubs received in four-week work period
	21 pay periods in year


   

Sample for School Board Employees
(See note below.) If the coalition knows the type of work the parent is doing for the school board, use the following calculations – add all pay stubs, divide by the number of pay stubs, then multiply by the number of pay periods.
	Number of pay periods
	Type of work
	Months

	20.5
	Cafeteria attendants
	9

	21.1
	Bus drivers
	9

	20.9
	Food service
	9

	21.2
	Support/admin
	10

	21.2
	Instructional
	10



 













Note: This table may vary by coalition. There may be other school board employees who have a different weekly schedule, and schedules may vary between school systems. The coalition should contact the local school board for an understanding of the employee’s frequency, pay schedule and to establish a local pattern.
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d. Employment Income (Rule 6M-4.208, FAC)
1. Wages Documentation
a. Four (4) weeks of current and consecutive pay stubs, using gross income before any deductions, including pretax deductions. When the parent receives biweekly pay, the eligibility specialist should request two current and consecutive pay periods. For semi-monthly or monthly pay periods, the specialist should request one month of pay periods.
b. When the parent’s employment has not been long enough to meet the standard above or when the provided pay stubs do not reflect the parent’s current pay status, the eligibility specialist must give the parent an income verification form for the parent’s employer to complete and sign. The specialist will then use hours worked times pay rate to calculate future earnings.
c. If neither of the above sources is available, the parent may submit a letter from their employer on company letterhead that includes the following:
· Start date of employment
· Wages per hour
· Number of hours worked per week
· Pay period (weekly, bi-weekly etc.)

2. Bonuses and Overtime
a. If the eligibility specialist verifies the parent received a bonus, the specialist must determine the frequency by contacting the parent’s employer. If the specialist determines that the parent receives the bonus less frequently than monthly, the specialist should deduct the bonus from the pay amount, annualize the income and then add the bonus back into the annual calculation based on the frequency the parent receives the bonus.
· Example – The parent receives a $200 quarterly bonus. The eligibility specialist deducts $200 from the pay stubs. The specialist annualizes the income. The specialist adds into the total annual income the $200 x four quarters, or $800 a year.  
· Example – The parent’s annual income is $10,400 and the parent receivers a $200 quarterly bonus. The eligibility specialist deducts $200 from the pay stubs. The specialist annualizes the income. Then the specialist adds into the total annual income the $200 x four quarters, or $800 in a year. The total annual income calculation is $11,200. 
· The eligibility specialist counts in the annual average income calculation overtime pay the parent consistently receives. To get the gross annual income amount, the specialist should use the last four weeks of income and include the overtime pay the verification letter the employer provided lists. 
b. When the parent received overtime pay only once within the last four weeks or the parent does not expect overtime payment to recur, the eligibility specialist should calculate the annual income without including the overtime pay. If the specialist cannot determine the frequency by reviewing the pay stubs, the specialist must contact the employer to verify the income. When projecting the annual income, the specialist should disregard any non-recurring overtime pay the parent received.

3. Tips Documentation
a. Many employed individuals receive tips as part of their earnings. Employees do not necessarily declare all tips in their pay stubs.
b. The eligibility specialist should contact the parent’s employer to determine if the pay stubs fully represent income plus tips. If not, the specialist should contact the employer to obtain an estimate containing the parent’s weekly average tip amount beyond what his or her pay stub declares as earnings. Case notes should reflect whether the parent’s pay stub declares all tips, who verifies that information and when the verification occurs. Examples of jobs that usually include tips are waiters/waitresses, hair stylists/barbers, hotel employees, massage professionals, golf club employees and cab drivers.
c. A parent’s attestation stating the amount of tips he or she received under the penalty of perjury (a first degree misdemeanor punishable by a definite term of imprisonment, not exceeding one year or a fine not exceeding $1,000, pursuant to ss. 775.082, 775.083 or 837.012, F.S.) is acceptable. The case narration must contain an explanation of why the preferred source was not available.

4. Self-Employment Income (Rule 6M-4.208, FAC)
a. Eligibility specialists determine a self-employed parent’s gross annual wages by deducting certain expenses from business, professional enterprise or partnership receipts.
b. Eligibility specialists calculate income for self-employment by taking the gross receipts minus expenses. Gross receipts include the value of all goods sold or services rendered. Expenses include the cost of goods purchased as well as rent and utilities for the business property. The coalition considers any income or expense the Internal Revenue Service (IRS) considers as such as the same for SR purposes.
c. DEL considers an individual who owns a business or otherwise engages in a private enterprise to be self-employed. DEL considers income derived from self-employment to be earned income.  
d. A parent must be able to demonstrate income (receipts) from self-employment. However, the parent may incur an operating loss, which he or she may report as $0.
e. Additional explanation – When an applicant applies for SR services and is self-employed, the eligibility specialist should make a determination of whether the parent meets purpose for care. A parent does not have to earn minimum wage in order for the coalition to consider him or her employed. Self-employment determinations vary, and the coalition must handle them on a case-by-case basis.
f. Self-employment Income Documentation
Self-employed individuals must verify earned income at application and redetermination. In addition, these individuals must make all business records available to the eligibility specialist. Examples of business records include documentation on:
· Income tax records necessary to determine gross income and deductible expenses.
· Purchases.
· Sales.
· Salaries.
· Capital improvements.
· Utility, transportation and other operating costs.
· Work calendars for tips and recording pay as received.
· IRS Tax Schedule C from the most recent year, if reflective of current earnings. The eligibility specialist should use income from Schedule C (or corporate documents if incorporated) by averaging it over the number of months of employment.
· If the parent filed no taxes or his or her business is new, the parent must provide his/her current ledger/books with receipts showing business expenses and the time the parent spent “on the job” (e.g., calendars). If using books, the eligibility specialist cannot allow deductions without receipts for expenses. The parent must keep a record of incurred expenses. Examples of allowable costs of producing self-employment income include, but are not limited to:

· Identifiable costs of labor (e.g., salaries, employer’s share of Social Security, insurance).
· Stock, raw materials, seed, fertilizer and feed for livestock.
· Rent and cost of building maintenance.
· Business telephone costs.
· Costs of operating a motor vehicle when necessary in connection with operating the business.
· Interest paid to purchase income-producing property.
· Insurance premiums and taxes the parent paid on income-producing property.
· Costs for feed for work stock.
· Cost of meals and equipment for children for whom the parent provides child care in the home.
· Travel and lodging away from home.

5. Casual Labor Income Documentation
a. Some individuals whom the coalition considers self-employed may only do lawn work or side jobs. Acceptable forms of documentation to establish income for such jobs could be written statements from each employer and a work calendar that shows dates the individual worked, for whom and amount of income received. The eligibility specialist can then use these calendars as verification but only when no other verification exists. Case notes should clearly explain why other types of earnings documentation are unavailable.

e. Child Support Income Documentation
1. [bookmark: _Hlk506994589]Verification from child support enforcement or clerk of the court website showing gross amount the household receives on the child’s behalf and the period over which the absent parent pays it. Use four weeks or one month, based on payment schedule. https://www.myfloridacounty.com/csepublic gives the eligibility specialist access to child support verification through the clerk of the court, or the specialist can call 877-326-8689.
2. Written statement from the absent parent indicating what the absent parent paid over the last four weeks, including the dates the absent parent made the payments. The parent can submit copies of checks or canceled checks to accompany written statements or in lieu of written documents. The parent can use a court order if the court recently issued it. However, if the court order has existed for a period of time and the custodial parent states that the court order does not reflect current payments, the specialist should request proof of the last four weeks (one month if paid monthly) of payment and average the income.
3. If for any reason the first two sources are not available, a parent’s attestation – under the penalty of perjury, which is a first-degree misdemeanor, punishable by a definite term of imprisonment, not exceeding one year or a fine not exceeding $1,000 pursuant to ss. 837.012, 775.082 or 775.083, F.S. – stating the amount of child support he or she received or did not receive is acceptable. The case notes must explain why the first two alternatives were not available. The eligibility specialist must enter into the narrative the date, phone number and description of what occurred when attempting to contact an absent parent who is paying court-ordered or non-court-ordered child support. DEL considers two documented attempts due diligence. The specialist should then discuss with the custodial parent what record-keeping the parent should use to establish child support payments in the future. For example, an absent mother sends a check two to three times per month. The specialist should request copies of one month of checks. If the absent parent is paying in cash, then the custodial parent should maintain a calendar showing dates and payment amounts, preferably with the absent parent’s initials next to the payment.

f. Alimony
1. Alimony is money a former spouse or partner pays to the custodial parent.
2. Alimony Documentation
a. Court order showing amount ordered and a written statement from the payee that the payee is receiving the amount as stipulated. The parent can also submit copies of payments for four weeks.
b. When the recipient states he or she is not receiving alimony as ordered, the eligibility specialist must obtain proof of the last four weeks of payment (one month if paid monthly) from the source. This can include copies of pay stubs or payment receipts for the last four weeks. If the parent does not receive alimony weekly, the former spouse/partner should submit a written, signed and dated statement explaining what payments he or she made and when. The statement should include the address and phone number of this person in case the coalition has additional questions. The former spouse must sign the statement.

g. Temporary Assistance for Needy Families (TANF) Income
1. TANF Documentation
a. The coalition must verify the parent’s receipt of TANF funds with the case manager or by an award letter showing how much the recipient receives and who the grant includes. See http://www.myflorida.com/accessflorida/ to verify TANF. 
b. Acceptable documents include the referral on which the referring caseworker includes income amount, award letter or ACCESS screen print the client initiates. TANF recipients can now obtain a benefits letter from ACCESS, which will include income counted and benefits authorized, from any computer with Internet access.

h. Relative Caregiver (RCG) funding
1. RCG funding documentation
a. Verification from the case manager or an award letter/ACCESS printout showing how much the recipient receives and who the grant includes. 
b. Letter from DCF stating the individual is a relative caregiver (see Memo dated May 1, 2008, on Relative Caregiver Eligibility).

i. Other Countable Income and Documentation
1. Social Security Administration (SSA) Payments
a. This type of income is referred to as Social Security (formerly OASDI-Old Age, Survivors Disability Insurance). In order to qualify for this benefit, the individual must have worked at least five years and paid into Social Security. This type of insurance is not means-tested but based on the amount of money paid in for a minimum of five years. Once the beneficiary reaches retirement age, becomes permanently disabled or dies (after the period of pay-in), the individual, spouse or dependent children can receive benefits on the beneficiary’s claim. In the event that the primary beneficiary dies, the surviving spouse and children can receive benefits under the primary beneficiary’s claim. Children can receive benefits as a survivor until they turn 18 or complete undergraduate school (college). The amount the SSA recipient and his/her dependents receive depends on what the primary beneficiary paid in from his/her work history. It varies by family.
2. SSA Documentation
a. Award letter from the Social Security Administration. The SSA updates this letter annually. The amount may change each January and the award letters are usually updated in November.
b. Written letter from the Social Security Administration showing current year of monthly gross payments before deductions, if any. If documenting a disability, the eligibility specialist should determine from whose claim the SSA draws the benefit in order to verify the claimant is, in fact, disabled.
3. Supplemental Security Income (SSI)
a. The SSA pays SSI to disabled individuals. The SSA can pay SSI to children from birth or to a disabled adult. The SSA does not base SSI on work history (the work history may be insufficient or non-existent) but instead only on the individual’s disability. This is a means-tested benefit. It has income and asset limits. Effective January 2021, the SSI benefit for an eligible individual is $794 per month for an individual and $1191 for a couple. Additional information regarding SSI is available at http://www.socialsecurity.gov/pubs/EN-05-11015.pdf.
4. SSI Documentation
a. Eligibility specialists should consider SSI benefits that adults receive but not SSI benefits that children receive as counted income.
b. Award letter from the Social Security Administration. The SSA updates this letter each January.
c. Written letter from the Social Security Administration showing current year of monthly gross benefits before deductions. When the Social Security Administration withholds income from SSA/SSI to recover an overpayment, exclude the portion withheld as income.
d. Note: For annual income updated each January, the correct eligibility certification practice is that the coalition should redetermine the case in January so that the individual’s income will include the annual increase. Failure to do so could result in questioned costs. The eligibility specialist should observe this for SSA/SSI benefits.
5. Reemployment Compensation/Worker’s Compensation (s. 1002.87(5), F.S.; Rule 6M-4.210, FAC)
a. The coalition must verify a family’s receipt of reemployment compensation or worker’s compensation when the family reports receiving such income.
6. Reemployment/Worker’s Compensation Documentation
a. Recent award letter showing gross amount of benefits an individual received.
b. Written statement on letterhead from the employer paying worker’s compensation, which authorized personnel signed.
c. Note: Receiving this income often announces loss of purpose for care.
d. Note: An eligibility specialist identifying that a family unit under review is receiving this income should initiate action to indicate the family has lost purpose for care. A parent can receive 90 days to seek employment after becoming unemployed.  
7. Other Potentially Countable Income
a. Either earned or unearned income. The family must receive this income on a regular basis.  
b. If the family unit declares a member of the family unit’s receipt of any other type of regularly recurring monies, the eligibility specialist must verify the income from its source. Documentation must also identify the frequency and the gross amount of income the individual receives. The specialist would include any such monies a member of the family unit receives in the total family unit income














[bookmark: AppF]APPENDIX F – QUICK REFERENCE TABLE

A. Counted Income Types and Required Documentation
1. Salary/tips
a. Current and consecutive pay stubs for the last four weeks.
b. Completed employment verification form with verifiable signatures.
c. A letter on company letterhead. The letter must include a verifiable signature (from payroll, human resources or company manager), hire date, rate of pay and number of hours the parent will work per week.
2. SSA/ SSI that adults receive – Requires current yearly award letter showing the received amount. The amount changes each January. The SSA usually releases award letters in November prior to the change.
3. Received child support
a. The coalition must verify court-ordered child support through the clerk of the court when paid.
b. Non-court-ordered child support requires a written statement from the absent parent.
c. Documentation showing proof of child support receipt or non-receipt.
4. Self-employed – This requires a current tax return. If the parent did not file taxes or the business is new, the parent must provide his/her current ledger/books with receipts showing business expenses and time the parent spent “on the job.” If using books, the eligibility specialist cannot allow deduction without receipts for expenses. Never allow depreciation, meals or entertainment.
5. Reemployment Assistance (formerly Unemployment compensation) – Requires a benefits award letter showing current monthly amount from the reemployment office.
6. Retirement benefits – Requires an award letter showing current monthly amount.
7. Cash gifts (received regularly) – Requires written statement from the source with the amount and how often the parent receives the gift(s).
8. TANF/ TCA – Requires monthly award letters stating the award amount or, for referral programs, the referral with the award amount included.
9. Veteran benefits – Requires current yearly award letter stating the benefit amount.
10. Alimony received – Requires court order or proof of payment receipt.
11. Recurring cash contributions – Requires average of two months of payments.
12. Work release payments – Requires monthly benefit amount.
13. Money the parent received from an employer as an employee benefit for child care paid directly to employee – Requires amount paid per month.
B. Excluded Income Types and Required Documentation
1. Adoption benefits/adoption subsidy payments (DEL guidance) – If a foster parent/legal guardian/relative adopts a child and he/she receives adoption benefits, the eligibility specialist does not count this income in the family’s total gross income. Requires a current monthly statement showing the adoption benefit amount.
2. Disaster relief or other forms of temporary assistance for families in natural disaster areas.
3. Documented alimony (paid out of the home) – In order to exclude documented alimony, a parent must submit a court order and proof of payment or pay stubs showing the parent is, in fact, receiving the alimony. Exclude the monthly amount paid.
4. Documented child support payments (paid out of the home) – In order to exclude documented child support, a parent must submit a court order and proof of payment or pay stubs showing the absent parent is, in fact, paying the child support. Exclude the monthly amount paid. The coalition must verify this income before excluding it.
5. Earned income of a child who is 18 and enrolled as a full-time student in a secondary school or equivalent – The coalition can exclude earned income for any currently enrolled high school student who, since attaining the age of 18 years, or a student with a disability who, since attaining the age of 22 years, has not terminated school enrollment or received a high school diploma, high school equivalency diploma, special diploma or high school completion certificate.
6. Earned income tax credits or dependent care credits – Tax credits that parents receive are excluded income.
7. Economic stimulus payment – One-time payment the U.S. government makes to taxpayers to stimulate the economy.
8. Federal nutrition programs – Examples are SNAP, WIC and school meals.
9. Food stamp benefits – Eligibility specialists must include these benefits in EFS to meet federal reporting requirements. However, they are excluded income.
10. Foster care payments – Payments a foster care parent receives to provide for foster child needs.
11. RCG payments – Current award letter showing the monthly amount received. The coalition must verify this income before excluding it.
12. Housing allotments, Low-Income Energy Assistance Program (LIHEAP) or energy assistance – Housing assistance and associated utility expense payments that Housing and Urban Development (HUD) issues directly to a landlord.
13. Foster parent and court ordered relative and non-relative caregiver income – An eligibility specialist should not consider these individuals part of the child’s family unit.
14. Independent Living Grant – Money the federal government gives to an individual who has a severe physical or mental impairment that substantially limits his/her ability to obtain, maintain or advance in employment.
15. Lump sum settlement – Some or all of a benefit comes in a lump sum (single payment) rather than in monthly payments.
16. Military housing assistance or other military allotment/bonuses – Assistance an active duty member receives.
17. Money borrowed with an established repayment plan – A coalition cannot include as income money borrowed with an established repayment plan.
18. One-time-only gifts – Non-recurring monies an individual receives once as a gift (e.g., birthday present).
19. Sale of personal assets – Such assets include stocks, bonds, house, car and insurance policies.
20. Scholarships, education loans, grants, income from work-study programs – Work-study income is non-taxable income that the eligibility specialist should exclude. Pell Grants and others grants that are primarily for school expenses are also excluded income.
21. SSI paid to children – SSI that children receive. The coalition must verify this income before excluding it.
22. State and territory tax credits – A direct reduction in the amount of income taxes one might owe by the amount of the credit one receives.
23. Volunteers in Service to America (VISTA) payments – Payments VISTA volunteers receive are excluded income.
Note: See the State’s CCDF Plan 2.3.5 and Rule 6M-4.200, FAC, for additional types of excluded income.  







[bookmark: AppG]APPENDIX G – PURPOSE OF CARE
Each parent living in the same family unit of any child whose parent(s) request funding must meet a purpose for care in order to qualify for SR services.
A. Protection. The family must present supporting documentation, such as a Child Care Application and Authorization (referral) form stating the child is the subject of an investigation or is receiving protective services supervision. If a child receives RCG TANF funds, the family must submit a notice from DCF stating the RCG TANF income amount. The family/child must have an open at-risk case or must have a letter from DCF stating it is a relative caregiver receiving RCG payment or a child meeting the definition of an at-risk child whom DCF diverted from foster care placement by continuing to receive concentrated services in the parent’s home.
B. Regional Workforce Welfare Transition Program Participant. Each TANF recipient subject to the work activity requirements must participate in a work activity for the number of hours allowable under federal law. The local Workforce Board determines the participant’s program participation. The child care referral form should state the participant’s activity. If the participant has employment in addition to participating in a work activity, the coalition must obtain employment verification. Reviewers can find additional information on this program in s. 445.024, F.S.
C. Employment. Minimum of 20 hours per week for single parents and a combined total of at least 40 hours per week for a two-parent family.
1. Documentation for employment that complies with Rule 6M-4.208, FAC.
2. If a parent experiences a break in employment, the eligibility specialist must request that the parent provide documentation to verify when the loss of employment began.
a. A family shall maintain eligibility for school readiness services during an interruption in employment activity, with an option to return to that activity. Interruption in employment activity includes circumstances such as seasonal employment, school system-related employment or leave in compliance with the Family Medical Leave Act. The coalition shall not place the child on the wait list and will consider services suspended. The coalition will not reimburse services until employment resumes. The coalition may reestablish care upon resumption of employment and reevaluation of the remaining eligibility factors.  
b. If the redetermination period for seasonal or school system-related employment falls within a temporary interruption of employment with an option to return, the eligibility specialist must request that the parent provide verification for when he or she expects to resume employment and schedule an appointment accordingly. The specialist should not place the child on the wait list (Rule 6M-4.200(3)(c), FAC).   
D. Attending job training or educational program (20 hours per week or more). A parent may qualify for child care assistance if he or she is in school or training the equivalent of 20 hours or more per week. After the parent meets eligibility criteria, the determination would be whether the parent qualifies for full-time or part-time care. This depends on the number of hours of care the child needs (more than six hours attended daily = full time; fewer than six hours attended daily = part time). Therefore, if a parent is attending school full-time, as the parent’s educational institution defines, the coalition may authorize full-time care on a case-by-case basis, taking into consideration the parent’s schedule. The number of hours the parent needs for an educational activity may include class time, study time and lab time. This is an expanded definition of working family (s. 1002.81(16)(c), F.S.).  
1. Educational/training documentation. Minimum of 20 hours per week for single parents and a combined total of at least 40 hours per week for a two-parent family 
a. A current document that a school or institution official completes that states the number of classroom hours and any lab hours, the date the semester/training period starts and the date it ends. This statement must be on appropriate letterhead or stationery for the school/institution or training program or contain an official seal. The coalition may allow online courses. A coalition should consider study time at a rate of one hour of study time for each credit hour per day.
b. A family shall maintain eligibility for school readiness services during an interruption in the parent’s educational activity with the intent to return to education at the next available full semester. The coalition shall not place the child on the wait list and will consider services suspended. The coalition will not reimburse services until the parent’s education enrollment resumes. The coalition may reestablish care upon resumption of education and reevaluation of the remaining eligibility factors.  
E. Combination of employment and training or education. Minimum of 20 hours per week for single parents and a combined total of at least 40 hours per week for a two-parent family.  
F. Seeking employment (supported by documentation and time-limited). After becoming unemployed, a working family has 3-months to reestablish purpose of care for continued eligibility.  
G. Disability. An individual who receives benefits from the Social Security Administration’s disability programs can use the award letter from the Social Security Administration as evidence of a disability (s. 1002.81(16) (c), F.S.) – 
1. Permanent Disability. A family in which the parents are exempt from work requirements due to a disability as a physician, who Chapter 458 or 459, F.S., licenses, determines (s. 1002.81(16)(c), F.S.). 
2. Temporary Disability. If there is a letter from a licensed physician stating that the parent is temporarily disabled, the purpose of care is then temporary disability, and the client remains eligible for school readiness services. The letter must state the anticipated duration of the disability. Under the Family Medical Leave Act, the employee has to provide notice and medical certification from the health care provider to the employer if the employee is out of work for an extended amount of time.  (Rule 6M4.200(3)(c), FAC). 
3. Disability or Age Exemption Documentation
a. Award letter showing receipt of SSI/ SSA disability for the individual claiming disability.  
b. For SSA benefits, the award letter must state it is for the benefit of the individual claiming disability. Note: The individual may claim to receive SSA income under the spouse’s benefit. This does not establish disability for that individual.  
c. If the individual is exempt from work due to age, a physician licensed under chapter 458 or 459, F.S., should determine and document the disability unless the individual receives SSA due to age. The individual may provide a letter with check boxes to the physician. The physician would check the appropriate box and provide his or her signature.  
d. Receipt of SSA/SSI benefits establishes that the individual is disabled if the award letter states that the specific benefit type the individual is receiving can establish that the individual is the disabled person.  
e. If the award letter for SSA/SSI does not establish disability, the individual must present a doctor’s statement to the coalition that he or she is permanently or temporarily disabled. If the individual is temporarily disabled, the statement must include the anticipated duration of the disability. If the disability is permanent, the coalition would only require one statement, but the individual and his or her doctor can update the statement as needed. If the disability is temporary, the statement must include time parameters. 
f. It is not necessary for the doctor to state the individual’s diagnosis. It is sufficient for the doctor’s statement to say that the individual is “permanently disabled” or “temporarily disabled.” 








H. TCA – RCG Program
This program provides monthly cash assistance to relatives who meet eligibility rules and have custody of a child under age 18 whom a Florida court has ordered dependent and DCF Child Welfare/Community Based Care (CW/CBC) contracted provider placed in the relative’s home. The monthly cash assistance amount is higher than the Temporary Cash Assistance for one child, but less than the amount paid for a child in the foster care program.
Only the child’s income and assets matter when determining eligibility and payment amounts. TCA bases payments on the child’s age and any countable income. Monthly payments for children with no countable income are:

Office of Early Learning 
SR Standard Eligibility Review Program Guide 
 
Appendix 

Office of Early Learning 
SR Standard Eligibility Review Program Guide 
 



Rev. Oct. 21, 2015  	Page 2 of 88  
Rev. Oct. 21, 2015  	Page 100 of 88  
	                 	                    Page 78 of 90
Age 0 through 5		$242 per child
Age 6 through 12		$249 per child 
Age 13 through 17		$298 per child 
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Title: School Readiness Family Services Portal Application and Wait List Procedures
_______________________________________________________________________________________

1. Purpose: This policy is required in order to ensure consistency of practices and policy application regarding the School Readiness application process to ensure compliance with related DEL, State and Federal Regulations.
_______________________________________________________________________________________
2.0 Scope: This policy covers application procedures for determining preliminary eligibility for School Readiness Services.

3.0  Procedure:
0. Coalition staff will review each application submitted and revalidation occurrence through the Family Services Portal system to determine if the parent meets the basic eligibility requirements for the School Readiness Program.
a) A preliminary screening for eligibility to determine if a family is potentially eligible for 
services. The preliminary screening shall be at a minimum the family’s statement of 
income, family size, and type of service requested.
b) Placement of eligible children on the waiting list, by date the application was received approved, the child’s legal name, age, probable eligibility category, and type of service requested.
0. Staff will follow the current Florida Statute Chapter 1002.87 for prioritizing the wait list according to eligibility category.
0. For record purposes, an Excel spreadsheet will be utilized to record the names of parents/guardians who apply for services. The spreadsheet will consist of parent name, date of application, probable eligibility, number of children placed on wait list, and status of wait list application.
0. Upon opening an application, the status will automatically be changed by the Family Services Portal system to “Coalition Reviewing” which allows the Family Services Portal system to generate an email to parent that their application is being reviewed.
0. If the applicant is determined eligible, the application status is changed to “Active”.
0. For the child/children, the status will then be changed to “Active-waiting” which will place the child/children on the waiting list. Coalition staff must enter the child’s probable eligibility and priority for services.
0. An automatic email will be sent for each child, from the Family Services Portal system to the applicant, advising them of the child’s placement on the wait list and to advise that funding is not available. The Coalition staff will manually email parent, advising them of the family’s placement on the wait list and to advise that funding is not available, and that family will be notified when funding has become available.
8. Automatic case notes will be entered into the system.
9. If the information is not complete, the application status will be changed to “Rejected”. Coalition staff must enter a note in the comment box advising the parent why their application has been rejected. The Family Services Portal system will automatically email the parent and the notes entered by Coalition staff will be included. Coalition staff will manually email the parent advising the parent why their application has been rejected.
10. If the applicant does not qualify for services, the application status will be changed to “Inactive”. Coalition staff must enter a note in the comment box advising the parent of their ineligibility and include the contact information for the Child Care Resource and Referral. Coalition staff will manually email the parent advising why parent was not eligible for services.
11. When funding is available, children will be pulled off the waiting list by priority list, child’s age, and application approval date. A notice will be emailed to the applicant of funding availability informing them to upload their documentation for eligibility determination through The Family Services Portal system. The child status will be changed to “Active-eligible”, and the application status will be changed to “Active-eligible”.
12.  Revalidations – At least once every 6 months from the date the family was initially placed on the waiting list, or from the date of the last revalidation, parents must confirm their information has not changed or update changed information. The Family Services Portal system will notify parents 30 days prior to the revalidation date.
Revalidation Procedures: 
a) Parents will receive an automated email from the Family Services Portal system 30 days prior to the revalidation date. Parents will then have 30 days to log into the Family Services Portal system and verify their information or report changes.
b) Parents must upload a new eligibility verification document.
c) The parent must submit the revalidation on or prior to the deadline.
d) If an update is not successfully submitted, or no response is received during the revalidation period, the Family Services Portal system will terminate the child/children status and inactivate the application status the following day after the revalidation date. The child/children will be removed from the waiting list. The family will receive an automatic email from the Family Services Portal system advising them of their child/children’s removal from the wait list and explaining that the revalidation deadline was missed.
e) If the revalidation application has been successfully submitted on or prior to the deadline, and the family maintains preliminary eligibility, the application status will be changed to Active-Waiting. The Family Services Portal system will retain the child status throughout the revalidation process. No changes will need to be made to the child/children status.
f) Coalition staff will manually email the parent confirmation that their update was received, processed, and confirm the original placement date for the child/children.
g) If the revalidation application has been successfully submitted on or prior to the deadline, and the family is no longer meeting the preliminary eligibility requirements, the application status will be changed to Inactive and the child/children status terminated. The Family Services Portal system will automatically email parents upon inactivation. Coalition staff must enter notes about why the family no longer has preliminary eligibility. The contact information for the Child Care Resource and Referral must be provided. Coalition staff will manually email the parent why the family no longer has preliminary eligibility.
h) For record purposes, an Excel spreadsheet will be utilized to record the names of parents/guardians who have revalidated. The spreadsheet will consist of parent name, date of application, probable eligibility, number of children on the wait list, and status of wait list application. 
13. An unborn child is not eligible for the waiting list.
14. Actual certification of eligibility will be conducted prior to authorization for placement, which will be    based on   available funding and capacity.  
15. Case notes of status, actions taken, responses etc., will be entered in the system.
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Title: Fee Waiver Policy and Procedure
____________________________________________________________________________

1.0	PURPOSE: This policy is required to insure practices and policy application regarding fee waivers for parents, relatives, non-relatives, and foster parents who have At-Risk or Non-At-Risk children and are in compliance with related DEL, State, and Federal Regulations.

____________________________________________________________________________

2.0	 SCOPE: This policy applies to all eligible parents, relatives, non-relatives, and foster parents that have At-Risk or Non At-Risk children in receiving temporary fee waivers.		

3.0 DOCUMENTATION: For parents who have faced a hardship or have experienced an emergency, they      must provide documentation of emergency or hardship, including their current income, to show proof of hardship. For At-Risk relatives, non-relatives, and foster parents, the referral is proof the child is placed with an out-of-home guardian and also lists the biological parent’s information (if available).

4.0	 RESPONSIBILITY / AUTHORITY: The Eligibility Specialist is responsible for determining if the parent qualifies for a temporary Parental Fee Waiver. The Eligibility Specialist is responsible for determining if the parent, relative, non-relative, or foster parent qualifies for a temporary Out of Home Fee Waiver. The Eligibility Director is responsible for final approval of the fee waiver.

5.0  PROCEDURES:  

For At Risk Parents:

For At-Risk Parents, if no Fee Waiver Form is provided, the standard parent co-payment will be assessed. If the parent is employed, they must submit income documentation, and the co-payment will be assessed based on that income. If the parent reports income but does not provide documentation, the parent co-payment will be assessed at 85% of the State Median Income (SMI). Once the parent submits the required income documentation, the co-payment will be adjusted accordingly, if applicable.


Parent has been identified as meeting the following criteria in receiving a temporary Fee Waiver
a.) Parent(s) are in the hospital or residential treatment facility.
b.) Parent(s) are unemployed.
c.) Parent(s) are unable to work due to illness or incapacitation.
d.) Death of a parent.
e.) Parent(s) are homeless or living in a shelter.
f.) Parent(s) are over-extended or a type of financial hardship
g.) Parent(s) experienced an emergency (i.e. natural disaster, fire, etc.)

Once the Eligibility Specialist has determined if a parent meets any of the following criteria, he/she will complete the Request for Coalition Waiver form and include documentation of hardship, emergency, parent’s total income etc.

Request for Coalition Waiver form and supporting documentation is submitted to Eligibility Director for final approval.
Once the fee waiver has been approved, the form and supporting documentation are uploaded to the client’s EFSM file.
Eligibility specialist will contact the parent and provider via phone and email with new parental fee and time limit of this fee.

 At end of the time-period, Eligibility Specialist will terminate the reduced parental fee and reassess the new parent fee and a new payment certificate will be issued to the parent and provider.

For At Risk Relatives/Non-Relatives/Foster Parents:

For At-Risk Relatives, Non‑Relatives, and Foster Parents, only the child’s income is counted when assessing the co-payment. If the Relative, Non‑Relative, or Foster Parent reports the child income but does not submit the required documentation, the co-payment will be assessed at 85% of the State Median Income (SMI). Once the Relative, Non‑Relative, or Foster Parent submits the income documentation, the co-payment will be adjusted accordingly, if applicable.


[bookmark: _Hlk113866272]Relatives, non-relatives, and foster parents are eligible for a waived parental fee if the parent meets any of the following criteria:
a.) Parent(s) are incarcerated.
b.) Parent(s) are in the hospital or residential treatment facility.
c.) Parent(s) are unemployed.
d.) Parent(s) are unable to work due to illness or incapacitation.
e.) Death of a parent.
f.) Parent(s) are homeless or living in a shelter.
g.) Parent(s) are over-extended or type of financial hardship
h.) Parent(s) experienced an emergency (i.e. natural disaster, fire, etc.)
i.) Whereabouts of parent(s) are unknown.
j.) Parental rights have been terminated (TPR).

For Non At Risk Parents:

Parents are eligible for a waived parental fee if the parent meets any of the following criteria:

a.) Parent(s) who are experiencing financial hardship such as loss of employment
b.) Parent(s) who experienced emergency (such as natural inability (i.e natural disaster, fire etc.)
c.) Parent(s) have not entered the gradual phase out period and parent fee cannot be increased.
d.) Homeless shelter/living arrangements.
e.) The parent participation in a parenting class or in an Early Head Start Program or Head Start Program. 



The Eligibility Director will give final approval for At-Risk and Non At-Risk parents, guardians, and relatives.  If the fee waiver request is denied, the Eligibility Director will enter the reason on the appropriate fee waiver form and in case notes in the EFSM parent file.

If the Fee Waiver has been approved, the Eligibility Specialist will enter the reduced or waived fee into EFSM in the Eligibility Assignment Screen.  

The Eligibility Specialist will upload the approved fee waiver to the parents file in EFSM. 

The Eligibility Specialist will enter case notes in the client EFSM file.


























APPENDIX J– DISENROLLMENT POLICY[image: Z:\LOGOS\ELC_Logo.jpg]		Early Learning Coalition of Escambia County
Disenrollment Policy and Procedure


Title: Disenrollment Policy and Procedure	
____________________________________________________________________________

1.0	PURPOSE:  This policy and procedure is required to insure consistency of practices and policy application regarding group disenrollment’s made by the Early Learning Coalition, and to insure compliance with related DEL, State and Federal Regulations.
____________________________________________________________________________

2.0   SCOPE:  This policy covers all group disenrollment’s made by the Early Learning Coalition of Escambia County.
3.0	DEFINITIONS: N/A

4.0 DISENROLLMENT AVOIDANCE POLICY:  
	
4.1	Children shall not be disenrolled due to a projected deficit unless a deficit has been forecasted through the end of the fiscal year and the fund management strategies have been addressed and implemented as appropriate.  It is the position of the Early Learning Coalition of Escambia County that disenrollment of a child from the SR program be a last resort decision.  The decision to activate the disenrollment procedures stated below must be preceded by documentation that the following strategies have been completed.
4.2 Transferring School Readiness funds from administration, non-direct services or quality services to direct services within the targets and restrictions of the coalition’s grant award or contract amount.

4.3 Communicate with other SR partners to research other avenues of service.

4.4 Delay enrollment of children in a subsequent priority eligibility group.

4.5 Suspending automatic enrollments in subsequent priority eligibility groups of those children previously enrolled in a priority eligibility group but no longer eligible for the priority eligibility group.  

4.6 Completing eligibility re-determinations in accordance with section 1002.84(7), Florida Statutes.

5.0	DISENROLLMENT PROCEDURES:  

5.1 Provide written notification to Division of Early Learning at least forty‐eight (48) hours prior to the initiation of formal consideration by the Board to dis‐enroll a group of children from early learning programs  



5.2 Provide written notification to Division of Early Learning at least five (5) business days prior to taking action to notify providers or families of a determination to dis‐enroll a child from early learning programs. The notice shall be submitted with a copy of the two most recent monthly utilization analyses and shall identify the enrollment priority group from which the Coalition plans to dis-enroll children and the number of children the Coalition plans to dis‐enroll within that group.

5.3	Provide written notice to any affected parent/guardian at least two (2) weeks in advance (preferably 45 days) prior to disenrollment. This notice will include the effective date of the disenrollment.

5.4	Provide written notice to affected School Readiness (SR) providers at least two (2) weeks in advance (preferably 45 days) prior to children being disenrolled from the SR program. This notice will include the effective date of the disenrollment.

5.5	Continue initial enrollments of children in priority eligibility groups in accordance with Section 1002.87(1)(a)-(i), Florida Statutes.

5.6	Establish enrollment priorities among the subsequent priority eligibility groups in descending order,
beginning with the highest enrollment priority, in accordance with Section 1002.87(1), Florida Statutes.

5.7	Prohibit dis‐enrollment of groups of children for a reason other than preventing a deficit or failure to comply with eligibility requirements.

5.8 Permit the disenrollment of children in order, pursuant to Section 1002.87(7), Florida Statutes.  The policy may allow for the dis‐enrollment of a distinct subgroup within an enrollment priority (e.g., school age children older than a specified age).
5.9	Submit a plan amendment, if applicable, and receive written approval of the submitted plan amendment from Division of Early Learning.

6.0	RESPONSIBILITY / AUTHORITY:  
The Finance Director will be responsible for developing and implementing a system that tracks expenditures for the School Readiness program.  The Eligibility Director is responsible for developing and implementing a system that tracks enrollment in and disenrollment from the School Readiness Program.

7.0 	RECORDS RETENTION: Previous year’s records will be retained for five years in accordance with the Coalition’s Fiscal Policy.

8.0	ATTACHMENTS: None.







APPENDIX K – SPECIAL NEEDS[image: Z:\LOGOS\ELC_Logo.jpg]		Early Learning Coalition of Escambia County
Office Procedures & Policy


Title: Reimbursement for Children with Special Needs Procedures
____________________________________________________________________________

1.0 Purpose:  This policy is required in order to ensure consistency of practices and policy application regarding the reimbursement for children with special needs to ensure compliance with related DEL, State and Federal Regulations.
____________________________________________________________________________

2.0 Scope:  This policy covers reimbursement procedures for determining provider rates for special needs children.

3.0  Procedure:

1. A child care provider may be paid at a higher rate if caring for any school readiness child with special needs requiring additional care.  To receive a special needs rate, a child care provider must provide the following:
a. A list of special needs services they provide for each child in addition to the routine school readiness services.
b. The provider must request to receive a special needs rate and it must be approved by the Coalition.
2. A special needs rate may be reimbursed for a school readiness child that has a documented physical, mental, emotional or behavioral condition that requires a higher level of care in the child care setting.
3. The special needs child’s condition must be validated by a licensed health, mental health, education or social service professional other than the child’s parent or per employed by the child care provider.
4. The provider will contact the Early Learning Coalitions Inclusion Specialist to schedule an appointment to complete an observation/assessment.
5. The Inclusion Specialist will complete the Inclusion Child Care application and referral for children with special needs.  The referral must be signed and dated by the parent and Inclusion Specialist.
6. The provider will complete Section 1 of the Special Needs Rate Reimbursement Request form describing the special accommodations and services they provide to the child.  The parent will complete Section 2 of the form giving consent and approval for the provider to release information about their child with the Coalition.  The Inclusion Specialist will complete Section 3 of the form giving their recommendation of approval or disapproval of an enhanced rate for the provider.
7. The form will then be sent to the Executive Director.  The Executive Director will review the application/referral and the rate reimbursement request form and either approve or disapprove the request per the information from both forms as well as input from the Inclusion Specialist.
8. If an enhanced rate for the provider is approved, a special needs rate may be negotiated up to 20% above the maximum Infant care rate established by the Coalition.  This rate shall not exceed the providers private pay rate for Infant care.  The provider’s contract file will be reviewed to determine their private pay rate for Infant care and the rate will be adjusted accordingly.
9. Once the rate has been determined, the Provider Contracts Administrator will enter the approved rate in the EFS system, and a copy of the application/referral and rate reimbursement request form will be placed in the provider file.  Copies will also be placed in the client file.
10. The provider will be notified by the Inclusion Specialist of the approval or disapproval of an enhanced rate.
11. Case notes of all action taken, results of the review etc., will be entered in the EFS system.
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Child Care Authorization and Referral

Authorization [J INITIAL AUTHORIZATION [J REDETERMINATION [] UPDATE

|F UPDATE, CHANGE IN: [T Hours [ Children [T Address [ Custody O Eligbility Extension O Other

NamgoriStattinibatingiefermal (Pint) Stzy,Speciallst [1] Coordinating Agency | [ DCF [XI WT Contracted Provider [ Privatization Provider

Unit, Number & Address:2525 S Monroe St

City, State, Zip Code Tallahassee, FL 32301 Phone # 850.921.0023

SECTION A: CLIENT/FAMILY INFORMATION
Print name, SSN, Date of Birth and Gender. Check appropriate box indicating ethnicity and race, enter letter designation for each race indicated
by participant, i.e., (W) White, (B) Black, (A) Asian, (H) Hawaiian and (Al) American Indian. (Use comma to separate each race, i.e., B, A, and Al)

RFA #: 110323656545

TareniGuardianCaregiver Name. Last Name FirsTName M N 12315755 Dale ol Bih | Gender Ty Tace (Erler [efler destgnanons Tor
Jane Customer (00/00/00) (Mor F) s g each race indicated.) W
01/01/78 F [ Hispanic [X] NonHispanic
Spouse’s Name, Last Name First Name M1 EE Dale of Birlh | Gender Tty Tace (Enter [efler designanions for
00/00/00) (Mor F) o _— each race indicated.)
[ Hispanic [ NonHispanic
Address 123 N. Calfourm ST Ty Talahassee EED 0 Day Time Phone No Evening Phone No.
FL 32301 8508784566

Ifthere is NO spouse: enter participant’s Marital Status: X Single O bivorced [ Widowed [ Separated
Fareny (T dMerent Trom above). Last Name Fist Name W] SoN Date of Bk | Gender ETnicty Tace (Enler [eller designations Tor
(00/00/00) (MorF) each race indicated)
[ Hispanic [ NonHispanic
Address Ty Shte | 2p Day Time Phone No vening Phione M.
SECTION B: ELIGIBILITY
L | Status: [ Assistance [ Non-Assistance
O AtRisk: .M .8 B8 [ O Project Safety Net
[ in Home | [ out of Home: Relative/Non-Relative | [ Foster Care
e
[:‘ TCA |Z| Transitional Applicant Recipient
Respite | __ Unemployed Parent __ Refugee
X tcc: [ Transitional Education & Training TCC Begin Date: TCCEndDate:  06/30/08
07101106
1. Purpose of Care: O Protection O Therapeutic Plan O TANF AtRisk (RCG) 0O Emergency
B Employment O Work Activity O Education Activity

SECTION C: CHILD CARE AUTHORIZATION (Print legal names of children authorized for care)

Child care service is authorized for the participant for approved activity(ies) not to exceed a total of __45__hours per week and includes ___5__ hours transportation time.

: n : SSN Date of Birth Gender | Ethnicity Race (Enter letter designations
Name: Last Name, First Name, M (Print) 000000) MorR) o eeh At )
Joey Customer XXX-XX-2665 01/01106 M [ Hispanic B NonHispanic w
Zoey Customer XXX-XX-2655 01/01/06 F [ Hispanic [X] NonHispanic w
[ Hispanic [ NonHispanic

Gross Monthly Family Income: $___ see pay stubs attached

Attach Documentation (if available)

CHILD CARE AUTHORIZED From _ 01/ 01/ 08_ Through _ 06 / 30/ 08 _
Comments:

SECTION D: AUTHORIZING SIGNATURE(S) certifying accuracy of information.

Applicant Signature: Date:
Initiating Staff Signature: Date:
Supervisor's Signature: Date:
Coordinating Agency: Date:

THIS FORM IS VOID AFTER 10 CALENDAR DAYS FROM AUTHORIZATION DATE

AWI 5002, JAN 02 (Replaces AWI 5002, SEP 01) Distribute copies to: Staff Initiating Referral, Coordinating Agency, and Participant
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Instructions for Completing the Child Care Authorization and Referral Form

Check the appropriate box to indicate if form is being used for an initial authorization, a redetermination, or an update. If form is
being used to update prior authorization information, check appropriate box to indicate which information is new and use
comment section of Section C to explain "Other” Category. In the “From” section, print staff person’s name who initiated the
referral, check the appropriate box identifying the authorizing entity, and enter return address and staff person's telephone #.  If
the agency is a contracted provider for the Welfare Transition Program or a Private Provider for the Protective Services
Program, the appropriate box should be checked. NOTE: A redetermination authorization must be sent to the coordinating
agency prior to the end of the initial referral

Section A: Client/Family Information

RFA# Enter RFA number for applicant/participant
Participant's Name and SSN, ~ Enter participant's (Parent/Guardian/Caregiver) name, SSN, Date of Birth, Gender,
DOB/Gender/Ethnicity/Race:  Ethnicity and Race (Use letter as designated on form to identify race. Use multiple letters
if needed to indicate more than one race and separate each letter with a comma.)
Spouse's Name, SSN,  Enter participant's spouse or name of child’s other parent if living in home. If no
DOB/Gender/Ethnicity/Race - SPoUselother parent is in the home enter “N/A” and indicate the marital status below
address line. Enter Spouse’s SSN, Date of Birth, Gender, Ethnicity, and Race (Use letter
as designated on form to identify race. Use multiple letters if needed to indicate more
than one race and separate each letter with a comma.)
Address:  Enter the family's address and phone numbers as appropriate. If the address is a P.O.
Box, indicate location in the comment section to assist the coordinating agency in
locating care near the individual's residence.
Parent:  Enter child’s other parent’s name if parent is different from spouse listed above.

Address: _Enter address of other parent if it is not the same address listed for spouse above.

Section B:_Eligibility

Status: In Part |, indicate if family is receiving or not receiving cash assistance in the appropriate
box.

Atrisk status:  Indicate if child is an At-risk or Project Safety Net eligible category and for at-risk child
check only one category, PI, PS, or FS.

Type of Care:  Indicate whether care is in participant's home, out-of-home, or in foster care.
Program Status:  Indicate whether participant is a Welfare Transition (TCA) or Transitional (former TCA)
program participant.

TCC Authorized: Check appropriate box to indicate if participant is receiving TCC and/or TEd child care
and enter the eligibility beginning date and ending date.

Purpose of Care: _In Part Il at least one box must be checked to establish the need for child care.

Section C: Authorization

Hours Authorized. _Indicate in the spaces provided, the total hours per week that child care is authorized
and indicate travel hours allowed. (NOTE: This is required for referral to subsidized
child care)

Children Authorized, SSN, DOB, Indicate in the spaces provided child's Legal Name, SSN, Date of Birth, Gender, Ethnicity]
Gender, Ethnicity, and Race: and Race for each child authorized to receive care. Use an additional page if there are
more than 3 children for one referral
Gross Monthly Family Indicate in the space provided the family’s Gross Monthly Income (add total monthly
Income:  €amed and unearned income). Attach documentation if available.
Care Authorized. Indicate the authorized child care start date and end date.

Comments:  Identify which information is being changed if form is used to update prior information.
Also enter any other explanatory or pertinent information

Section D: Authorizing Signatures

Applicant Signature:  Applicant (if available) must sign and date in the space provided
Authorizing Worker. Authorized worker must sign and date the referral on the date of authorization.
Supervisor's Signature:  Supervisor must sign if local procedures require.
Coordinating Agency: _The authorized Coordinating Agency worker must sign and date on line indicated.

AWI 5002, JAN 02 (Replaces AWI 5002, SEP 01) Page2
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At-Risk Child Care Application and Authorization

Authorization: [] L auiorizaion [ reverermmanon Oueonre
ussse, CJvous Clonsen [laswess Clossasy [loignnyExenson [remstoncrcare [Twonernt

'SECTION A: CLIENTIFAMILY INFORMATION i sress for o 8 7.0, Box. enerstrest

SECTION B: ELIGIBILITY
L stws: [Jassistance CINon-Assistance Ritya Witson Act: [1¥es [INo
Oaris Opt - Ops Ofc Coiversion
[Jplacement Location: [JinHome  [JOut of Home: Relative/Non-Relative (] Foster Care
Gustody: [ OCF Placement & Care/Custody Medicaid Eigibe: [Tves [INo
I Not Under DCF Placement & Care/Custady
L FOR COALTTION USE ONLY
Dincome Etiaible <100% Dincome Eliaible 150% - 200% CIrane “chid ony”
Clincome elgble 100% <=150% ___ [JoTher [CITANF (Rolativ Caregiver)
. Primary Purposa of Care: [ PROTEGTION
Secondary Purpose of Care: || Emergency O herapeutic Pian [ anr aRisk (Ree)
Oempioyment  Clwork Actuity D education Actwiy (TED)

IV. ParontaliAgency Consent: The complation of a developmental screening or child assessment is authorizoed for
the chid(ren) in care. Consent is given for results 1o be shared wih the ehld care provider and state of ocal
agencios for developing an Intervention plan.

Developmental screening: []ves [No
Child Assessment: [Jves  [Ino

ParentlLogal Guardian Signature:

'SECTION C: AUTHORIZATION — Chid care services are authorized for this cllnt for appraved actiy(es). The minimum
hours of care per chid Indudes hours per week fo reasonable ransportalon tme. Chidren authorized fo racaive car:

Care Autharization from theough [T ——

Comments:
'SECTION D: AUTHORIZING SIGNATURE(S): | horoby cortfy that the information provided above is correct

Authorizing Worker. Date:
‘Supervisory Approvat Tl Date:
Coallon: Date:
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Child Care Application and Authorization Form
Certified Domestic Violence Center or Designated Homeless Program

THIS FORM IS VOID AFTER 10 CALENDAR DAYS FROM AUTHORIZATION DATE

Authorization  |[] mNITIAL AUTHORIZATION

ype [ REDETERMINATION

FROM: (Print Worker Name) Phone Number

Organization Name

Mailing Address, City, Zip Code

SECTION A: FAMILY INFORMATION

Parent/Guardian #1 Social Security No. (optional) | (Print) Last Name First Name MI Date of Birth Gender | Race
Marital Status:

[ Single [ Married (] Divorced [ Widowed [ Separated

Parent/Guardian #2 Social Security No. (optional) | (Print) Last Name First Name MI Date of Birth Gender | Race
Marital Status:

[ Single [0 Married [J Divorced [ Widowed [ Separated

Mailing Address: City State Zip Code Contact Phone No.

CHILD INFORMATION

Child Social Security No. (optional) (Print) Last Name First Name MI Date of Birth Gender | Race
Child Social Security No. (optional) (Print) Last Name First Name MI Date of Birth Gender | Race
Child Social Security No. (optional) (Print) Last Name First Name MI Date of Birth Gender | Race

Note: Use the CLARIFYING COMMENTS section if there are more than three children for one referral.

SECTION B: ELIGIBILITY

At-Risk Status:

O Designated Homeless Program Participant | O Certified Domestic Violence Center Resident
Please select one of the reasons for purpose of care: =

Verification of the Following (with Documentation [ US. Citizen or Qualified Alien Comments:

Attached): o

For child(ren) needing care: D) Verification of Age

SECTION C: AUTHORIZATION

Hours: Child care service is authorized for this client for approved activity(ies) not to exceed a total of hours per week.
This total includes hours per week for reasonable transportation time.

Dates: Child Care Authorization From / i through / / ”

(3 months or less for domestic violence center resident and 6 months or less for homeless program participant)

SECTION D: AUTHORIZING SIGNATURES

I hereby certify that the information provided above is correct.

Applicant Signature: Date:
‘Worker Authorizing Referral Signature: Date:
Coalition Staff: (Print) Signature: Date:

Child Care Application and Authorization Form
Form OEL-DV/HM 01, Part A (July 2013)
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= Special Needs Rate Reimbursement Request
SECTION 1 (TO BE COMPLETED BY PROVIDER ONLY
Name of Provider:
Phone Number: Fax Nrber:
Address: City S Zip
Name of Child needing services:

Child Social Security #:

‘What special accommodations do you provide to the child?

Briefly describe the services you will provide to the ch

Please circle your provider type: ~ Childcare Center Licensed Home  Registered Home

Provider Signature: Date signed:
(Required)

ON 2 (TO BE.

SE

MPLETED BY PARENT

Y)

Lam aware that the provider listed above is requesting a special needs reimbursement rate for my child. Lauthorize
the provider to release information about my child to the Early Learning Coalition of Escambia County.

Parent Signature Date Signed
(Required)

Provider: Please fax the completed form to 850-466-3783, to the attention of Inclusion Specialist.
tact the Early Learning Coalition Inclusion Specialist at

SECTION 3 (TO BE COMPLETED BY COALITION STAFE G
Inclusion Specialist Recommendation:  Approval Disapproval
Inclusion Specialist Signature: Date
Exceutive Director:  Approval Disapproval

Exceutive Dirccto Signature: Date

Revised 05-2021





