Attachment IIB Single Point of Entry Policies and Procedures
SRAD19 Single Point of Entry/ Family Portal Application Policies and Procedures

The Family Portal is a web based database that allows for families to apply for Voluntary Prekindergarten and School Readiness services anywhere that families have access to the internet. Families may also apply in person at any of our offices located in Putnam, St. Johns, Bradford, Baker, Nassau and Clay Counties or at our central office in Jacksonville.  In our offices, when possible, ECS provides a kiosk for parents to access the Family Portal. In offices that do not offer kiosks, families can apply for services with the assistance of our staff. Instructions on how to set up a free email accounts as well as additional locations that offer internet access are also made available to families that choose to complete the application process at other locations within the community.  

VPK will process all applications received through the online system and use the system to notify parents of their status in the program.  The application for the VPK Program is available at https://familyservices.floridaearlylearning.com/Account/Login  and on the home page of the ECS website. The online applications through the Family Portal are checked daily, during the work week, by a VPK Specialist.   Approved records are then given eligibility.  Please see VPK enrollment procedures for more details on the enrollment process.

Families applying for School Readiness (SR) must complete an application through the Family Portal. The application for the SR Program is available at https://familyservices.floridaearlylearning.com/Account/Login and on the home page of the ECS website. Once the application is reviewed by staff, the family will receive a notification email letting them know the status of their application.  Statuses are assigned based on the eligibility of the family.   At this time, if there is no waiting list or no waiting list for that child’s priority in the ELC of North Florida’s plan, a parent will still need to complete an application through the Family Portal. Parents will be enrolled from the Family Portal in accordance with the ELC approved plan by county and then based on the date their waiting list application was originally validated with the oldest applications being enrolled first.  Please see policies on the Waiting List for more detail. 

Changes/Revisions:

	Date of Change/Revision
	Person making change/revision
	Change/Revision

	4/19/16
	BPS
	Updated working to reflect current procedures with the Family Portal replacing the UWL. Updated website to current website. 

	09/15/17
	BPS
	Updated policy to reflect wording of the approved SR Plan Policies

	2/14/18
	BPS
	Changed the wording to say that parents still need to complete an application through the Family Portal even if we do not have a waiting list. Also Combined SRAD19 and SRPP 35 for the plan policies. All following changes will be made at the bottom pf the document. Updated footer. 

	11/9/18
	BPS
	Removed ‘entered into EFS’ under the VPK section.



	







SRPP35 SR Waiting List Procedures.


Policies and Procedures

Policy: 

(1) Each county served will utilize a wait list, which will be a management tool for filling available child care slots.  This wait list will be maintained by the ELC/ECS through the Family Portal at the following admin link: https://coalitionservices.floridaearlylearning.com/Home. Procedures for its use follow in this guide.

(2) The waiting list procedure shall consist of:
(a) Families go to the following link to apply for School Readiness (SR) Services: https://familyservices.floridaearlylearning.com/Account/Login. This link is also posted on the main page of the ECS website. 
(b) Prequalifying questions for eligibility are completed through the Family Portal by the parent to determine whether or not a family is potentially eligible for services.  The prequalifying questions include: the client’s statement of income, family size, and purpose of care. For at-risk families identified in section 1002.871(1), F.S., who have a valid child care authorization, eligibility determination processing shall not be dependent on completion of the prequalifying questions and application, however, an application must be completed within 14 calendar days of eligibility determination. If the family does not appear to qualify based on the responses provided, the Family Portal will guide the family to contact the ELC/ECS for CCRR Services. If the family appears eligible, it will allow the parent to continue to the next steps to complete the application. If the results of the prequalifying questions indicate that the family may be potentially eligible, the family will then be directed to complete the School Readiness Application. Upon completion of the School Readiness Application, parents must submit at least one document per parent residing in the household to complete the application process. The document may be a current paystub, a verification of employment statement, written statement from employer, school enrollment or class registration, or documentation of a temporary or permanent disability.
(c) Submitted applications and required documentation are reviewed by ECS staff within 20 calendar days of receipt to determine if the parent is potentially eligible. 
(d) Placement of eligible children on the waiting list will be on a first-come, first serve basis, based on the date of the approved  application and will include the child’s legal name, age, probable eligibility category, priority assignment, and type of care requested. 
(d) (e)Removal of a child’s name from the waiting list upon authorization for placement and change of status within the Family Portal.(f)Revalidation of each name on the waiting list every six months by response to email.  Notification of such validation will be an automatic generated email from the Family Portal informing the family of the revalidation process with a 30 day deadline for completion. The validation process is required to ensure families continue to be eligible for services and to provide updated information necessary to remain on the waiting list.  If the revalidation process is not completed by the given deadline, names will be removed from the waiting list through a system generated process, for failure to comply with the request for information within the specified timeframe. This includes noncompliance by failing to keep a current email address and other contact information on file with Episcopal Children’s Services or if upon validation, a purpose for care no longer exists.  Additional notes on validation follow the Waitlist Procedures.
(3) An unborn child shall not be eligible for the waiting list.
(4) If a parent requests school readiness program services for an additional child following placement on the waiting list, the additional child shall be placed on the waiting list according to the initial date the family was placed on the waiting list. The additional child shall also be assigned a potential eligibility category and priority specified in section 1002.87(1), F.S.
(5) A parent may update the information reported in the School Readiness Application. Any changes will be reviewed and if the family remains potentially eligible, the family shall retain its place on the waiting list.
(6) [bookmark: _Hlk529519926]Actual certification of eligibility will be conducted prior to authorization for placement, which will be based on available funding and capacity.

Wait list priority –is based on the following: 

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 as funding allows.

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.
           
Procedures: 

[bookmark: _Hlk529533697]School Readiness Enrollment Procedures

1. The Chief of Programs and Administration will notify the Director of School Readiness when funding allows for enrollments along with the enrollment goals by county based on each counties enrollment and budget.
2. [bookmark: _GoBack]The Director of Family & Provider Services will then notify the Program Support Coordinator, Family Service Coordinators and Family Service Specialists of the enrollment goals. 
3. The Program Support Coordinator will then run either the SR Adhoc Report available through the Family Portal, or the Waitlist Report available through Tableau to determine the order in which children will be enrolled. 
4. The reports are then sorted by county, eligibility priority group, date of waitlist placement, and parent/guardian name.  
5. The report is then reviewed and sorted accordingly into the following categories according to the budget and the enrollment goals determined by the Chief of Programs and Administration:
· Families with only school age children
· Families with only non-school age children
· Families with non-school age children and school age children 
6. [bookmark: _Hlk529531372]Once the reports are sorted, the families with both non-school age children and school age children are then reviewed again to determine which families have school age children under the age of 9 and sorted accordingly. If deemed necessary due to budget and enrollment goals, only non-school age children will be enrolled even if they have school-age siblings under age 9 until all non-school age children are served. 
7. Once the reports are sorted, open enrollment emails are sent to the number of predetermined families (based on the number of slots available as determined by the Chief of Programs and Administration.
8. The order of the enrollments is set by the earliest date of waitlist placement, then by the following:
1. Either non-school age children only or non-school age children and non-school-age children with school-age siblings under the age of 9 based on funding and enrollment goals. If only non-school children are notified, then the next step would be to notify all school-age children up to age 9.
2. Once all non-school-age children and non-school-age children with school-age siblings under the age of 9 have been enrolled, school age children under the age of 9 without younger siblings will be enrolled. 
3. Once all non-school age and school age under the age of 9 have been enrolled, then school-age children under the age of 13 will be enrolled in accordance with Section 1002.87 (1), F.S, This process will continue until the budget and enrollment goals have been met. 


Removing Children from the Waitlist 

NOTE: ECS will follow the current Family Portal procedures based on the current release as each release might include or remove additional steps until the Family Portal is fully complete.

Enrollment Process:
1. During periods of enrollment from the Family Portal waitlist, families who are selected for enrollment will be contacted by email following the 9 priorities listed earlier in this policy providing a 30 day deadline to  Complete the enrollment process either fully online, or by scheduling an appointment with a Family Service Specialist in the office for assistance. 
2. Once a family has submitted their enrollment documentation within the 30 days, staff have 10 days to review and either approve or reject the eligibility documentation. 
3. If the eligibility application was rejected, families are notified via email and the families and staff can go back and forth as many times as needed within the original 30 days. If the back and forth goes beyond the 30 days and staff can’t approve the application based on the submission, staff will give the family a 10 day deadline that is clear to the family what is needed and when it is due. If they do not submit the documents within 10 days, the eligibility and wait list application will be terminated. If the family does resubmit within the given deadline, and additional documentation is needed, staff will give one additional 10 day deadline outside of the original 30 day window. If documentation is not received by this deadline, the eligibility application and wait list application will be terminated. Any additional time can only be approved by management on a case by case basis. Examples of reasons management might approve of additional time could be due to issues with system functionality, extenuating circumstances beyond the control of the family, etc. 
3. 
        Notes on the contact attempts should be made in the Coalition Portal case notes. 

A child should be removed from the waitlist if 


1. Failure to maintain accurate contact information;
2. Failure to meet the school readiness eligibility requirements as specified in section 1002.87(1), F.S.;
3. Failure to confirm information. The parent does not validate its information by the due date indicated on the notification;
4. Over age limitations. Any child on the waiting list age 13 or older will be removed from the waiting list;
5. School readiness services no longer needed. The parent indicates, via email, fax, mail, telephone or in person, that school readiness services are no longer needed;
6. The parent does not respond to the notification for available funding by the due date;
7. The family no longer resides in the early learning coalition’s service delivery area; or
8. Funding becomes available for the child to receive school readiness services and the child is enrolled with a school readiness provider. Actual eligibility determination will be conducted prior to authorization for enrollment, which will be based on available funding. Enrollment in the school readiness program will be on a first-come, first-serve basis pursuant to section 1002.87(1), F.S.


When to Redetermine a Child on the Waitlist

Children are redetermined for the waitlist at intervals no longer than 6 months. Families are notified via an auto generated email through the Family Portal and are provided a deadline for completion of the revalidation process.  If a family does not fully complete the revalidation process by the specified deadline, the Family Portal system automatically changes the status of the application to inactive. If the family chooses to reapply for services after missing the revalidation deadline, the original waitlist date will no longer be used. The date of the approval of the new application will be their new waitlist date. 

Reapplication

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

If a family on the waiting list of an early learning coalition moves out of the coalition’s service area, the family shall reapply for eligibility services with the coalition operating in the family’s new location. The family will receive a new waiting list date with the coalition offering services in the new location.


Changes/Revisions:
	Date of Change/Revision
	Person Making Change/Revision
	Change/Revision

	4/5/13
	J. Matusko
	Removed section titled: Monthly Reconciliation of CNBB Head Start Ranking List
Added under Procedures #3, (F) that a copy of SRF27 Waitlist Application/Head Start Referral Form will be used to refer. Also added under Procedures Nos. #5 & #6

	4/8/13
	B. Spangler
	Added RCMA information throughout policy

	9/12/13
	B. Spangler
	Updated priorities of services and added note about CCPP waitlist should only be used for St. Johns County. 

	10/17/13
	B. Spangler
	Updated CCPP section removing requirement of listing CCPP in the address line. Updated process for CCPP clients and clients over 150% of the FPL. I also revised the UWL contact process on what types of attempts should be made and when. 

	9/30/14
	B. Spangler
	Updated wording throughout the policy. Added step by step enrollment procedures, key tools, and updated the number and types of contact attempts. 

	02/13/15
	B. Spangler
	Updated the frequency of meetings with Head Start/RCMA Staff; changed the number of contact attempts from 3 to 2; updated steps to removing a child from the waitlist; 

	5/28/15
	B. Spangler
	Updated number of contact attempts to reflect our new policy of only one contact attempt. 

	4/19/16
	B. Spangler
	Updated the entire policy to reflect the new procedures based on the new application process through the Family Portal instead of the UWL. 

	4/29/16
	B. Spangler
	Updated enrollment procedures to reflect that we will enroll children under priority 3 up to age 9. Children 9-13 will be enrolled through priority 6. 

	9/15/17
	B. Spangler
	Updated Policy to reflect the approved SR Plan Policy

	2/14/18
	B. Spangler
	Changed the wording to say that parents still need to complete an application through the Family Portal even if we do not have a waiting list. Also Combined SRAD19 and SRPP 35 for the plan policies. All following changes will be made at the bottom pf the document. Added “Submitted applications and required documentation are reviewed by ECS staff within 20 calendar days of receipt to determine if the parent is potentially eligible.” ; Added in 2B “is completed through the Family Portal by the parent”; Added in 2C “priority assignment”


	11/9/18
	B. Spangler
	Updated policy to match current Rule 6M-4.300 for termination reasons, prequalifying questions, one document required per adult on application, and updated process for approving eligibility applications with 30 and 10 day deadlines and reapplication.
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