SR Priority of Services
Policy and Procedures

Section 1002.87 (1), F.S., lists the following nine priorities:

Priority 1 – Children younger than age 13 whose parents receive temporary cash assistance and are subject to federal work requirements.
Priority 2 – At-risk children younger than age 9.
Priority 3 – Economically disadvantaged children until eligible to enter kindergarten. Their older siblings up to the age they are eligible to enter 6th grade may also be served.
Priority 4 – Children from birth to kindergarten whose parents are transitioning from the temporary cash assistance work program to employment.
Priority 5 – At-risk children who are at least age 9 but younger than 13. Those with siblings in priority groups 1-3 are higher priority than other children ages 9-13 in this priority group.
Priority 6 – Economically disadvantaged children younger than 13. Priority in this category is given to children who have a younger sibling in the School Readiness Program under priority 3.
Priority 7 – Children younger than 13 whose parents are transitioning from the temporary cash assistance work program to employment.
Priority 8 – Children who have special needs and current individual educational plans from age 3 until they are eligible to enter kindergarten.
Priority 9 – Children concurrently enrolled in the federal Head Start Program and VPK, regardless of priorities 1-4.
ECS will follow these priorities in eligibility in all cases.  

SRPP07 SR Eligibility Determinations, Initial Enrollments and Redeterminations
Policy and Procedures

Policy:

Application/Forms – There should be an application that has been completed, signed, and dated at least annually by the parent/guardian. All questions on the application should be completed by the parent/guardian. If assistance completing the form is needed, the individual completing the form should complete the document during the interview with the parent(s)/guardian(s). Changes added by anyone other than the applicant must be initialed and dated by the parent/guardian. This will show that the parent/guardian reviewed additions/changes. The Family Service Specialist should include in the case notes the reason assistance was requested. This practice ensures that application is accurate representation of the household’s circumstances and is attested to by the parent/guardian. Should the information later turn out to not be a complete and accurate representation of the household’s circumstances, then the document will still be able to be used as evidence should a referral for benefit recovery/fraud prosecution be necessary. 

Note: For At-Risk Children who receive expedited services, the caseworker can complete the application, checklist and Terms and Conditions forms on behalf of the parents at initial enrollment only. However, the parents/guardians should sign the Enrollment Checklist and the Terms and Conditions agreements whenever possible, in order to ensure they understand what is expected of them and the authorizing agency. 

Services can not start or continue prior to receiving a completed application and all supporting documentation for establishing or continuing eligibility.  Neither initial eligibility nor redetermination of eligibility shall be completed without such. A client shall not be found eligible without all required documentation (as it pertains to their specific billing group requirements) filed. A client’s formal interview as input into EFS shall not be completed until all required documentation is attained and filed and the client has chosen a childcare provider. If any eligibility requirement is not met, an eligibility interview shall not be completed and the client shall not receive services. Documentation is to be returned to the prospective client at that time. 

A pre-interview may be completed in instances with a prospective client to see if a client may be eligible for services, or in a case where it appears a client will be eligible but the client is not able to complete an enrollment at that time. In such cases, a history note explaining the situation shall be made and all documentation shall stay in the custody of the potential client.  ECS staff shall not retain pre-interview documentation prior to the official establishment of eligibility.
Under no circumstances shall ECS retain eligibility documentation without completing a School Readiness child file.

Paperwork must be signed at each eligibility determination and redetermination regardless of the time that has lapsed in between eligibilities.
a) Eligibility can only be established based on the information provided through the end of the eligibility period. Children remaining in payment status beyond the end of the authorized period are ineligible. A new eligibility review MUST be completed and fully documented to support continued eligibility. Eligibility cannot extend beyond authorized eligibility dates.

Effective May 1st, 2007, parents/guardians are required to make an appointment for an interview with a Family Service Specialist to determine eligibility or continue services. 

Procedures:
Initial Enrollment:

1. Parent/Guardian will make an appointment or come as a walk-in to see a Family Service Specialist.

2. Family Service Specialist will inform parent/guardian of required documentation to bring to interview.
3. At the time of the interview, Family Service Specialist will determine and process eligibility if parent/guardian provides ALL required documentation. If all documentation is complete and the client has chosen a provider:
a. FSS will make the necessary copies for the file.

b. FSS will print Application, Certificate, and Fee Agreement

c. FSS will review Child Enrollment Checklist and Terms & Conditions with parent/guardian

d. FSS will have parent/guardian review the Application to make sure address, child’s name spelling, and child’s Date of Birth are correct

e. Parent/Guardian will sign Application, Certificate, Fee Agreement, Income Worksheet, Child Enrollment Checklist, and Terms & Conditions.

f. The Family Service Specialists needs to request a birth certificate for a child not receiving care and listed on the income worksheet. 

4. Family Service Specialist will make a copy of Certificate containing Parent/Guardian’s signature and place it in the file. 
5. Family Service Specialist will give Certificate to parent/guardian to obtain the provider’s signature. (Note: parent/guardian should be made aware that Certificate should be mailed, faxed or scanned and e-mailed to our office within 10 days of interview appointment. 

6. Family Service Specialist will make detailed casenotes explaining what was done during the interview. 

7. Family Service Specialist will file the file in the tickler for 10 days from interview with parent/guardian.

8. Once Certificate is returned within 10 days from appointment, file it, casenote it and file client’s file in the active files drawer if file is complete.

What happens if Certificate is not received by the 10th day?

Family Service Specialist will follow Termination policy.

Redeterminations
1. Parent/Guardian will be asked to make an appointment or come in as a walk-in, with Family Service Specialist, at least 15 days prior to Redetermination Date.  We will see parents that make the appointment later than 15 days prior to Redetermination Date to the extent possible, but want to encourage parents to make the appointment earlier.
2. Family Service Specialist will inform parent/guardian of required documentation to bring to interview.

3. At the time of the interview, Family Service Specialist will do the same as in initial enrollment steps 3 to 8.

Note:  If a client reports an increase in income, or redetermines early and their income has exceeded the 200% FPL, we need to explain to the client that they have exceeded the allowable income limit and will need to terminate care in 14 calendar days, or the original redetermination date, whichever is sooner. If the client comes in to redetermine on their redetermination date, services need to be terminated immediately. 
Interim Re-determinations

Interim Re-determinations normally occur when there is a change involving household size or income takes place before the regularly scheduled re-determination date. Follow the same data entry procedures outlined in the REDETERMINATION PROCESS. 

SRPP08 Eligibility Terminations

Policy and Procedures
Policy:

If School Readiness services are being terminated, a Notice of Change in Child Care Status (Termination Notice/4181) must be sent to the parent/guardian, to provider and to the caseworker for At-Risk children. The notice must contain a clear indication as to the reason SR services are being terminated, effective date, and whom it affects.   Providers must also be informed of effective dates of any loss of funding and who (which child(ren)) it affects. Under most circumstances, the parent/guardian should receive a minimum 10 to 15 calendar days notice to allow sufficient time to appeal.  However, if a client reports an increase in income, or redetermines early and their income has exceeded the 200% FPL, we need to explain to the client that they have exceeded the allowable income limit and will need to terminate care in 14 days, or the original redetermination date, whichever is sooner. If the client comes in to redetermine on their redetermination date, services need to be terminated immediately.   

At times, clients will request that their child’s enrollment be suspended. This is okay as long as the length of the request is within the original eligibility period given. However, as an internal policy, school readiness eligibility without active enrollments shall not remain open past 60 days. If the request is within the eligibility period, but longer than 60 days, a supervisor must approve the suspension. Casenotes need to reflect permission was given and by whom. Please note: Regardless of the length of time enrollment was suspended, when client wants their enrollment to be reactivated, the client must come in to redetermine to ensure they are still eligible for the program regardless of how long the care was placed on hold.
For example, if a client comes in and wants her care placed on hold for 6 weeks for the child to be with their father due to custody arrangements, this is allowed as long as the timeframe is within their current eligibility. Once the 6 weeks is up, the client must come in to redetermine with their last 6 weeks of documentation to verify they are still eligible for the program. 

Procedure:

1. FSS will complete A Notice of Change In Child Care Status (Termination Notice/4181) 

2. The original Notice will be sent to parent/guardian’s mailing address

3. FSS will send a copy to provider and to caseworker for At-Risk children, if applicable

4. FSS will retain a copy in the file

5. FSS will put file in tickler for when termination is to be done

6. On the day of the termination, FSS will notify provider via phone. A Notice of Terminated Children must also be faxed to provider if provider has a fax machine. FSS must casenote that Provider was notified by phone and the Notice of Terminated Children was faxed.

7. FSS will enter a termination date (the day after) in the Termination Screen and will enter a termination code according to EFS standards explaining the reason for disenrollment.

**Important! No active household should be terminated unless the Notice of Termination has been sent to the Parent, the Provider and a copy placed in the client file.

Forms to be used with this policy:

SRF01 Termination Notice

SRF44 Notice of Terminated Children

Additional Requirements regarding Disenrollment
1. If disenrollment is necessary, the Early Learning Coalition of North Florida Board of Directors will notify the Primary Service Provider of the decision to disenroll and the proposed timetable within twenty-four (24) hours of the decision being made. 

2. The information concerning the disenrollments should be conveyed to all Board Members and staff of the Coalition and Primary Service provider.  Every effort should be made to train front line staff on methods of communicating this message in a positive manner to providers and parents.
3. Consideration should be given to a public service announcement that would be jointly written and distributed to the community and media by the Coalition and the Primary Service Provider.  This announcement should include: 1) it is a decision of last resort; 2) the need for child care assistance in the Coalition’s counties’ areas have outgrown school readiness funding; 3) every effort is being given to locate alternative programs;  4) a plea for public/private funding assistance to alleviate further disenrollment.

4. No disenrollment will be permitted for “Must Serve” categories 1 & 2 unless non-priority children have been disenrolled already and budget constraints require it.  Should this occur, the Coalition will consult with OEL and DCF regarding proper notifications and procedures.

5. Those children that have been disenrolled must be returned to the Unified Wait List; these children who have been placed on the waitlist due to disenrollment will have priority over those that are in the same classification of eligibility.  Eligibility determination must be recertified before they are placed back into readiness programs.

6. All non-priority clients on the Unified Wait List will be placed in “frozen” status. The “freeze” will remain in effect until funding to serve additional clients is made available.

7. Guidelines regarding Parental Choice must be met when changing or moving children from one program to another.

8. Parents should be advised that they can seek information regarding alternative programs and resources.

9. Resource and Referral staff will be maintained by the Primary Service Provider to answer questions and give resource information.

10. The Primary Service Provider is responsible for providing the Coalition supporting data in sufficient and acceptable form and substance including adherence to the Coalition’s Disenrollment Procedure.

ECSREF14 ECS BG8 ECON Eligibility Random Redetermination Schedule 
FY 2014-2015
Redetermination Schedule

Non-Referral, Economically Disadvantaged Based Clients Only

Note: Non-referral economically disadvantaged based client may not receive 2 consecutive years of 1-year eligibility. Note Exception: Keep in mind that Social Security annual cost of living adjustments are updated each January, the correct eligibility practice is to redetermine the case in January so the individual’s income will include the annual increase.  
YEAR 2014
JULY-


6 months
AUGUST-

1 year
SEPTEMBER-

6 months
OCTOBER -

1 year
NOVEMBER -
6 months
DECEMBER- 

1 year
YEAR 2015
JANUARY -

1 year
FEBRUARY -

6 months
MARCH
-
1 year
APRIL-

6 months
MAY -


1 year
JUNE - 

6 months

SRPP01 BG1 At-Risk Children 
Policy and Procedures
Policy:
"At-risk child" means: 
(a) A child from a family under investigation by the Department of Children and Families or a designated sheriff's office for child abuse, neglect, abandonment, or exploitation. 
(b) A child who is in a diversion program provided by the Department of Children and Families or its contracted provider and who is from a family that is actively participating and complying in department-prescribed activities, including education, health services, or work. 
(c) A child from a family that is under supervision by the Department of Children and Families or a contracted service provider for abuse, neglect, abandonment, or exploitation. 
(d) A child placed in court-ordered, long-term custody or under the guardianship of a relative or nonrelative after termination of supervision by the Department of Children and Families or its contracted provider. 
(e) A child in the custody of a parent who is a victim of domestic violence residing in a certified domestic violence center.
(f) A child in the custody of a parent who is considered homeless as verified by a Department of Children and Families certified homeless shelter.
6M-4.201 Eligibility for Children at Risk of Abuse or Neglect.

(1) Initial eligibility.

(a) 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 contracted provider.

(b) Each referral for this category may not exceed the referral Care Authorized dates and care may not be authorized for more than sixty (60) days at a time for families under investigation or in diversion, 3 months for domestice violence referrals,  and no longer than six (6) months for all other at risk children.

(2) 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 contracted provider.   Please note that a family being served due to a protective service investigation or participating in diversion may only receives services for a total of six months.
(3) Prior to disenrolling any child under this category, the coalition or its designee shall contact the referral agency to verify continued eligibility.

Specific Authority 411.01(4)(e) FS. Law Implemented 411.01(5)(d), (6) FS. History–New 4-21-03.

Categories:

	BG1
	At Risk
	11D
	At Risk Diversion
	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 
Referral: 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: 60 day increments but not to exceed 6 months in total. A new referral is required for each of the 60 day increments.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(b), 1002.87(1)(b)(e), F.S.; Rule 6M-4.201, F.A.C.

	BG1
	At Risk
	HOME
	At Risk Homeless
	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 
Referral: 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:  6 months. A new referral is required for each 6 month period.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(f), 1002.87(1)(b)(e), F.S.; Rule 6M-4.201, F.A.C.

	BG1
	At Risk
	DOM
	At Risk Domestic Violence
	Description: Child care 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
Referral: 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:  3 months. A new referral is required for each 3 month period.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(e), 1002.87 (1)(b)(e), F.S.; Rule 6M-4.201, F.A.C.

	BG1
	At Risk
	FAM
	Family Supports
	Description: Child care 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
Referral: 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:  3 months. A new referral is required for each 3 month period.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(e), 1002.87 (1)(b)(e), F.S.; Rule 6M-4.201, F.A.C.

	BG1
	At Risk
	11
	At Risk In Home
	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
Referral: 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: 6 months. A new referral is required for each 6 month period.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(c), 1002.87 (1)(b)(e), F.S.; Rule 6M-4.201, F.A.C.

	BG1
	At Risk
	13
	At Risk Foster Care
	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
Referral: 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 referral only
Countable Income: If available, count child(ren)'s income only
Authorization Period: 6 months. A new referral is required for each 6 month period.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50 ; CCDF Part 2.5; ss.1002.81(1)(c), 1002.87 (1)(b)(e), F.S., Rule 6M-4.201, F.A.C.

	BG1
	At Risk
	14R
	At Risk Out of Home
	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
Referral: 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 referral only
Countable Income: If available, count child(ren)'s income only
Authorization Period: 6 months. A new referral is required for each 6 month period.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(d), 1002.87(1)(b)(e), F.S.; Rule 6M-4.201, F.A.C.

	BG1
	At Risk
	IN
	Protective Invest In Home
	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
Referral: 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: 60 day increments but not to exceed 6 months in total. A new referral is required for each 60 day increment.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(a), 1002.87 (1)(b)(e), F.S.; Rule 6M-4.201,65C-29.003(9), F.A.C.

	BG1
	At Risk Protective Investigation
	OUT
	Protect Invest Out Home
	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 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
Referral: 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 referral only
Income Eligible: Eligibility not dependent on income, but if available should be used to calculate parent fee.
Authorization Period: 60 day increments but not to exceed 6 months in total. A new referral is required for each 60 day increment.
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(a), 1002.87 (1)(b)(e), F.S.; Rule 6M-4.201, 65C-29.003(9), F.A.C.


Procedures:
1. Receive referral

a. Review entire referral for accuracy. 
(If the referral indicates the purpose for care is employment, the employment must be verified with one current pay stub or employment verification documentation. If the referral indicates the purpose of care is therapeutic plan the therapeutic plan must be verified. A therapeutic plan is a letter from psychologist, psychiatrist, or medical porefessional indicating the child needs child care for the social/emotional development of the child. The medical professional must sign and date the therapeutic plan)

2. Complete the Agency Referral Acknowledgement Form and fax to caseworker within 24 hours to:

1. Request missing information or corrections needed

*See note below under Miscellaneous regarding edits/corrections.
OR

2. Grant/deny fee waiver request
a. All fee waiver requests must be approved on a case by case basis. 

b. Enter casenote in EFS under client history, recording date of receipt and the action completed via Agency Referral Acknowledgement Form (granting or denial of fee waiver and/or request for missing or incorrect info.)   *If new client, create an EFS record for client only and casenote child(ren) name(s) for whom referral is for. Do not add child records at this time as they may be in system under another guardian.
c. Enter referral information in APRICOT Referral tracking database (date referral expires is 10 days from the caseworker signature date including the date signed. Ex. Signature date 4/05/12 then expiration date is 4/14/12).
d.  Place initial call (Attempt 1) to client
A. If client was reached note status (appt. made, serv. not desired, etc..) enter this action in APRICOT referral tracking database
B. If client not reached send “unable to contact letter”  (Attempt 2) and enter this action in APRICOT referral tracking database

C. Enter casenotes in EFS client history
3. Place referral in your tickler on the date it is to expire or on the date you have set an appt. with the client

4. When referral is reached in the tickler:

A. If enrolling: Upon completion of enrollment update APRICOT Referral tracking database with number of new enrollments or select redetermination only.
B. If expired: complete and fax the Expired Referral Letter to client and Agency Caseworker, place original referral in expired referral binder and update the APRICOT Referral tracking database.

C. Enter casenotes in EFS client history
Miscellaneous Information for BG1 Enrollments and Redeterminations

Upon initial enrollment and redetermination:
· The children must be under an open At-Risk PI/PS case to be on a referral. A child under protective supervision can be continued on referral for the remainder of the authorization period.

· Effective August 1, 2013, priority is given to at-risk children younger than 9 years of age. Children ages 9 years old -13 years old cannot be served and must be placed on the waitlist unless all children birth – school age entry have been severed.

· The children on protective service referrals from DCF or DCF contracted agencies who are marked under the custody area as “DCF Placement & Care/Custody” must attend a licensed, registered or public school child care provider. This includes children in foster care placements, licensed group homes or out-of-home relative or non-relative placements. Children placed in a relative’s home may not be in DCF’s custody. A court order or written verification from DCF or its contracted service provider can confirm this. A child may receive a waiver, from DCF, to attend a child care facility that is not approved by DCF.
· A Child at Risk sticker should be placed on the certificate listing protective service children 5 years and under with the caseworkers name and contact number.
· Any corrections/edits made to referral must include: 1. initials; 2. date & time; 3. name of person from whom authorization to change/edit was given.  This information should be recorded manually on the referral AND a history note must be entered in the client record. Signature dates cannot be edited under any circumstances. If there is an error involving the signature date, a new referral must be requested. All communication should be included in the case-notes. 

· Referral authorization dates cannot be backdated beyond the date of the caseworker signature.

· For parents/guardians when the fee waiver is not granted, the BG8 eligibility process should be followed to determine parent fees.  (The BG8 Income Worksheet should be used NOT the BG1 Income Worksheet as it is used only for those being granted fee waivers.)  However, services will not be denied if documentation is not supplied.  Parent fees should be determined as accurately as possible with the written or verbal information available.  The Request for Missing Documents Form to obtain missing documentation process (see below) will be used to provide proof of attempts to complete the file.

From OEL:  At-Risk children should not be denied services while ECS works to obtain the necessary documentation to support the child’s age. ECS must work with the referring entity to obtain the supporting documentation which could be a copy of the court order indicating the child was removed from the home. Documentation to support the effort in obtaining the necessary evidence should be maintained in the file while awaiting the corroborating documentation. Example: a letter or a notice indicating the request of the documentation. Supporting documentation obtained must contain the child’s name and date of birth, establishing the child is of an appropriate age to receive funding. 
(Request For Missing Documents Form)
Internal Procedures to obtain missing documentation

When possible all paperwork and files should be completed for BG1 clients as for all other clients.   When required documents are missing:

1. Upon the 10th day after enrollment or redetermination, complete the Request for Missing Documents Form (Attempt 1). Original goes to parent. A copy is sent to caseworker. Place in tickler for 15 days. Casenote

2. On the 25th day, complete attempt 2. Same as above. Casenote

3. On the 40th day, complete attempt 3. Same as above. Place Request for Missing Documents Form with all 3 attempts documented in client’s file. No further are attempts required. Casenote.

If documentation was never received during initial authorization and a new referral is received several months later renewing child care authorization, this process must be followed again if documentation is not provided at redetermination.

SRPP02– TANF Eligible – WorkSource

Policy & Procedures

Policy:

Children at risk of welfare dependency. Includes the following children:
a. Temporary cash assistance clients, whose children shall be eligible based on a documented referral and documentation showing proof of TANF payments.
6M-4.202 Eligibility for Children at Risk of Welfare Dependency.
Compliance with statutory welfare transition program requirements by the Department of Children and Family Services or the local

workforce referral agency.

Categories:

	BG3
	Temporary Cash Assistance Not Working
	TCAN
	TCA Not Working
	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 authorizing referral.
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
Referral: Yes -- from Welfare Transition Program/local workforce board                                                                    
Income Eligible: Yes -- at or below 185% 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: 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: Referral based - maximum is six months. 
Reference: 45 C.F.R, Part(s) 98.44, 98.50; CCDF Part 2.5; s. 1002.87(1)(a), F.S.; Rule 6M-4.202, F.A.C.

	BG3W
	Temporary Cash Assistance Working
	TCAW
	TCA Working
	Description: Child care 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 authorizing referral.
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
Referral: Yes -- from Welfare Transition Program/local workforce board                                                                        
Income Eligible: Yes -- at or below 185% 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: Referral based - maximum is six months.
Reference: 45 C.F.R, Part(s) 98.44, 98.50; CCDF Part 2.5; s. 1002.87(1)(a), F.S.; Rule 6M-4.202, F.A.C.


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, 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. 


Referral: Yes -- from Welfare Transition Program/DCF


Income Eligible: Yes -- at or below 185% 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 referral not to exceed 60 days


Reference: 45 C.F.R, Part(s) 98.44, 98.50; CCDF Part 2.5; s. 1002.87(1)(a), F.S.; Rule 6M-4.202, F.A.C.; s. 414.0655, F.S. 

	

	BG3AP
	Economically Disadvantaged TCA Applicant
	APP
	TCA Applicant
	Description: Temporary child care 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
Referral: 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% of FPL 
Authorization Period: One 30-day period. 
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss. 1002.81(7), 1002.87(1)(c)(f), F.S.; Rule 6M-4.203, F.A.C.;s. 414.095(1), F.S.


SRPP03 Billing Group 3 BG3R-RCG and BG3-28A (Relative Caregivers)

Policy and Procedures

Policy:

Children in the Relative Caregiver program. 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 contracted provider. 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 contracted provider. Prior to disenrolling any child under this category, the coalition or its designee shall contact the referral agency to verify continued eligibility.

6M-4.207 Eligibility for Children in the Relative Caregiver Program. Rulemaking Authority 411.01(4)(e) FS. Law Implemented 411.01(5)(d), (6) FS. History–New 4-21-03, Formerly 60BB-4.207.
Categories:

1. BG3R-RCG  - Child care for a child who has been adjudicated dependent and has had an approved home study and has either been placed by the court with a relative under protective supervision or the court has given relative temporary custody. The child must a recipient of the Relative Caregiver program payment. Written documentation from DCF or its contractor is acceptable to establish continued eligibility in lieu of the standard referral.  If the referral indicates that the purpose for care is employment (of relative caregiver), the coalition must verify employment with one current pay stub or employment verification documentation.  Care is authorized for a maximum of one year. 
2. BG3-28A  -  Services provided to a child placed with a relative permanently or on a short-term basis, who is receiving temporary cash assistance as a TANF “Child Only” case. Must have documentation from the DCF showing TANF amount with the recipient’s name. Child care services are provided for placements meeting the definition of working families (need a purpose of care). Eligibility is not dependent on family income.  Care is authorized for a maximum of six months. As of August 1, 2013, clients determined eligible under this category must be enrolled through the Unified Wait List. This billing group category is no longer a must serve category.
	BG3
	Economically Disadvantaged TANF Child Only
	28A
	TANF Child Only
	Description: Child care 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.
Child Age Requirements: Birth to younger than 13 years
Referral: 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% of FPL for entry into program, at or below 200% of FPL for continued eligibility
Authorization Period: 12 months or less
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss. 1002.81(7), 1002.87(1)(c)(f), F.S.; Rule 6M-4.203, F.A.C.

	BG3R
	At Risk
	RCG
	At Risk RCG
	Description: Child care for a child who is a recipient of the Relative Caregiver 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
Referral: No -- verification of current RCG 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 should be used to calculate parent fee.
Authorization Period: 12 months or less
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss.1002.81(1)(d), 1002.87 (1)(b)(e), F.S.; Rule 6M-4.207, F.A.C.


BG3R-RCG and BG3-28A TANF amounts

Note: In some cases the TANF amount received will be lower than the amounts listed below. In such cases, it is indicated that the family is receiving additional income, and the FSS should ask the caregiver about that to determine whether additional income should be counted.  A case note should be made in EFS history notes.
BG3R-RCG:


Age



TANF amount received

0-5 years


$242 for each child


6-12 years


$249 for each child


13+



$298 for each child

BG3-28A:


Number of children

TANF amount received

1 $180

2 $241

3 $303

4 $364

5 $426

6 $487

7 $549

8 $610

9 $671

10 $733

In both BG3R-RCG and BG3-28A, the family size should only be equal to the number of children in the household receiving TANF.  The guardians and other family members not receiving TANF should not be counted.  

The income used to calculate parent fees will only be the amount of TANF listed on the “Letter of Eligibility” (CNPE) printout and any other income collected by the caregiver for the child (ex. Child Support). 

Procedures:
1. Obtain recent documentation of proof of TANF payments.  
a. Samples of documentation are:
i. Print out from ACCESS
ii. Recent letter of eligibility 
b. Compare documented TANF amount with the TANF amounts above to determine billing group category 
2. All other eligibility requirements apply.  
3. 3. Maximum redetermination period is 6 months or 15 days after ACCESS review date (whichever is less)
SRPP05 BG5 – Billing Group 5- WorkSource
Policy and Procedures

Policy:

Transitional Child Care/Non-Temporary Cash Assistance, 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 local workforce referral agency. Once determined eligible for school readiness services a child shall remain eligible until he or she reaches kindergarten age. However, eligibility for financially-assisted school readiness services under this category may only continue:

1. Within the time limit for welfare transition services authorized in statute, provided the parent is in compliance with all statutory welfare transition program participation requirements, if the child is eligible based on the parent’s participation in a welfare transition program.

6M-4.202 Eligibility for Children at Risk of Welfare Dependency

Rulemaking Authority 411.01(4)(e) FS. Law Implemented 411.01(5)(d), (6) FS. History–New 4-21-03, Formerly 60BB-4.202.

Category:

	BG5
	Transitional Child Care
	TCC
	Transitional Child Care
	Description: Child care for a child from a family that includes a parent or parents who transitions from a workforce program into employment as described in s. 445.032, F.S. In two parent families, both parents must have a purpose for care as documented on the authorizing referral.
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 referral.
Child Age Requirements: Birth to younger than 13 years 
Referral: 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% of FPL initial entry and continued eligibility
Authorization Period: 12 months or less
Reference:  45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss. 1002.81(7), 1002.87(1)(d), F.S.; Rule 6M-4.202, F.A.C.


Important Note: ALL TCC start dates will be at the first of the month and end dates will be the last day of a month. You must casenote the remaining months of TCC when determining/redetermining eligibility.
Procedures

1. Receive referral

a. Review entire referral for accuracy – return to or contact caseworker if necessary
A. Note: If dates or required items are missing, a new referral must be obtained or alternatively the FSS may contact the referring case worker and make pen or pencil changes. Any pen or pencil changes should be signed and dated by the FSS and include the date, time and name of authorizing case worker. If an email and/or fax is sent to the referring case worker, a copy of such must be attached to the referral. . Case notes documenting the changes and approvals must be attached as well. The FSS must document attempts to obtain information missing on referrals. Two documented attempts (phone call & email or fax) would typically represent due diligence.
2. Complete acknowledgement and fax to caseworker within 24 hours

a. Enter casenote in EFS under client history, recording date of receipt and completion of acknowledgement (if new client, create an EFS record )

3. Enter referral information in Apricot Referral tracking database (date referral expires is 10 days from the caseworker signature date including the date signed. Ex. Signature date 4/05/12 then expiration date is 4/14/12).

4.  Place initial call (Attempt 1) to client

A. If client was reached note status (appt. made, serv. not desired, etc..) enter this action in Apricot referral tracking database

B. If client not reached send “unable to contact letter”  (Attempt 2) and enter this action in Apricot referral tracking database

C. Enter case-notes in EFS client history

5. Place referral in your tickler on the date it is to expire or on the date you have set an appt. with the client

6. When referral is reached in the tickler:

A. If enrolling: Upon completion of enrollment update Apricot Referral tracking database with number of new enrollments or select redetermination only.

B. If expired: complete and fax the Expired Referral Letter to client and Agency Caseworker, place original referral in expired referral binder and update the Apricot Referral tracking database.

C. Enter case-notes in EFS client history. Must enter a TCC history code specifying the TCC time frame and months of TCC remaining.
SRPP06 BG 8 – Working Poor & Migrant Farmworkers & CCPP

Policy and Procedures

Policy:

Eligibility for Children in Working Families Whose Income Does Not Exceed 150 Percent of the Federal Poverty Level. Initial eligibility is based on  family income, as defined in rule, must be at or below 150 percent of the federal poverty level. “Working families,” as defined by subsection 6M-4.100(22), F.A.C., will be given priority for enrollment under this eligibility category. A coalition may also serve additional children who are determined to be at high risk of school failure; however, such families must meet the statutory definition of “economically disadvantaged. Pursuant to Section 411.01, F.S., once determined eligible for school readiness services a child shall remain eligible until he or she reaches kindergarten age. However, eligibility for financially-assisted school readiness services under this category may only continue provided the family’s income is at or below 200% of the Federal Poverty Level (FPL) as the upper level of the program subsidy support as stated in section 3.3-“Eligibility Criteria for Child Care” of the State of Florida’s Child Care and Development Services Plan. A parent must notify the coalition, or its designee, of any change in employment, income, or family size within ten (10) calendar days.

Rulemaking Authority 411.01(4)(e) FS. Law Implemented 411.01(5)(d), (6) FS. History–New 4-21-03, Formerly 60BB-4.203.

Categories:
Note: Effective August 1, 2013, BG8-27; BG8-29; BG8-3; and BG7-25 all rolled into the new billing group, BG8-ECON. BG8OP-OPW is no longer an eligible category. Clients will stay in their current billing group until they redetermine. At that time, clients must qualify in one of the other billing group categories in order to continue services. 

	BG8
	Economically Disadvantaged
	ECON
	Economically Disadvantage
	Description: Child care 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 C.F.R. 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.
Child Age Requirements: Birth to younger than 13 years
Referral: 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% of FPL for entry into program, at or below 200% of FPL for continued eligibility
Authorization Period: 12 months or less
Reference: 45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; CCDF Part 2.5; ss. 1002.81(7), 1002.87(1)(c)(f), F.S.; Rule 6M-4.203, F.A.C.

	CCPP
	Child Care Executive Partnership
	P1
	CCEP
	Description: Child care for a child from a working family that is economically disadvantaged and receives CCEP matching funds. The CCEP program provides state, federal and local funds to offer subsidies to low-income working parents whose family income does not exceed the allowable income for any federally subsidized child care program with a dollar-for-dollar match from employers, local government, and other matching contributions.
Applicable Purpose for Care: Employment (EM), Education & Training (ET), Both Employment and Training and/or Education (TT) 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.
Child Age Requirements: Younger than 13 years of age 
Referral: 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 200% of FPL initial entry and continued eligibility
Authorization Period: 12 months or less
Reference:  45 C.F.R., Part(s) 98.20(a)(1)(ii), 98.44, 98.50; s. 1002.94, F.S. 


CCPP – SR Child Care Executive Partnership. Local business, local government, and other funders provide dollar for dollar match with CCEP funding to provide child care services. Regular parent fees apply. 

New Enrollment:

1. When funding is available, clients on the waiting list will be contacted according to the priority guidelines set up by the Early Learning Coalition.  

a. The client will be contacted by phone and, asked to come in to the office and provide the FSS with the required documentation to establish eligibility.

b. The client needs to provide the FSS with the name of the child care program where the child is or will be attending.  If the client does not know where the child will attend, the FSS will offer Resource and Referral services to the parent to assist the parent with his/her child care choice.  

c. Child care in this funding group is provided on a first come, first served basis.

2. Family Service Specialist will inform the guardian of required documentation to bring to interview. Parent fees will be based on income and family size. 

3. During the appointment, the client will complete and sign the    following forms:
i. Application

ii. Certificate

iii. Fee agreement

iv. Terms and Conditions

v. Child Enrollment Checklist

vi. Income worksheet
​SRPP09 Eligibility File Organization
Policy and Procedures

All SR files must follow the following order:

· File organization:

· Right Side of file (top to bottom)

1. Eligibility Checklist Divider 

2. Notice of Continued Eligibility – If applicable and only if Notice of Continued Eligibility is to cancel a 4181 due to missing original certificate. 

3. 4181 due to missing original certificate.

4. Application – application for current eligibility period should be the very 1st document on the right side of the file
5. Certificate – should follow application
6. Fee Agreement
7. Provider Transfer Request *see below
8. Parent Fee Change Notification – if applicable
9. Income Worksheet – including Notification of nonpayment of child support (page 4 of Income Worksheet)
10. Child Support payment or nonpayment – If applicable
11. Pay stubs – If applicable
12. Education documentation – If applicable
13. Other Income documentation – If applicable
14. Referral – If applicable
15. Referral acknowledgement – If applicable
16. Colored paper divider
· Left Side of file (top to bottom)

1. Casenote form – for when EFS is down and can’t enter case-notes in EFS. 
2. Eligibility Checklist Divider

3. Child Enrollment Checklist
4. Terms and Conditions
5. Parent Code of Conduct
6. Changes in Household Form
7. Fraud Statement Acknowledgement
8. Verification of Family Status –if applicable
9. Guardianship documents – If applicable
10. Birth Certificates (proof of birth) for all children in the household
11. Proof of Residence 
12. Copy of photo ID for all parents/guardians in the household
When doing a Provider Transfer Request, the family needs to sign a new application and new certificate and then place the transfer request form (which is also signed by the parent) behind the new application and certificate and on top of the old application. 

SRPP10 Maintaining Eligibility during Breaks in Employment
Policy and Procedures

Policy: 
6M-4.210 Maintaining Eligibility for Financial Assistance; Breaks in Employment.

This policy applies to the following Billing Groups only: BG8, BG3-28A

A family shall maintain eligibility for School readiness services:
1. During a break in employment, provided employment is re-established within sixty (60) calendar days from the last day at previous employment. During this time, school readiness services will be reimbursed. In this case we are able to reassess fees and base them on current income with documentation. 

2. During a temporary break in employment for up to sixty (60) calendar days for medical reasons, including maternity leave, if determined medically necessary and documented by a licensed physician school readiness services will be reimbursed. In this case, we are able to reassess fees and base them on current income with documentation.

3. During an interruption in employment, with an option to return to that employment, including such circumstances as seasonal employment or school system-related employment, the client shall not be placed on the waiting list and services will be considered suspended, and not reimbursed, until employment resumes. Care may be re-established upon resumption of employment. 
NOTE:

A parent/guardian has up to 60 days to re-establish purpose for care provided the 60 days occurs within the eligibility period. Custodians receive less than 60 days if the time between the loss of purpose for care and the end of the authorized eligibility period is less than 60 days. A case cannot be redetermined as eligible without a purpose for care. 

Procedures:

1. Parent/guardian must complete an interim redetermination process. (See policy Eligibility Determinations Initial Enrollments & Redeterminations).

The new redetermination date must be set for last day of services based on parent/guardian’s situation. For example, if the break in employment is due to loss of employment, the new redetermination date must be the sixtieth (60th) calendar day from the parent/guardian’s last day of employment.

SRPP11 Special Needs Child CF SN Eligibility/Enrollment 
Policy and Procedures

Policy:

The coalition is allowed to provide services to a child ages 3 years through admission to kindergarten who has special needs, and has been determined eligible as a student with a disability. The child must have an Individual Education Plan (IEP) with a Florida school district. Eligibility ends once a child is eligible for admission to kindergarten in a public school.   

Although all earned and countable income is calculated to determine parent fees, this billing group is not income eligible therefore can be above 200% of the federal poverty level and still be eligible for services. If this is the case, the maximum parent fee should be assessed for the client’s family size. 

This billing group also does not require for clients to meet this minimum work requirements. This means that a one parent household can still be eligible if they are not working or going to school a minimum of 20 hours. Two parent households can still be eligible in this billing group if they are working and/or going to school less than a combined 40 hours. 

	CF
	Special Needs 
	SN
	Special Needs 
	Description: 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.
Applicable Purpose for Care: Special Needs (SN)
Work Requirements: N/A
Child Age Requirements: 3 years of age through admission to kindergarten 

Referral: 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 or less
Reference:  ss. 1002.87(1)(h) and 1003.21(1)(a)2, F.S.


Note: The Special Needs Rate is the same rate as the infant rate. In order to ensure that providers are being reimbursed at the correct rate for these children, the care level for these children should be the special needs care level. 
SRPP12 Deciding Client or Child Eligibility for Relative Caregivers
Policy and Procedures
Policy:

When setting up eligibilities in EFS for BG3 28A and RCG, ECS will do what is in the best interest of the family as determined by lowest parent fee possible. If all children are listed on the same referral, ECS will group them under client eligibility unless separating eligibilities by child will give a lower parent fee. If several referrals are given with each child listed separately, ECS will group them by child unless grouping the eligibility under the client will give a lower parent fee. When creating separate child eligibilities, ECS will manually give sibling discounts. Regardless of client or child eligibility, all paperwork will be kept in one file.

Example:

A CNPE is given to FSS with 4 children listed on referral. Guardian is receiving $247/month for each child. If grouped together as referral indicates, total income is $11856. As a family of 4, Guardian would pay parent fee based on second bracket of sliding fee scale. Looking at each child separately, total income is $2964. As a family of 1, Guardian would pay minimum fee based on first bracket of sliding fee scale. The second scenario gives a lower parent fee.

SRPP14 Duplicate Records 
Policy and Procedures

Policy:

Duplicate records in EFS must be saved under a “DUP” category and/or merged with the original record.  
The person who created the duplicate record will be the person responsible to merge the records. If the person who created the duplicate is no longer with the agency, his/her supervisor will merge the records. 
Procedures:
When a Duplicate Record is found in EFS, the following steps must be taken:

1. Bring up the duplicate record. (this record is usually the one created second)

2. Tab to client’s last name field.

3. Type “DUP” at the beginning of the last name and then a space in order to have a space between the “DUP” and the last name.  For example the new name should read, DUP SMITH and NOT DUPSMITH.

4. Go to the Children’s Screen, if the child is also a duplicate.

5. Tab to child’s or children’s last name field.

6. Type “DUP” at the beginning of the last name and then a space in order to have a space between the “DUP” and the last name.  For example the new name should read, DUP SMITH and NOT DUPSMITH.

7. Terminate any open eligibility and child enrollment existing under the DUP record EXCEPT VPK enrollment. 

a. If dealing with a VPK enrollment, please contact the VPK department with the DUP record information so that they will handle the VPK enrollment transfer from the DUP record to the current or valid record.
The above steps will ensure that all known duplicates will be filed in the same place and will make searching for a parent easier. 

When merging duplicate records with the original records, the following steps must be taken:

1. Once the DUP file is created, go to the History from the parent screen.

2. Transfer every single casenote from the DUP record to the current or valid record.  This can be done by, using your mouse, highlight all the information that you wish to transfer.  Then press, Ctrl C, to copy the highlight portion.  Next, go to the current or valid record and press Ctrl V.  This will paste the highlighted text into the new record.

a. Make sure that there are no case-notes entered under the History screen from the Children’s screen. If case-notes have been entered in this screen, these must be transferred also.

3. Open the corresponding eligibilities and child enrollments as applicable. 

How to AVOID duplicating records:

The person entering a record MUST do a query by pressing F11 and type NO MORE than the first 3 letters of last name followed by the % sign and the first three letters of first name followed by the % sign. Then press F12.  

If the individual’s name contains special characters (i.e. -, ‘, etc.) then simply put the % sign.  For example, J’ane Smith, search for J% Smi% and NOT J’% Smi%.

SRPP15 Dual Eligibility

Policy and Procedures

Policy:

In the case of a child or family having Dual Eligibility for School Readiness services, we will choose the eligibility for each child that keeps all of the children in the family in the same funding category as long as all of the children qualify.  Other factors to consider once this is addressed is which eligibility will serve the family’s long term needs best. Considerations will include which eligibility has the highest priority for service and if any of the children are protective service.  The factors to consider may vary in importance from family to family so each decision must be documented in EFS case notes.  

An exception to this is any child with a Must Serve (BG1, BG3, BG5) eligibility should always be enrolled as their corresponding eligibility regardless of any other considerations.

Example:  A family is redetermining and has a BG5 referral but they are very close to the end of their second year of care and while we are currently enrolling and “rolling over”  we do not know if we will be when the family will be due to redetermine next time.  If we choose BG8 as the eligibility then the family will not lose care at the end of the 2 year TANF period.

Example:  A family qualifies as BG8 but one of the children is a niece with an open protective service case and was placed out of the home into the aunt’s home.  The child qualifies as a BG1 (14R) and should be enrolled as such even though the rest of the children qualify as BG8. 

Procedures:

Miscellaneous Information:

Family with a dual eligibility where all incomes are counted, each eligibility must be opened under each child’s name accordingly. Each eligibility must have the appropriate household size and income applicable to that eligibility. 

Example : A mother, with her own child, is receiving income from her employer and death benefits. She also has her niece who receives Child Only TANF. All income is counted and must be entered in the interview screen appropriately. However, the Maintain screen must be revised as follows:

	Eligibility
	Client’s own child’s name
	Client’s niece’s name

	Funding
	BG8-ECON
	BG3-28A

	Purpose of Care
	Employment
	Employment

	Income 
	Employment income & Death benefits
	TANF Child Only Income

	Household size
	Client and her own child
	Child receiving TANF Child Only

	Redetermination
	Follow BG8 redetermination policy
	Follow BG3-28A redetermination policy


Comment: If above client has more than one biological child, an eligibility maintain screen should be open per each child. When assessing parent fees for the children under the same Billing Group, the sibling discount must be calculated manually. Manually revised parent fees must be entered as a fee waiver in the enrollment screen. 

SRPP16 Eligibility for School Readiness and VPK for ECS Staff & Friends and Family of ECS Staff

Policy and Procedures

Policy:
If a current or former employee from any department of ECS applies for services, eligibility is to be determined by the Family Services or VPK Coordinator. No employee can find him or herself eligible for School Readiness or VPK as this represents a conflict of interest.  After eligibility has been established the physical file is to be reviewed by the Director of Family & Provider Services and housed in a secure location in her office. The same guidelines, policies and procedures used to determine if members of the general public are eligible for services will be used to determine eligibility for ECS staff.
All ECS staff and former staff are required to sign the ECS Staff Fraud Statement of Understanding at the initial enrollment and again at each redetermination there afterwards. 

If an employee has a friend or family member that is applying for services, the ECS staff member should notify their supervisor so that arrangements can be made for another employee or supervisor to determine their eligibility as this represents a conflict of interest. The same guidelines, policies and procedures used to determine if members of the general public are eligible for services will be used to determine eligibility for family members and friends of ECS staff.
SRPP21 Self Employed: Guidance for determining income of self-employed individuals

Self-Employed Income— Rule 6M-4.208, F.A.C.
Policy:

Self-employed applicants shall provide appropriate documentation sufficient to determine hours worked and income, such as: business account ledgers, written documentation from customers, contractors, or federal tax returns.
Preferred Source: Income tax record and all accompanying Tax Schedules from most recent year if reflective of current earnings circumstance should be used to determine countable income. If not reflective of current earnings for the household or applicant/recipient has not been self-employed long enough to have filed income tax then the complete business records year to date should be requested from the household. This includes complete record of earning and proof of expenses. No expense should be considered as an allowable deduction unless proof of the expense such as a receipt has been received. Business earnings/expense statements from accountants are acceptable forms of documentation. Depreciation, meals and entertainment are not recognized for child care funding.

The best thing would be to gather last year’s tax return (see additional information below), but if this is not available or is not indicative of current earnings, they should provide us with accounting documents  or a calendar of what work was performed when, for whom, and how much $ was made on a daily basis. If the person works on commission, look at the last sale(s) to determine how long would be reasonable for this income to be a livable earning. At the point it falls below minimum wage, the parent should bring in documentation to prove how they are able to live (for example, savings and other bank account records). If we use tax returns, we either count the gross earnings or, if documentation of approved expenses is available, we will deduct approved expenses. Approved expenses with documentation (receipts) may include mileage, a dedicated phone line, etc. Not allowable: meals, entertainment, utilities (if office is in-home), and depreciation.

Forms to be used with this policy
SRF01 Casual Labor Calendar: (This is for anyone that is paid on a daily basis or not on a regular schedule): Some individuals that are considered to be self-employed may only do lawn work or side jobs. Forms of documentation to establish income must include the last six weeks of all check stubs or written statements from each employer, and a work calendar must also be submitted documenting every calendar day during the past six weeks. The work calendar must show the dates worked, for whom and amount received, including any overtime (both length of time and amount received). These calendars need to also document the days the client did not work along with their initials.   Case notes should clearly explain why other types of earnings documentation are unavailable. Ex. Newly established business.

All Self Employed clients must have their eligibility approved by a supervisor.  FSS should schedule appointments with self-employed clients when a supervisor is available. If this is impossible then the file must be given to the supervisor the next time he/she is at the office and it must be approved at that time.  Documentation of the approval must be maintained in the client’s case notes.   

Always start with talking to the client, asking about their business so we can gain perspective about what type of deductions will be allowable.

Procedures:

Using Tax Returns

We only use the income tax forms to establish self-employment income. If a couple has one person working for someone and the other spouse is self-employed then we use the tax return for the self-employed spouse and pay stubs or VOE for the employed staff.

If the client only has the 1040EZ, they were not self-employed last year or at minimum did not claim self-employment income so we can’t accept the 1040EZ.

If the client has Form 1040, they should either have a schedule C, C-EZ, Schedule F (For Farm Income), E or whichever schedule is mentioned by the earned income line. You must collect all pages of the 1040 and all accompanying schedules and documentation.

No documentation of business deductions?  On Form1040, Use line 12, 17 or line 18 along with the appropriate Schedule. Do NOT use Line 22.

Documentation of business deductions 
· On 1040 Form, do NOT use Line 22. 

· On Schedule C-EZ, Look at Part II Line 1.  This is what we count for their income. You will also need to make sure that the amount on C-EZ Part II Line 3 is the same dollar amount found on Form 1040 Line 12.  If it does not match, you may not accept the client’s tax return for self-employment documentation.

· On Schedule C start with line 7 (how much money they made) and then deduct any appropriate expenses listed below. Your final number is the counted income for child care purposes.

· On Schedule F start with line 11 and then deduct any appropriate expenses listed below. Your final number is the counted income for child care purposes.

· Advertising 

· Car and truck expenses (Really think about this and make sure it is for business use) (about the nature of the business & case note the reasoning behind your decision if you decide to allow the expense as a deduction)

· Commissions and fees 

· Contract labor 

· Employee benefit programs 

· Insurance other than health

· Interest (business mortgage or other interest on assets that the business owns – do NOT count interest for a home mortgage even if the business is run out of the home)

· Legal and professional services

· Office expenses (not for home)

· Pension and profit sharing plans

· Rent or lease (not for home)

· Repairs and maintenance (not for home)

· Supplies (not for home)

· Taxes and licenses (not for home)

· Travel (need to obtain number of miles and multiple by state allowance of .445 (or whatever the current state of Florida allowance is). Also, really think about this. If the client is traveling a lot throughout the day because he is a salesman, then deducting his business travel mileage is fine; however, if the client is traveling to one location to work an 8 hour day, then that should not be deductible- it is like us traveling to our offices every day)

· Utilities (not for home)

Wages – Note: Deductions for payment to employees can be allowed but only when itemized & the employee’s name is identified.  Such deductions are only allowed when the payment is not to members of the applicant’s household as such payments are part of the household member’s countable income. If the business is paying a family member and claiming it as wages paid rather than as a withdrawal from the business then it would reduce the business’s income but the family member-employee would be listed on the tax return.  Their wages would be counted in the family income.  If they were not listed as having received wages on the Schedule C, then it is just a withdrawal from the business and does not reduce the business’ income.

· Other Expenses (depends on what they are talking about – need to case note the reasoning behind your decision if you decide to allow the “Other Expenses” as a deduction)

· For Schedule F, we may also allow Chemicals, Conservation Expenses, Custom Hire, Feed, Fertilizers & Lime, Freight & Trucking, Gasoline/fuel/oil (if a business expense), Labor Hired, Seeds & Plants, Storage & Warehousing (if not for personal use), Supplies, Utilities (if not for the home), Veterinary/breeding/medicine

Examples of what documentation is not acceptable for deduction when using a tax return:

· Depletion

· Depreciation

· Meals and entertainment

If a documented expense is not on this list, see your supervisor before going any further.

You will often be challenged by parents on why not all IRS deductions are allowable. A recommended response is that we are not determining how many taxes they owe but rather what amount of income is available for them to care for the family.

How do I know if they are working enough hours to qualify, when I’m basing eligibility on a tax return?

Hours worked per week must be equivalent to 20 hours at a minimum for one parent households, or a combined 40 hours for two parent households- effective July 1, 2013.  
Consider current Minimum wage

Example: They made approx. $5200 gross (or after allowable, documented/collected deductions) on the tax return

$5200/52 = $100/week.

$100/minimum wage ($8.05 per hour, effective June 1, 2015) = average of 12.42hours per week. At this point, the family service specialist would need to ask additional questions and request documentation showing that the parent worked the minimum required hours to qualify. This would need to be documented in a case note along with written documentation.  Note: A parent does not have to earn minimum wage in order for the coalition to consider him or her employed.  A Family Service Specialist does have the obligation to continue asking for explanations and documentation until the FSS is satisfied that they understand the situation and must casenote the factors that helped them make the eligibility determination.
Consider when the person began the business, and you can allow them a 6-month start-up period in which perhaps they weren’t making the equivalent of 20 hours/week at minimum wage. Then try the calculation again.
If, at the time of redetermination, the parent has been self-employed for a reasonable period (six months), and is showing consistent business loss, the family service specialist should ask questions, such as, “How do you pay your household expenses if your only income source in the home is operating at a loss?” Based on the response, the specialist should decide how to proceed. If the explanation is not adequate, the specialist may require additional documentation. Self-employment determinations vary, and the coalition must handle them on a case-by-case basis. 
What about partnerships?

Use the clients’ % of ownership to adjust the gross income to determine their income. You will need to collect proof of their ownership, such as an S-Corp certificate.  You cannot deduct the partner’s “drawing” (salary) as a deduction.

In businesses that have multiple partners, the net income would be multiplied by the client’s percentage of ownership.  For example, a business is owned by a husband, wife & brother-in-law.  To determine the household’s portion of income when the husband and wife are our applicants and each partner owns a one third interest in the business, the net income is multiplied times 33.3% times 2 to account for each spouses share.  We allow up to 6 months for startup of a self-employed business after which we would expect the net income to be at least equivalent times 20 hours/week time minimum wage in order to meet purpose of care (employment).  If 2 household members are employed by the business then the net income must equal a combined 40 hours/week in order to meet the purpose of care. We would expect that the owners would earn the equivalent of minimum wage.  If a business has been in existence for over six months and the client is not earning at least minimum wage, then there must be a reasonable explanation as to how the client is able to pay for shelter, food, etc. and as to how they are working enough hours to meet the purpose for care requirement. 
What about people paid “under the table”?
We cannot allow any deductions here, because they are not paying any taxes. Use only their gross income.

Other Important Information

· We do not allow deductions for one’s home even if the business is located there – as no family can deduct such – however, costs for renting a separate location from which to operate the business is allowable.

· Deductions are not recognized for withdrawals made by the applicant, as this will count towards their household income.

· If you allow something to be deducted that could be questioned, always case note the rationale behind your decision.
SRPP22 SR/RR Mail Policy & Procedures

Policy:

All outgoing mail must be dated on the date mailed.  

Copies of all mailed notices, letters etc. will indicate the date mailed and to whom and will be kept in either the parent or the provider file, whichever is appropriate.

Mail received may be date stamped upon opening.

Any returned mail will be noted in both the parent file and in EFS under the “History” section of the parent screen and/or the provider screen.

Returned Mail Policy

If you receive returned mail from a client, send a termination notice to the last known address and send the returned mail letter to the parent at the child care provider’s address along with a termination notice.  Move the file to the tickler file for fifteen days from the date of the returned mail letter.  Follow termination procedures if you still do not receive an address for the parent within that time.  

An exception to this policy is made in the case that a family is homeless and has no set address to receive mail.  Then the mailing address for the parent will be the provider’s address.

If you receive returned mail from a provider, try to contact the provider by phone.  Child care licenses are based on physical addresses so if the provider has relocated, we will need a copy of the new child care license.  If the provider has closed a post office box, verify that the physical address is the same as we have on file.  

If you are unable to contact the provider and the provider has school readiness children enrolled, contact the parents' of these children and inform them that they will need to choose a new provider.  Check the DCF CCIS website to determine whether a licensed provider is still licensed.  If a previously licensed provider is no longer licensed, inactivate the provider in CCRR immediately. If the provider was never licensed or is still considered licensed on the DCF CCIS website, uncheck the “Accepts Referrals” box. Once all of the children have been re-enrolled with new providers and the billing period is closed, the provider should be inactivated in EFS in CCMS.  To do this, contact the Provider Services department.

All returned mail from parents should be placed on the right hand side of the parent file. All provider returned mail should be filed in the provider file held at Central in the Provider Services department.

SRPP18 Eligibility Funding Transfers 

Policy and Procedures
Policy:

Eligibility transfers may occur at times. Factors such as change in household size, change in income, moving from an income-based category to a must-serve category and vice-versa will result in an eligibility transfer.

During a redetermination process, the Family Service Specialist must consider the factors above to determine if an eligibility transfer is needed. 

Procedures:
1. From the Parent Screen Go to “ELIGIBILITY” and then “TRANSFER”

2. Complete corresponding & required fields in the “TRANSFER” screen 

3. Continue with the redetermination process

* Parent fees must be assessed under new eligibility
SRPP19 ECS Case-notes
Policy and Procedures

Policy:

Case history notes are a tool for the eligibility counselor to use when determining eligibility or denying eligibility for SR services. Case history notes can fill in gaps and explain missing documentation for income calculations and/or determination of family size that are not readily explained by reviewing the paperwork and documents submitted for eligibility. They also serve as a reminder as to what was discussed in an interview, the next appointment date, redetermination due date, and benefits or services given to the family. Good case history notes also help program supervisors, reviewers, or other counselors who monitor the case files or are assigned to determine eligibility for services at a later date. The case should stand alone and proper narration of the reasons behind eligibility decisions will enable reviewers to reach the same conclusion as the authorizing worker. 

If the coalition followed policy and procedures and narrated actions well, any reviewer should reach the same conclusions as the specialist that determined eligibility.

Following are SOME examples that should be documented with a casenote:

· Child is enrolled

· Redeterminations

· Mailing of Termination notices

· Mailing of Notice of Eligibility redetermination

· Any conversations with the family

· Calls received and/or returned

· Change of status: address, last name, guardianship, income, (list in EFS the previous address/name, etc. & what you changed it to) 

· Change in provider

· Change in fees

· Family is receiving Food Stamps

· Complaints

· Conversations with other agencies, resources, other FSS about the family
· Verification of employment/tips, including employee’s name, date of hire, date first pay is expected, hourly rate, and projected hours of employment  also indicate the employer’s information including the name of the employer, name/title of person with whom info. was verified 

· When requesting a different proof of residency other than the parent’s license.

· Child support received and for which children as well as how child support was calculated if not evident

· Notes regarding calculation of income if not straightforward and/or certain income was not counted, etc.
· When countable income is $0 for BG8 eligibilities (ex. How does a parent who is in school FT live on $0 income?)
· When client is a full time student: 

If your potential client qualifies based on the above, in your EFS parent history notes, please write, “(person’s name) is a full time student as defined by (school’s name).  With (# hours) weekly driving time and reasonable study time, (person’s name) qualifies for full time care.”  Be sure to always include your initials with the history notes.

· Case narrations should indicate any whereabouts of absentee parents, to prevent unclaimed child support

· Changes to referrals should be initialed and case narrations noted that a discussion occurred with the referring case manager on specified date and the change was authorized or a new referral
· When ASQ’s are completed and if they are not completed, they reason why

· All unusual circumstances
Use the handwritten casenote form when EFS is down or not available. (see forms section)
SRPP20 Child Support Policy & Procedures
Policy:
Child Support—All income must be verified. This is income for the child for whom it is intended.  The amount received and for which child must be specified in EFS Interview screen as well as in case notes.  It counts in the household income as it is meant as support for the child. Child support should be addressed for each child in the home who does not have both parents in the home. Child support should be addressed for each absent parent. For example: grandma applies for her 6 year old grandchild-child support should be addressed for both absent parents. Rule 6M-4.208, F.A.C.
Child Support Documentation: Preferred Source: Verification from child support enforcement or 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. (Use six weeks or two months- based on payment schedule.)  

Website: https://www.myfloridacounty.com/cse/pub 

     On the printout, please write the child or children’s names that the 

     child support if for. The following should also be written on the form: 

6 weeks back is: <insert date> verified through the following website:   



http://www.timeanddate.com/date/dateadd.html 
Alternate Source: Written statement from the absent parent/guardian indicating what the absent parent/guardian paid over the last six weeks including dates (including the year) payments were made. Copies of checks and/or canceled checks can accompany written statements, or be submitted in lieu of written documents. A court order can be used if it was just issued-however, if the court order has been established for a period of time, the specialist should request proof of the last six weeks of payment and average income as paid. EPPI Debit Card statement.
*If for any reason the first two sources are not available, an attestation from the parent stating the amount of child support received or not received is acceptable. The case narration must explain why the first two alternatives were not available. The date, phone number, and description of what occurred when an attempt to contact an absent parent who is paying court ordered or non- court ordered child support must be entered in the narrative. Two documented attempts would be considered due diligence. Then the eligibility specialist should discuss with the custodial parent what record keeping should be set up and used to establish child support payments in the future. For example: an absent mother sends a check two to three times per month. Copies of two months of checks should be requested. If the absent parent is paying in cash, then a calendar should be maintained by the custodial parent showing dates and amounts of payments, preferably with absent parent’s initials next to the payment.

Note: A written statement from the custodial parent/guardian can be accepted if they state they do not receive child support, but cannot be used if they receive child support. This written statement of non-receipt serves two purposes. First, it shows that the eligibility specialist 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. 
Procedures:

When using verification from child support enforcement or clerk of the court website showing gross amount paid (not disbursed), the following steps must be used:

1. If document shows consistent amounts being paid at a consistent pattern, use that amount & pattern to calculate monthly amount. For instance:

a. Absent parent pays $250 biweekly. The calculation should be as follows: $250/2= $125/wk x 52 weeks = $6500 yearly / 12 months = $541.67/month

b. Absent parent pays $800 at the beginning of each month, then $800 is the monthly amount to be entered in the system. 

c. Absent parent pays $25/wk. The calculation should be as follows: $25/wk x 52 wks = $1300/12 months = $108.33 per month.

2. In the case where payments are sporadic or not consistent, the formula to be used is as follows:

a. (The sum of payments made within the last 6 weeks) / 6 weeks = ______/wk x 52 wks = ________ yearly / 12 months= _____ monthly amount

Note: Some child support documentation will show a lump sum. This lump sum may be the result of arrearages. 

Arrearages received for the first time or once a year are not to be included in the calculation. Include a casenote stating the following: “child support lump resulting from child support; therefore it wasn’t included in the family’s total income.”
Arrearages received in a recurring pattern (for instance, the family received a lump sum last year and another one this year) must be added to the total average household income after all income calculations have been made. A casenote explaining this must be entered.  

Forms to be used with policy:

SRF62 – Child Support written statement sample
Policy:

When reimbursement specialists process rosters each month, they make a list of children in each county for whom providers marked as terminated on the roster. The reimbursement specialist will terminate the enrollment only with reason of “Provider Noted Term”.  This list will be available on or before the 20th of each month, on the H drive under CCRR/Provider Noted Terminations (PNT) by month and county.  FSC’s will review each month and alert FSS’s of its availability.
Although parents and/or providers should tell us when a previously terminated child wishes to re-enroll at the same program, this does not always happen. The following procedure will enable us to eliminate some of the common internal payment correction requests received. Additionally, it will help us serve families who are due to be redetermined or who are missing paperwork whether or not their children have active enrollments. 

 Procedures:

FSS should review this list and contact the families to determine if they would like to enroll elsewhere or whether eligibility should be terminated.  A casenote documenting the results/attempts should be made in EFS and on the PNT Spreadsheet.  (If a child’s eligibility is to be terminated, the FSS must follow School Readiness Eligibility Termination Procedure.)  
For Eligibility Terminations:
1. FSS will enter a termination date the day after the PNT date in the Termination Screen. 

2. FSS will complete A Notice of Change In Child Care Status (SRF01 Termination Notice/4181)

3. The original SRF01 4181/ Termination Notice will be sent to parent/guardian’s mailing address.

NOTE: For children who are being served through DCF or a DCF contracted agency (PI/PS children) the FSS should contact the originating caseworker to alert them and casenote any case status change provided to FSS.  In addition a copy of the SRF01 4181/ Termination Notice should be sent to the originating caseworker. All actions should be case-noted in EFS and on the PNT Spreadsheet. 

4. FSS will retain a copy the SRF01 4181 / Termination Notice in the file.

Note: If unable to reach parent send a 4181 providing 10 to 15 days of eligibility from date of 4181 providing parent time to contact FSS, if no contact is made eligibility will be terminated and actions case-noted.. Children being served through DCF or a DCF contracted agency should not be terminated until the caseworker has been contacted and termination has been approved. 
Other notes:

When a child re-enrolls in school readiness services at the same program where they have previously been noted as terminated:
If, during a month, a FSS hears from a parent or provider that a child had been terminated at a program but has since returned to the program within 15 days of the date of termination, the FSS should look up the child on the enrollment screen to see if the child’s enrollment has been terminated in EFS. 

If it has not, the FSS should record the details of the phone call in the Parent History notes and also mark on the Contact Notes, “Disregard PNT on (name of the month) roster. See history note. ” Be sure to include the date you make the contact note & your initials under “Contact Notes”.  This way, when the Reimbursement Specialist pulls the child up to terminate enrollment based on the roster, they will see that the child has been re-enrolled at the same program & the Reimbursement Specialist will not terminate the child. The Reimbursement Specialist will make a note on the roster and will then delete the FSS Contact notes, after reviewing the History note as well. 

If, when the FSS looks the child up in EFS & the Reimbursement Specialist has terminated the child’s enrollment, new enrollment paperwork will need to be completed by the FSS, parent & provider.  The new enrollment start date may be the day that the FSS speaks with the family to enroll, but not before. 

When a provider calls and says they received a denied reimbursement because the child was terminated:


First check to see why the child was terminated.  If they were terminated because of a provider noted termination (PNT), please advise the provider of this.  

If the provider says the termination was noted in error and that the child never stopped attending, check to see if the family is still eligible. If the child is still eligible for care, then the child can be reenrolled with no lapse in care - only if the child has been in attendance the whole time and no more than 60 calendar days have lapsed since the roster was submitted. 

 If the child is no longer eligible for care, advise the provider of the last day the child qualified for care and that we won’t be able to pay for care beyond that day.  

In both of these cases, if you are able to enroll the child for all or some of the time frame, please do so.  If there is a period of time for which you can’t reenroll the children in EFS due to closed reimbursement, please complete an internal payment correction request or have the provider complete a payment correction request form. All corrections must be requested within 60 days of the roster due date. 

SRPP26 Provider Transfer Policy & Procedures
Policy:

 The parent is required to have a Provider Transfer Request Form completed by the Provider before the transfer can be done.  The completion of this form will ensure that all fees due have been satisfied by the parent.  We can mail, fax or e-mail this form to the provider directly or if the parent wishes, we can give the form to the parent to hand deliver to the provider. If a parent has receipts or cancelled checks showing payment of parent fees, having the provider signing off on the transfer form is not necessary.  If time will not allow completion of the form, the specialist may call the provider and fill the form out over the phone.  It should be noted on the form who the specialist spoke with and the time and date.  All areas of the form must be complete.

Parents can only be held responsible for fees 30 days old or less.  If a parent has a receipt(s) from the provider that would be in an amount sufficient to cover the parent fees and the receipt does not specifically say the payment was for some other charge, it will be assumed that parent fees have been paid.  Please note that due to the Rilya Wilson Act, protective services children must not have a lapse in care.  Therefore, although we will request that parent fees of protective services children be satisfied prior to a transfer, we will not deny a transfer of protective service children if fees are not paid.
Procedures:
 Once the Provider Transfer Form has been completed / returned, the Family Service Specialist will need to verify the transfer with current provider and note this verbal verification on the provider transfer form where applicable.  A new Child Care Certificate and SR Application must be printed for appropriate signatures and filed within client file.

1. If the child’s schedule needs to be changed or adjusted, see the section titled 

“CHANGING A CHILD’S SCHEDULE”.

2. Print out the new paperwork for the parent to sign.  Go to ELIGIBILITY, 

MAINTAIN.  On the top tool bar of the MAINTAIN screen, print out the application, certificate, and the fee agreement.  The certificate should have the start date for the new provider and the end date for the client’s eligibility.  

3. Have the client sign the Provider Transfer Request form also, and file all 

paperwork in the appropriate order in the client’s file.

      16. Make an appropriate case note under “HISTORY” on the parent screen. 

Forms to be used with policy:

SREF52 Provider Internal Transfer Request (to use when child is transferring within the same provider but to a different location)

SREF53 Provider Transfer Request

SRPP30 SR Qualifying Families who are Full Time Students

Policy and Procedures

Policy:

Definition of Educational/Training—Families may qualify for child care assistance if they are in school or in training. The fewest hours that qualify a one parent household are 20 hours per week for employment, education/training, or combination of both based on the family’s needs. Travel or study time cannot be used to qualify the parent to reach the minimum 20 hours per week. The fewest hours that qualify two parent households are a combined 40 hours a week for employment, education/training, or combination of both based on the family’s needs.
Required Educational/Training Documentation - Current document completed by an official of the school or institution showing number of classroom hours and any lab hours, date the semester/training period starts, and the date it ends. This should be on appropriate letterhead or stationery for the school/institution or training program or contain an official seal. On-line courses are allowable; however, the coalition should consider the hours that a school age child is in school. Most universities & community colleges consider a FT student to be one taking 12 or more credit hours.  

If the official school letter states anything less than FT, in order to find parent eligible additional documentation will be required.  The student must provide in addition to the official school letter a transcript/schedule showing that ACTUAL class hours are equal to or exceed 20 hours, as travel or study time cannot be used to qualify the parent to reach the minimum 20 hours per week.  To determine hours of care needed, we need to review the drive time, class & lab hours (documented on a transcript/schedule), and study hours (study time should be considered at a rate of one hour of study time/day for each credit hour.
When setting the redetermination date for clients whose purpose of care includes completing education activities, the redetermination date should be set for 60 days past the last day of school. This is because Section 1002.87(5), F.S., provides 60 days for the parent from a working family to reestablish employment after becoming unemployed.
From section 1002.81(16), F.S., The definition of a “Working family” means:

(a)
A single-parent family in which the parent with whom the child resides is employed or engaged in eligible work or education activities for at least 20 hours per week;

(b)
A two-parent family in which both parents with whom the child resides are employed or engaged in eligible work or education activities for a combined total of at least 40 hours per week; or

(c)
A two-parent family in which one of the parents with whom the child resides is exempt from work requirements due to age or disability, as determined and documented by a physician licensed under chapter 458 or chapter 459, and one parent is employed or engaged in eligible work or education activities at least 20 hours per week.
Internal procedures:

The following information should be included in the case history notes: parent is a full time student as defined by (school’s name),to explain any other situation the  (# hours in class,  weekly driving time and reasonable study time, considered must be explained. 
SRPP32 Reinstatement of Services

 Policy and Procedures
Policy:

If school readiness services of a parent/guardian has been terminated for any reason, provided funding allows, the parent/guardian may be eligible to have his/her school readiness services reinstated within 14 calendar days of the termination date. The parent/guardian must be in compliance with school readiness policies and requirements before services are reinstated. Should services be reinstated, the parent/guardian will be financially responsible for the gap in services.  

SRPP34 Verifying Employment Information
Policy and Procedures

Policy:

When a parent/guardian is unable to provide 6 weeks of consecutive paystubs, ECS staff may obtain employment income information through a locally developed employment verification form (VOE), signed statement from the employer or a signed contract for employment. ECS staff should give the parent/guardian an employment verification form for the employer to complete and sign or have the parent/guardian obtain a signed statement or signed contract for employment from the employer. Whichever document is used to verify employment it should include the employee’s name, date of hire, date first pay is expected, hourly rate, and projected hours of employment. The document shall also contain the employer’s information including the name of the employer, name of person completing the document and title, contact information, signature and date. If a VOE form is submitted, all fields must be completed fully and accurately. 

The employer may fax, mail, or deliver the document in person to the ECS office. The employer may also provide a written statement with the required information on the company’s letterhead. If this source is not available, the FSS should make direct contact with the employer to request the information. The FSS should record all contact with the employer in the case history notes and on the locally developed employment verification form. 
Only in extreme and rare circumstances that must be pre-approved by the Family Service Coordinator should the FSS complete a VOE by phone for the employer in place of the employer- signed statement described above. 

The FSS should record in the case notes the parent/guardian’s employment date of hire, date of first pay expected, hourly rate, and projected hours of employment and the employers information as indicated above. (A copy of the case history notes for employment verification shall be placed in the eligibility file.) 

If the employer is uncertain about the number of hours the parent/ guardian will work, FSS should authorize eligibility for a shorter period of time, to allow time for the parent/guardian to obtain the required number of paystubs and redetermine parent/guardian at that time. History notes explaining why paystubs are not available should be entered. 

VOEs should only be used for new employment (less than 6 weeks) or for employers that pay “under the table”. Do not accept VOEs for clients who receive paystubs. If a client does not have the necessary eligibility paperwork at the time of the interview, do not make the client eligible for services. Do not enroll or redetermine a client who receives paystubs without having 6 weeks/2 months of consecutive paystubs in hand. 
Procedures:

Using a VOE form or employer letter: 

At the time of new enrollment and/or redetermination ECS staff must verify VOE’s or letters from employers by phone.  All pertinent information on the VOE or letter must be verified and manual notes and EFS history Case notes must contain the following information: employee’s name, date of hire, date first pay is expected, hourly rate, and projected hours of employment. The document shall also contain the employer’s information including the name of the employer, name of person completing the document and title, contact information, signature and date. (A copy of the case history notes for employment verification shall be placed in the eligibility file.)  

12/13/06-called employer at 850-922-4620-spoke to area manager Ed Bell who stated Ms. Johnson was employed beginning 12/10/06 works 30-35 hours per week at $9.50/hour- your initials
Using the Work Number:

Work number verifications must be completed by the FSC.  Each FSC has an account set up to access verifications as follows:

To use your Work Number account:

1. Go to The Work Number web site: https://www.theworknumber.com/SocialServices/.

2. Click the blue “Log In” button.

3. Enter your username 

4. You will now be able to access all of the features of The Work Number Government Services.

In order to obtain the verification the parent/guardian must provide their ssn and their employer code (if known). Once the request is submitted The Work Number will fax us the verification within 5 business days.  The employee cannot request their own information, unless the company they work for pays for that service feature.

If a potential client (or one we are re-determining) has just started to work with a company that utilizes the Work Number, it may be up to 15 business days before we actually get the VOE (10 days for the company to register the employee, and an additional 5 days once we have accessed the Work Number to receive the VOE via fax).  During this waiting period we are unable to authorize the client for care because we don’t have the required documentation of their employment and income.  
SRPP36 SR Proof of Child’s Age

Policy and Procedures
Policy:

Qualifying Child Documentation
Birth certificates or other proof of the child’s age must be obtained as an eligibility requirement.  Care cannot begin until the birth certificate or other proof of age is in our file.  The following list is acceptable proofs of age: 

Important Note: Proof of age for children in the household not receiving services must be collected. If this information can’t be collected at time of initial enrollment or redetermination, allow the parent 10 calendar days to gather & provide the proof of age for child or children not receiving services. Termination policy & procedures must be followed accordingly.

Preferred Source: Birth Certificate

Alternate Sources:

a.
 A duly attested transcript of the child’s birth record filed according to law with a public officer charged with the duty of recording births; or

b.
A duly attested transcript of a certificate of baptism showing the     date of birth and  
place of baptism of the child, accompanied by an affidavit sworn to by the parent;
    
or     

c. 
An insurance policy on the child’s life that has been in force for at least 2 (two) years;  


or

d. 
A bona fide contemporary religious record of the child’s birth accompanied by an affidavit sworn to by the parent; 
    
or

e. 
A passport or certificate of arrival in the United States showing the age of the child;



or

f.  
A transcript of record of age shown in the child’s school record of at least four (4) years prior to application, stating date of birth; 



or

g. 
A current immunization record indicating the date of birth, signed      by a public health office or by a licensed practicing physician;



or   

h. 
A court order or judgment specifying the child’s age or date of birth;


or

i. 
A birth record produced/issued by the hospital where the child was born;


or

j. 
A valid military dependent identification card;


or

k.
If none of the evidential documents listed above can be produced, an affidavit of age sworn to by parent, accompanied by a certificate of age signed by a public health offices or by a licensed practicing physician which states that the physician has examined the child and believes that the age as stated in the affidavit is substantially correct, may be accepted. 
Families applying for school readiness services must not be limited to one option for providing proof of a child’s age.  Any one of the documents listed above is acceptable.  A copy of the document provided must be retained in the client’s file, and made readily available for audit or monitoring purposes.

At Risk Children should not be denied services while the coalition employee or its designee obtains the necessary documentation to support the child’s age. However, this does not relieve ECS from efforts in obtaining the documentation. ECS must work with the referring entity to obtain the supporting documentation which could be a copy of the court order indicating the child was removed from the home. The BG1 Request for Missing Info. Form should be maintained in the client file and case-noted as documentation to support the efforts made.  FSS will follow BG1 Policy and Procedures for obtaining missing info.  Supporting documentation obtained must contain the child’s name and date of birth, establishing the child is of an appropriate age to receive funding. 

When we receive referrals from the Department of Children and Families or a referral from a Workforce Agency, additional procedures will be necessary to satisfy proof of age requirements.  These may include:

a. 
Requesting a copy of the age verification document to be submitted with the referral; documentation must be one of the sources listed above (a-k); 

b. 
If the referring agency cannot provide one of the Partnership approved sources described above, then verification of age must be obtained directly from the client;

c.
In order that services are not delayed, protective services and foster care clients shall be given an initial period of 10 working days to provide verification of age. See BG1 ECS POLICY & PROCEDURES for detailed information on attempts to obtain documentation.
For children listed on the income worksheet who are not receiving care The Family Service Specialist should request a birth certificate or other acceptable proof of birth or proof of guardianship for any children being counted in the household even if they are not receiving services.  The Family Service Specialist should interview the client regarding each child listed in the household to obtain adequate information for the family size composition.  In situations where the client is not the parent FSS should determine exactly when and how this child became part of the household size. The situation should be documented in case notes as well as on the income worksheet under “ECS notes”.

SRPP39 SR Employment Checks

Policy and Procedures

Policy:

ECS may verify employment of income eligible clients between redeterminations.  The Director of Family and Provider Services in consultation with the Senior VP of Administration and Compliance  will determine when this step is needed and direct staff to begin the employment verification procedures outlined below.

Procedures:

1. Run Impromptu Report “All Active Enrollments Funder Prompt” and save in excel format. Delete all referral based billing groups (BG1, BG3, BG5).

2. Add the following columns to the spreadsheet: Date employer called, Employed- Y/N, Date termination notice sent, Date terminated, Date redetermined, Notes.

3. Begin by calling employers of all clients with 2 W’s, then 1 W. Then call employers of all BG8-27, 29, & 31 and BG7-25 clients.  Then, if instructed to do so by the Director of Family and Provider Services call employers of all BG8OP clients.  Lastly, if more terminations are necessary, the Director may ask that you run the Impromptu report again and call the employers of BG3R clients.

4. If employer reports client is no longer working, ask what the client’s last day of employment was and record in EFS history notes. Send 10 day termination notice to client and provider.

5. If client comes in with new employment information, verify start date. If start date was before termination notice was sent, issue W if necessary and redetermine with new employment information.

6. If start date was after termination notice was sent and 30 days has not lapsed since last day of employment, redetermine with new employment information.

7. If start date was after termination notice was sent and 30 days has passed since last day of employment, terminate services based on last day recorded on termination notice.

8. Record all contacts, notices and redeterminations in EFS history notes.

SREP41 Using SSN as ID Number

Policy

Policy:

Per OEL policy, social security numbers are not required and ECS will not ask a client to provide it. However, when a Social Security Number is provided by the client, the SSN must be used as client’s or child’s ID number in EFS. 

When working with a file, the Family Service Specialist will check file for Social Security Numbers shown on any documents, such as child support, paystubs, shot records, in the file. If Social Security is present, the EFS ID numbers must be changed to reflect the SSN for the person. Once the changes are made, the change needs to be noted in the history notes. 
SRPP44 SR Citizenship Requirements 
Policy and Procedures

Note: The information below is an excerpt from the School Readiness Standard Eligibility Review Program Guide Revised: October 15, 2013

	L. U.S. Citizenship (SR-L) 

A child must be a U.S. citizen or a qualified alien to be eligible for SR services. If a child was born outside of the U.S., a coalition must ensure that documentation exists in the SR child file to support the child’s legal status. 
A coalition shall accept a child care application and authorization (referral) from Workforce for TANF/TCA applicants, as proof of citizenship. 



	1.* 
	Is each child a U.S. citizen or a qualified alien? (Title IV of the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA); 62 Federal Register (FR) 61344; CCDF-ACF-PI-2008-01; CCDF State Plan 2.2.9; Early Learning Grant Agreement (34))

Assessment activity

Review file for one of the following documents to support child’s U.S. citizenship or qualified alien status –

 U.S. birth certificate.

 U.S. hospital record.

 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.

 Religious documents recorded in the U.S. shortly after birth.

 Certificate of citizenship or naturalization.

 Social Security Administration (SSA) record.

 Child’s Social Security card.

 TCA/TCC referral (Child Care Application and Authorization).

 In November 2012, DCF issued a standardized referral form, CF-FSP 5002, for all at-risk clients. The standardized form identifies a child’s custody and Medicaid eligible status. If the referring agency marked the Medicaid eligible checkbox “yes,” then the agency has verified the child as a U.S. citizen or qualified alien.


*Note – An individual does not qualify for federally funded benefits if he or she is in the U.S. for a limited period of time, such as tourism or as a student, and he or she plans to return to his or her country of origin. These individuals do not qualify to receive federally-funded benefits.
Summary

The following references provide information to an early learning coalition and a school readiness (SR) subcontractor regarding required verification of citizenship and immigration status for otherwise eligible SR child care assistance applicants. It also explains how and why the Office of Early Learning (OEL) passes down these requirements to a local coalition and how OEL monitors compliance with the requirements.

References

− Interim Guidance on the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA) (62 FR 61344 Interim Guidance on Verification of Citizenship, Qualified Alien Status and Eligibility under Title IV of the PRWORA of 1996.pdf).

− Attachment 5 of PRWORA, as amended by the Illegal Immigration Reform and Migrant Responsibility Act of 1996 (Interim Guidance--Documentary Evidence of Status as A “Qualified Alien” Eligible for Federal Public Benefits.mht).

− Administration for Children and Families (ACF) Program Instruction ACYF-PI-CC-98-08 – Clarification of Interpretation of “Federal Public Benefit” Regarding Child Care and Development Fund (CCDF) Services (Clarification of Interpretation of "Federal Public Benefit" Regarding CCDF Services).

− ACF Program Instruction CCDF-ACF-PI-2008-01 – Verification of Citizenship and Immigration Status by Non-Profit Organizations and Head Start Grantees (Child Care Bureau CCDF, Program Instruction CCDF-ACF-PI-2008-01.mht).

− Summary of Immigrant Eligibility Restrictions under Current Law (as of February 25, 2009) – U.S. Department of Health and Human Services (HHS), Assistant Secretary for Planning and Evaluation (ASPE) (Summary of Immigrant Eligibility Restrictions under Current Law.mht).

− Department of Children and Families (DCF) Economic Self-Sufficiency (ESS) Policy Manual Chapter 1400 (see pages 29-38 for Citizenship/Noncitizen Status) (DCF ESS Policy Manual Section 1420 - Citizenship Noncitizen Status (TCA).pdf).

Background

· Federal Child Care Development Funds (CCDF State Plan), in part, fund SR services. CCDF is a program providing federal public benefits subject to requirements of the Personal Responsibility and Work Opportunity Reconciliation Act (PRWORA) of 1996. Title IV of PRWORA requires programs offering federal public benefits to verify the citizenship and immigration status of beneficiaries of program services. Therefore, to qualify for SR services, a child must be a U.S. citizen, U.S. noncitizen national or qualified alien.

· Children who are in programs subject to Head Start performance standards and supported by combined Head Start and CCDF funding are not subject to verification procedures. Section 432(d) of PRWORA, as amended, does not require non-profit charitable organizations to determine, verify or otherwise require proof of eligibility for benefits. This exemption does not apply when a governmental agency determines eligibility for SR services but does apply if a non-profit charitable organization determines eligibility for CCDF services.

· Program Instruction CCDF-ACF-PI-2008-01 (see link above in Resources section) clarifies that a CCDF lead agency still retains responsibility for verifying the citizenship and immigration status of a child even if a non-profit organization the lead agency contracted elects not to verify the citizenship and immigration status of the child. The Program Instruction states, in part, that “a Lead Agency may want to consider this fact when entering into an agreement with the non-profit charitable organization. A Lead Agency could choose to enter into contracts only with non-profit organizations that are willing to verify citizenship and immigration status when determining eligibility for CCDF services.”

· A coalition must ensure that it serves only children who meet all eligibility requirements. OEL includes the following certification regarding immigration status statement in the Grant Agreement with early learning coalitions – “The Grantee certifies that it agrees to comply with the provisions of section 432 of the Personal Responsibility and Work Opportunity Reconciliation Act (42 USC 1611) ensuring that only individuals eligible for CCDF services receive them.” A coalition should include this language in sub-contract agreements and monitor that sub-contractor compliance.

· To ensure compliance with the Grant Agreement and CCDF State Plan requirements, OEL includes the citizenship requirement in annual eligibility monitoring of a coalition. The review teams monitor the requirement based on the procedures listed below, which are based on the Federal Interim Guidance on PRWORA.

Verification procedures
· Determine if your program provides a “federal public benefit” subject to the verification procedures found in PRWORA.
· CCDF is a program providing federal public benefits.

· Determine whether an applicant is eligible for benefits under general SR Program requirements.

· Verify applicant’s status as a U.S. citizen, U.S. noncitizen national or qualified alien (who has been in the country for at least five years after his/her designation as a qualified alien). 
Child’s citizenship documentation includes
· U.S. birth certificate.

· U.S. hospital record.

· 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.

· Religious documents recorded in the U.S. shortly after birth.

· Certificate of citizenship or naturalization.

· Social Security Administration record.

· Child’s Social Security card.

Note – If a child is eligible for SR services because of a referral from the Temporary Cash Assistance (TCA) program, he or she the TCA program has already verified his or her citizenship and the referral can act as proof.

Declaration of status
· Accept the applicant’s written declaration, made under penalty of perjury and possibly subject to later verification of status, that he or she is a U.S. citizen, noncitizen national or qualified alien. Specialists should ask the applicant to obtain valid documentation of citizenship and provide such documentation at the next redetermination appointment.

· Accept a written declaration, made under penalty of perjury and possibly subject to later verification of status, from one or more third parties indicating a reasonable basis for personal knowledge that the applicant is a U.S. citizen, noncitizen national or qualified alien.

Note – The declaration of status option presents a greater potential for undetected false claims and a coalition should use it with caution. The coalition could ask the applicant to demonstrate why a document does not exist or why he or she cannot readily obtain it. The coalition must impose such a requirement equally on all applicants and cannot apply the requirement in a discriminatory manner. In these circumstances, the coalition must use case history notes for documentation. A coalition should not disallow SR services due to use of this option.

Qualified alien status (s. 431(b), PRWORA of 1996)
The term "qualified alien" means an alien who, at the time he/she applies for, receives or attempts to receive a federal public benefit, is one of the following–

· An alien who is lawfully admitted for permanent residence under the Immigration and Nationality Act (INA).

· An alien to whom the government grants asylum under INA section 208.

· A refugee who gains admittance to the U.S. under INA section 207.

· An alien who receives parole into the U.S. for a period of at least one year under INA section 212(d)(5) .

· An alien whose has deportation withheld under INA section 243(h).

· An alien who receives conditional entry pursuant to INA section 203.
SRPP45 SR Definition of a Parent Requirement

	Policy and Procedures

Note: The information below is an excerpt from the School Readiness Standard Eligibility Review Program Guide Effective July 1, 2012.

J. Definition of a Parent (SR-J) 
Federal regulation provides the definition of a parent for the purpose of establishing a child’s eligibility for SR services (45 CFR 98.2). A parent means a parent by blood, marriage, or adoption, and also means a legal guardian or a person standing in loco parentis (45 CFR 98.2 and Rule 6M-4.100, F.A.C.). Florida law states that a parent is a parent of a student, a guardian of a student, a person in a parental relationship to a student, or a person that exercises supervisory authority over a student in place of the parent (s. 1000.21(5), F.S.). In loco parentis is defined as a person who acts in place of a parent, assuming care and custody of a child by a formal or informal agreement with the child's parent. (CCDF Plan 2.3.1). A coalition must ensure that a client requesting services meets the definition of a parent. 


	1.* 
	Does each client requesting services meet the definition of a parent? (45 CFR 98.2; Rule 6M-4.100, F.A.C.) 

Assessment Activity: 
 Review the SR child file for appropriate documentation to verify the parent/guardian(s) identity. 

Federal guidelines stipulate case confidentiality (confidentiality is also defined in s. 411.011(1), F.S.); therefore the case worker must ensure that case confidentiality is maintained by speaking only to a parent/guardian with an established relationship to the child. 
To establish the relationship to the child, the parent/guardian must present an acceptable form of verification to establish their identity. 

A copy of one of the following must be retained within the SR child file. 

(CCDF Plan 2.2.9) 

 Verification could include a copy of the child’s birth certificate, if the parent’s name does not appear on the birth certificate of the child, then a court order, or some other legal document that substantiates the adult’s relationship to the child(ren) should be provided. 

 Valid child care referral, a government-issued ID, driver’s license, employment ID or student ID can also be used to establish relationship to the child. 

 If the document provided for applicant identity does not have a photo included, then two forms of ID showing the parent's name should be obtained such as Social Security card, Voter Registration card, birth record, military documents, school records, pay stubs, employment record, or an insurance card. (Similar to documents referenced in SR-K) 

 If none of the above documents can be made available, a third party attestation can be used to establish identity and parental relationship. This document should have a fraud disclaimer on it and should describe the individual, and the relationship to the child, and should include a brief explanation as to how the individual knows this information. If this option is used, the coalition should also collect an attestation from the parent stating their legal relationship to the child, and that they understand they are 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 and/or a fine not exceeding $1,000 pursuant to s.837.012, or 775.082, or 775.083, F.S. The case narration must explain why alternative sources were not available and what efforts were made to obtain such documentation. For example, if the parent's wallet was stolen and they had no money to replace the contents at this time, then the attestation could be used and a short certification be given to the customer allowing a reasonable time for the individual to replace their documents and provide them to the coalition or contractor. 

Unacceptable types of identification: A photo ID made at a flea market is not an acceptable form of identification. Any type of form generated by the parent/guardian and not issued by a third party source (For example - an application completed by the parent/guardian for another type of service) cannot be used as identity to obtain another service. One World Government IDs and ID’s generated online are not acceptable. 

Note 1: The coalition/subrecipient (contractor) should obtain original documentation whenever possible. Be careful if all documentation in the file is an attestation and no other documents are available. Special provisions should be allowed to accommodate victims of natural disasters or other disasters. 

Note 2: At-Risk Expedited Services allows a case manager to complete an application on behalf of a family. It is not necessary to obtain a photo ID of the case manager. 

Note 3: ID documentation is not required for other household members other than the primary applicant and child. A statement defining household member relationships is sufficient. 

Note 4: At the time of the eligibility interview a coalition/subrecipient (contractor) must verify the identity of the parent; therefore the parent must submit an acceptable form of verification with the parent’s name. If a referral is received, then the DCF referral can show how the parent is related to the child. However, if the DCF or Workforce referral does not match the documentation then a coalition should use the documentation from the parent as verification of who the parent is and contact the DCF/Workforce worker to inform them of the difference in name, change the referral with an initial of the change and enter a history note in the file (electronically and/or hard-copy). This should not happen if DCF is verifying the parent’s name from the legal documentation. 
Since confidentiality is required, a coalition/subrecipient (contractor) should ensure it obtains documentation of differences in name. A parent does not have two names and it is not acceptable to accept two names. The only time that it would be acceptable to have documentation with different names would be if the parent originally came in and was known by one name and came in to redetermine and provided documentation that his/her name had changed, then there should be a history note documenting the two different names so that a future reviewer would know they are the same person. 
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