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GLOSSARY OF TERMS CCR&R



Child Care Resource and Referral Agency



CPC



Community Partnerships for Children Program



DSS



Department of Social Services



DTA



Department of Transitional Assistance



EEC



Department of Early Education and Care



ESL



English as a Second Language



GED



General Educational Development Diploma



HAP



Housing Assistance Program



IRS



Internal Revenue Service



NTCC



Non-Traditional Hours Child Care



SMI



State Median Income



SSDI



Social Security Disability Insurance



SSI



Supplemental Security Income



TAFDC



Transitional Aid to Families with Dependent Children



TLP



Teen Living Program



TPCC



Teen Parent Child Care



YPP



Young Parents Program



Note: “Early education and care programs” referred to in this policy guide include early education and school age or out of school time programs.
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CHAPTER 1: ELIGIBILITY DETERMINATION OF ELIGIBILITY FOR EEC FINANCIAL ASSISTANCE 1.0. INCOME ELIGIBILITY REQUIREMENTS The Income Eligibility Levels1 table (See Appendix A) must be used to determine if a family’s income meets EEC’s income eligibility criteria. In order to meet income eligibility requirements, all families accessing EEC financial assistance must have an income at or below 50% of the State Median Income (SMI) upon initial assessment and may remain income eligible if their income remains at or below 85% SMI, provided they continue to meet EEC activity requirements (See Section 1.1. Family Activity and Other Eligibility Requirements). Families with a child or parent with a documented special need may have an income at or below 85% SMI upon initial assessment and may remain income eligible up to 100% SMI, provided the child or the parent continues to have a documented special need. Please see Appendix A to determine appropriate income eligibility standards by family size. 1.0.1. Income Included in Income Eligibility Determination An applicant must submit documentation of all relevant sources of income including both earned income and other sources of income. Earned income includes: • • •



Income from employment and/or self employment;2 Income from business, if self-employed; and Tips and commissions.



1 The EEC Financial Assistance: Income Eligibility Levels and Parent Co-Payment Schedule (See Appendix A) separates family income eligibility and family co-payment determination into two distinct steps. The Income Eligibility Levels table is used to identify whether a family’s income meets EEC’s income eligibility criteria, while the Parent CoPayment Schedule is used to determine the parent’s co-payment once the family is determined to be eligible and is being enrolled in an early education and care program. 2 When determining the income earned by a parent who is employed as a member of the U.S. military or National Guard, hazard or combat compensation should be deducted from the parent’s earnings.
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Other sources of income include: • • • • • • • • •



Unemployment or worker’s compensation; Alimony paid or received;3 Child support paid or received, including but not limited to in-kind support such as direct payments of utilities, rent/mortgage, child care costs3; Lottery winnings; Social Security income and retirement benefits (including but not limited to survivor benefits, SSI, SSDI); Cash benefits received from TAFDC for a child in the applicant’s care; Pension/Retirement income; Net rental income; and Dividends and interest from estates and trusts.



1.1. FAMILY ACTIVITY AND OTHER ELIGIBILITY REQUIREMENTS In order to be considered eligible for EEC financial assistance, families must be participating in one or more EEC approved activities or must meet one of the other eligibility criteria listed below. 1.1.1. Activity A parent/guardian must participate in at least one (or a combination of one or more) of the activities listed below for a minimum of 20 hours per week to be eligible for part time care and 30 hours per week to be eligible for full time care (with a maximum of 50 hours of care). In two parent families, both parents must be participating in one or more EEC approved activities for, at minimum, the amounts of time previously stated. EEC approved activities include: • •



3



Employment; Seeking employment: o A parent receiving EEC financial assistance (i.e., an existing family) who had a work/training schedule but leaves (voluntarily or involuntarily) his/her job or finishes his/her education or training and is seeking employment will be considered to have an equivalent need for an allowable 8-week job search period; o A parent who has not been receiving EEC financial assistance (i.e., a new family) and is seeking employment will be considered to have a full-time service need for an allowable 8-week job search period; or o A formerly employed parent who requests more than 8 weeks of financial assistance for job search within a 12-month period may be granted an



Alimony or child support paid to another household should be deducted from the applicant’s gross income.
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•



• •



additional 4 weeks of financial assistance in extraordinary circumstances only (e.g., when a parent is laid off or a parent loses a job due to a domestic violence situation). A letter from the employer documenting the circumstances regarding the loss of employment will be required; Participating in education or training (not including graduate school, medical school, or law school): o High school; o High school equivalency program (such as GED); o Vocational training program; o ESL; or o Accredited college or university, leading to an Associate’s or a Bachelor’s degree; Housing search or other shelter activities, if homeless; and Military service for a member of the U.S. military, including the National Guard, who is deployed or activated to a combat zone, hazardous duty zone, or venue for preparation for deployment to a combat or hazardous duty zone, hereafter referred to as “deployed or activated.” 4 In a two parent family where one of the parents is in the military and is deployed or activated, the second parent must be participating in at least one EEC approved activity for at least 20 hours per week to be eligible for part time care and 30 hours per week to be eligible for full time care. In a single parent family where the parent is a member of the military and is deployed or activated; or in a two parent family where both parents are members of the military and are deployed or activated, the person responsible for the care of the child(ren) in the absence of the parent(s) must be participating in at least one EEC approved activity for at least 20 hours per week to be eligible for part time care and 30 hours per week to be eligible for full time care.



1.1.2. Other Eligibility Criteria A parent/guardian may also be eligible for EEC financial assistance if he/she or his/her child meets one of the following criteria: • • •



A parent with a documented special need who is unable, due to the special need, to care for the child during the time for which early education and care financial assistance is being requested; A child with a documented special need who would benefit from access to early education and care; or Parent/guardian age 65 or over and retired.



4 The deployed/activated parent(s) must reside in the same household as the child(ren) for whom EEC financial assistance is requested.
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CHAPTER 2 THE EEC CENTRALIZED WAITING LIST FOR FINANCIAL ASSISTANCE The EEC centralized waiting list is the only waiting list for EEC financial assistance that is to be used for eligible families applying for EEC financial assistance, and is the first step in the process for families5 to access EEC financial assistance. 2.0. PLACING FAMILIES ON THE EEC CENTRALIZED WAITING LIST The following procedures apply to the EEC centralized waiting list: 1. Families may access the EEC centralized waiting list from any CPC, CCR&R, EEC contracted provider or Head Start programs that accept EEC financial assistance placements. 2. All families seeking EEC financial assistance (vouchers, contracts, CPC scholarships) must be placed on the EEC centralized waiting list in order to access EEC financial assistance, with the exception of families who have a DTA authorization or a DSS referral for supportive child care and families who receive services through CPC Inclusive Learning Environment Funding (formerly known as Phase I). 3. All children must be consistently categorized within a child priority status when placed on the centralized waiting list (as detailed in Section 2.0.1: Waiting List Child Status Priority Codes) regardless of access point. 4. All families entered onto the EEC centralized waiting list for EEC financial assistance must verbally confirm6 that they meet required EEC activity and income requirements. Please see Section 2.0.2: Future Date Needed for Placement for how to place families who will meet required EEC activity and income requirements at a future date on the centralized waiting list.



5 Please note that there are three exceptions to this policy: families who have a DTA authorization or DSS referral for care and families who receive services through CPC Inclusive Learning Environment Funding (formerly known as Phase I). These are the only families not placed on the EEC centralized waiting list.



No documentation is required for verification of eligibility for placement on the centralized waiting list. Verbal confirmation is sufficient.



6
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2.0.1. Waiting List Child Priority Status Codes All children placed on the EEC centralized waiting list should receive one of the following child priority status codes: Table 2.0.1. Child Priority Status Code



Child in Foster Care



Eligibility Criteria for EEC Waiting List Placement



Definition A child receiving temporary substitute parental care under the auspices of the Department of Social Services (DSS)



Child of Homeless Family



A child whose family is homeless



Child of Military Personnel



A child with one or both parents/guardians who are a member of the U.S. military, including National Guard, who is deployed or activated to a combat zone, a hazardous duty zone, or venue for preparation for deployment to a combat or hazardous duty zone.



Child of Teen Parent



Grandparent/Guardian Family



Parent with Special Needs



A child with a parent who is younger than 20 years of age



A child who is in the legal temporary or permanent custody of a grandparent or other adult



A child of a parent with a documented special need who is unable, due to the special need, to care for the child during the time for which early education and
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Family must: ƒ be referred by DSS; and ƒ meet EEC activity requirement. Family is exempt from EEC income requirement. Family must: ƒ be referred by DTA, Housing Authority Program (HAP) or shelter; ƒ meet EEC income requirement; and ƒ meet EEC activity requirement, which can include housing search. Family must: ƒ meet EEC income requirements. If one parent/guardian is deployed or activated, the other parent must meet EEC activity requirement. If both parents are deployed or activated, the person responsible for the care of the child(ren) in the parents’ absence must meet EEC activity requirement. Family must: ƒ meet EEC income requirements; and ƒ meet EEC activity requirement. If under 65 years of age, grandparent/guardian must: ƒ meet EEC activity requirements. Family is exempted from EEC income requirement. If 65 years of age or over and receiving retirement income, the grandparent/guardian must: ƒ meet EEC income requirement. Retirement is considered an allowable EEC activity, and, thus, meets the EEC activity requirement. Family must: ƒ meet EEC income requirements (up to 85% SMI allowable).
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Child Priority Status Code



Eligibility Criteria for EEC Waiting List Placement



Definition care financial assistance is being requested



Child with Special Needs



General Priority



A child with a documented special need who would benefit from access to early education and care A child who does not meet any of the specific child priority status criteria listed above



Family is exempt from EEC activity requirement. Family must: ƒ meet EEC income requirements (up to 85% SMI allowable). Family is exempt from EEC activity requirement. Family must: ƒ meet EEC income requirements; and ƒ meet EEC activity requirement.



Please email [email protected] if a family presents extraordinary circumstances above and beyond those circumstances captured within these priority codes that you believe would warrant immediate access to EEC financial assistance. 2.0.1. A. Continuity of Care Continuity of Care refers to the continuation of EEC financial assistance services only for a child who already receives EEC financial assistance in the form of an EEC contract, voucher or CPC scholarship under the following circumstances, provided that the child maintains EEC eligibility.7 Please use the following codes to designate the circumstances of continuity of care priority. Table 2.0.1. A. Child Priority Status Code



Continuity of Care: Aging-Out



Continuity of Care: Child Left Care Within 3 Months



Continuity of Care: Geographic Relocation



Eligibility Criteria EEC Waiting List Placement



Definition A child currently receiving EEC financial assistance who exceeds the age limit for the program (e.g., a child aging out of a CPC program or a contracted slot, where no other contracted slot is available) A child who was removed from an EEC financial assistance program and whose family now wishes to re-enroll the child within 90 days from the date of removal A child currently receiving EEC financial assistance who moves to another town/city in Massachusetts (e.g., a child in a contracted slot relocates and no other contracted slot is available in that area)



Child must: ƒ be currently receiving EEC financial assistance.



Child must: ƒ have received EEC financial assistance within last 90 days. Child must: ƒ be currently receiving EEC financial assistance.



7



Income eligible families must have an income at or below 50% SMI upon initial assessment and may remain income eligible up to 85% SMI, provided they continue to meet EEC activity requirements. Families with a child or parent with a documented special need may have an income at or below 85% SMI upon initial assessment and may remain income eligible up to 100% SMI, provided they continue to have a documented special need.
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Child Priority Status Code Continuity of Care: Homeless Contract



Continuity of Care: NTCC



Continuity of Care: Summer Only



Continuity of Care: DSS Referred



Continuity of Care: Teen Parent Contract



Eligibility Criteria EEC Waiting List Placement



Definition A child currently receiving EEC financial assistance through a homeless shelter contract finds housing. Family has a child currently enrolled in a non-traditional hours child care contract (NTCC), and changes activity hours, and, thus no longer needs evening and/or weekend care. A child who received EEC financial assistance within the last fiscal year requires care for school vacations, summers, holidays or other school closings. A child who received EEC financial assistance as a result of a DSS referral (e.g., supportive child care, foster parent) and is leaving DSS supportive care or is being adopted out of foster care. A child currently receiving EEC financial assistance through a Teen Parent Child Care Contract (TPCC) has a parent who is aging out of this program (turning age 20).



Child must: ƒ be currently receiving EEC financial assistance. Child must: ƒ be currently receiving EEC financial assistance. Child must: ƒ have received EEC financial assistance within the current fiscal year. Child must: ƒ be currently receiving EEC financial assistance. ƒ Family must meet income and activity requirements. Child must: ƒ be currently receiving EEC financial assistance.



2.0.1. B. Children with a Sibling(s) Currently Receiving EEC Financial Assistance A child with a sibling(s) who already receives EEC financial assistance in the form of an EEC contract, voucher, or CPC scholarship may be placed on the centralized waiting list and given priority status, given the family maintains EEC eligibility. Please use the following codes to designate the circumstances of sibling priority. Table 2.0.1. B. Child Priority Status Code Sibling: Contract



Sibling: Voucher



Sibling: CPC



Eligibility Criteria for EEC Waiting List Placement



Definition A child, with a sibling currently receiving EEC financial assistance in the form of an EEC contracted slot, who is EEC eligible and not receiving EEC financial assistance. A child, with a sibling currently receiving EEC financial assistance in the form of a voucher, who is EEC eligible and not receiving EEC financial assistance. A child, with a sibling currently receiving EEC financial assistance from the CPC program, who is EEC
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Child must: ƒ have a sibling documented as currently receiving EEC financial assistance through a contract. Child must: ƒ have a sibling documented as currently receiving EEC financial assistance through a voucher. Child must: ƒ have a sibling documented as currently receiving EEC financial
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Child Priority Status Code



Eligibility Criteria for EEC Waiting List Placement



Definition eligible and not receiving EEC financial assistance.



assistance through CPC.



2.0.2. Future Date Needed for Placement Families may be placed on the EEC centralized waiting list if their child needs care in the future or if they will meet eligibility requirements at a future date. Circumstances in which a family may need care in the future include: • • • • •



Pregnancy; Family member currently caring for child will be unable to care for the child at a future date; Child is going to age out of a program (e.g., CPC); Summer only care (i.e., child requires care only for summer, school holidays, vacations or other school closings); and Other family circumstances (e.g., child’s parent/caretaker is out of country or is in poor health).



2.1. COMMUNICATING WITH FAMILIES ON THE EEC CENTRALIZED WAITING LIST 2.1.1. Issuing Waiting List Confirmation Letters CCR&Rs are responsible for sending confirmation letters to all new waiting list families at least weekly. 2.1.2. Issuing Waiting List Renewal Letters CCR&Rs are responsible for sending renewal letters to all families placed on the EEC centralized waiting list. Each family on the EEC centralized waiting list is issued an automatic renewal letter every six months to maintain information accuracy. CCR&Rs must send renewal letters 45 days prior to the waiting list end date. If a family contacts an EEC contracted provider or CPC program instead of the CCR&R upon receipt of a renewal letter, the CPC or EEC contracted provider may update the family record (if the record has not yet expired), contact their local CCR&R on behalf of the family to communicate any updates to that family’s waiting list record, OR should refer the family to their local CCR&R.
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2.1.3. Offering Financial Assistance to Families from the EEC Centralized Waiting List: Issuing Funding Availability Letters 2.1.3. A. CCR&R: Issuance of Available Funding Letters (Voucher Only) CCR&Rs must send funding availability letters to all families identified by EEC Central Office from the EEC centralized waiting list. CCR&Rs may also call families to whom they have sent letters in order to expedite the process. Families must contact the CCR&R within fifteen days of date of the letter to schedule an appointment. Note: Families who have been offered EEC financial assistance but have been unable to find care within 30 days may continue to look for care or may be placed back on the EEC centralized waiting list using their original waiting list date in order to prioritize them for other EEC financial assistance. 2.1.3. A.-1. Available Funding Letter Search Options Certain waiting list priority categories may be given immediate access to vouchers, provided funding is available. A current list of priority codes with definitions and immediate access status is posted in eCCIMS for your reference. This list should be reviewed on a regular basis. Families with child priority status codes which are open for immediate access will appear when the CCR&R performs a search for available funding letters. Before a new voucher is issued to any family in an immediate access category, the family must be added to the EEC centralized waiting list and then immediately marked as placed. Once the family has been added to the waiting list, the family may immediately be issued a voucher and they may then enroll their child(ren) in voucher-funded care. The step of adding the family to the waiting list is critical for EEC to monitor caseloads and available funding. 2.1.3. B. EEC Contract Provider and CPC Program: Issuance of Available Funding Letters (EEC contracted slots and CPC Scholarships) All EEC funded contracted slots and CPC scholarships must be filled through the use of the centralized waiting list. When funding or a slot becomes available, families on the EEC centralized waiting list should be notified on a first come, first serve basis in the following order: 1. Families with a priority code, as defined by EEC, listed in Section 2.0.1 above shall be offered financial assistance in descending order
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(starting with the earliest waiting list date) from the EEC centralized waiting list before general priority families on the waiting list. 2. General priority families may be offered financial assistance on a first come, first serve basis in descending order (starting with the earliest waiting list date) from the EEC centralized waiting list after all efforts have been made to place priority families. Agencies may also call families to whom they have sent available funding letters in order to expedite the process. Note: Families who have been offered EEC financial assistance through a CPC program but have been unable to find care within 30 days may continue to look for care or may be placed back on the EEC centralized waiting list using their original waiting list date in order to prioritize them for other EEC financial assistance. 2.2. MAINTAINING A CURRENT AND ACCURATE CENTRALIZED WAITING LIST 2.2.1. Updating Child and Family Waiting List Records Child and family waiting list information can be corrected at any time. CPCs, CCR&Rs, and EEC contracted providers may edit waiting list records for any family within their service area, regardless of which entity originally entered the family onto the waiting list. 2.2.1. A. Incorrect Child Priority Status Coding CPCs, CCR&Rs, and EEC contracted providers should correct a child priority status code if it is incorrect or has changed. 2.2.1. A-1. Incorrect Priority Codes Discovered Following Issuance of Available Funding Letter (Voucher Only) If a family who was sent an available funding letter indicates that they no longer meet a priority status code which is open for immediate access they must be placed back on the waiting list with the appropriate child priority status code, including “General Priority” if applicable, with their original waiting list date. If the family was incorrectly coded but they meet a different child priority status code which is open, they may be served under the correct priority code.
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2.3. REMOVING FAMILIES/CHILDREN FROM THE EEC CENTRALIZED WAITING LIST It is essential that waiting list users remove families or children from the EEC centralized waiting list as described below in order to ensure accurate, updated data. Families removed from the EEC centralized waiting list must be sent a removal letter, informing them of their removal and the reinstatement process (See Section 2.4). 2.3.1. General Updates (CPC, CCR&R and EEC Contracted Providers) Families shall be removed from the centralized waiting list under any of the following circumstances: • • • •



A letter is returned to sender via mail as undeliverable; Family does not meet EEC income requirements;8 Family does not meet EEC activity requirements;8 or Family indicates that they are no longer waiting for care or financial assistance.



2.3.2. Renewal Letters (CCR&Rs Only) Families shall be removed from the centralized waiting list under any of the following circumstances: • • •



• •



Family did not respond to the waiting list renewal letters within fifteen days from the date of the letter; Renewal letter is returned to sender via mail as undeliverable; Family does not meet EEC income requirements; 8 Family does not meet EEC activity requirements; 8 or Family indicates that they are no longer waiting for care or financial assistance.



2.3.3. Available Funding Letters Families shall be removed from the centralized waiting list under any of the following circumstances: •



Available funding letter is returned to sender via mail as undeliverable;



This provision does not apply to families on the centralized waiting list with a future date needed for placement. These families should remain on the centralized waiting list, irrespective of whether they meet EEC income and activity requirements. 8
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• • •



Family does not meet EEC income requirements;8 Family does not meet EEC activity requirements;8 or Family indicates that they are no longer waiting for care or financial assistance.



2.4. REINSTATING WAITING LIST RECORDS CCR&Rs are responsible for reinstating families who have been removed from the centralized waiting list. If a family that has been removed from the waiting list contacts the CPC, CCR&R, or EEC contracted provider within six months from their most recent waiting list end date, the CCR&R may place that family back onto the waiting list using their original waiting list date, provided the family meets EEC eligibility requirements. CPCs and EEC contracted providers should either contact their local CCR&R to have these families reinstated on the active centralized waiting list or refer the family to the CCR&R for reinstatement. Families who believe that they have been improperly removed from the waiting list and that such removal has affected their access to EEC Financial Assistance may file a request for review in order to appeal their removal from the waiting list. Please see Chapter 8: EEC Financial Assistance Complaint and Investigation Process.
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CHAPTER 3 DOCUMENTATION OF ELIGIBILITY An Application for EEC Financial Assistance9 must be completed by each applicant upon initial assessment for EEC financial assistance and each subsequent reassessment. 3.0. DOCUMENTATION REQUIREMENTS In order to be eligible for EEC financial assistance, applicants must submit the required documentation relative to: • • • • •



Family Composition and Size; Identity; Massachusetts Residency; Income From Paid Employment and Other Sources; and Activity.



Documentation must be used to verify that a family meets EEC financial assistance eligibility criteria, including income and activity requirements. All documentation which verifies eligibility must be maintained in the family’s file. 3.0.1. Translation of Documentation Applicants submitting documents in foreign languages must arrange to have the documents translated prior to submission. The intake agency shall offer translation services if resources are available to provide translation services or if such services are delineated in their contract with EEC. 3.1. FAMILY SIZE AND COMPOSITION Family size must be determined in order to verify eligibility for EEC financial assistance and determine parent co-payment level. The intake agent must verify family composition in order to determine family size. The applicant must list all family members residing in the household and attest to the veracity of such list when they complete and sign the EEC Application for Financial Assistance.



9



The Application for EEC Financial Assistance is currently in the process of being updated.
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3.1.1. Definition of Family For the purposes of determining eligibility for EEC financial assistance, a family shall be defined as one of the following: • •



A parent and his/her dependent children and any dependent grandparents who reside in the same household; or A teen parent and his/her children who reside in the same household.10



3.1.2. Definition of Parent A “parent” is a biological or adoptive parent, a stepparent, or another person who lives with, supervises, and cares for a child or children whose parents do not live in the home (guardian). If a household includes two parents, both parents shall be included in the family for purposes of determining family size and shall submit documentation of income and EEC approved activity/service need. A teen parent is defined as a parent younger than 20 years of age. To document teen parent status, the applicant must submit a copy of his/her birth certificate, driver’s license, or other government issued identification (e.g., state identification card, military dependent’s card, or passport) which lists the date of birth. 3.1.3. Relationship: Dependent Children A dependent child is a person under age 18, or a person under age 24 if he/she is a full time student, who resides in the household with the child and is financially dependent on the child’s parents. Documentation of the relationship of each child in the family under age 18, or under age 24 if the child is a full time student, must be maintained in the family’s file regardless of whether all children receive EEC financial assistance. The preferred form of documentation of relationship between parent and child is a birth certificate indicating the names of parent(s) and child. If the applicant cannot obtain a birth certificate, the relationship may be documented by one of the following, if the document contains both the name of the child and the name of the applicant: • • • • 10



Baptismal certificate; Hospital birth record; Copy of previous EEC child care voucher; Social Security benefits record;



A teen parent is defined as a parent who is younger than 20 years of age.
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• •



Court guardianship records (for both permanent and temporary guardians); or School records showing the address of the child and the name and relationship of relative responsible for the child.



If an applicant is the parent of a teen parent, and that teen and his/her child(ren) are dependent on the applicant for support, the teen’s child(ren) may be included in the applicant’s family size, provided that the teen is not receiving EEC financial assistance for his/her child(ren). 3.1.4. Dependent Grandparents Grandparents may be included as dependent members of the family when they have been claimed as dependents on the applicant’s federal income tax return. The applicant must submit a copy of their most recent federal income tax return to verify the dependent status of the grandparent(s). 3.2. IDENTITY Documentation of applicant’s identity is required in order to receive EEC financial assistance and must be maintained in the family’s file. In order to document identity, the applicant must submit at least one of the following forms of photo identification: • • • • •



Passport; Driver’s license; Federal or state identification card with photograph; Military identification card (or military dependent’s identification card with photograph); or School identification card with photograph.



One additional form of identification is also required. Applicants may choose to submit a second form of photo identification listed above or submit one of the following: • • • • • • • •



Birth Certificate; Certificate of U.S. Citizenship; Certificate of U.S. Naturalization; U.S. Permanent Resident Card (“Green Card”), formerly known as Alien Registration Receipt Card; U.S. Social Security card; Unexpired U.S. Temporary Resident Card; Copy of applicant’s record of school registration; or Voter registration card.
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3.3. INCOME DOCUMENTATION REQUIREMENTS To determine the family’s income, the intake agency must obtain documentation verifying the income of each member of the family, including parents (biological, adoptive, or stepparent), dependent grandparents, and all dependent children over age 21. Permanent or temporary guardians, foster parents or other caretakers, children under age 21, or others sharing the household do not need to submit verification of income. An applicant must submit documentation of all relevant sources of income including both earned income and other sources of income. Earned income includes: • • •



Income from employment and/or self-employment; Income from business, if self-employed; and Tips and commissions.



Other sources of income include: • • • • • • • •



Unemployment or worker’s compensation; Alimony paid or received; 11 Child support paid or received, including but not limited to in-kind support such as direct payments of utilities, rent/mortgage, child care costs; 11 Lottery winnings; Social Security income and retirement benefits (including but not limited to survivor benefits, SSI, and SSDI); Cash benefits received from TAFDC for a child in the applicant’s care; Pension/Retirement income; and Net rental income.



All income which is excluded from income eligibility determination is delineated in Appendix B. Total gross family income must not exceed EEC financial assistance income thresholds (See Chapter 1). 3.3.1. Documentation of Earned Income from Employment Employment is defined as an activity in which a participant earns at least state minimum wage. The chart below lists the required documentation of earned income from employment. 11



Alimony or child support paid to another household should be deducted from the applicant’s gross income.
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Table 3.3.1. Category of Employment Employed: Parent/guardian is engaged in paid employment for at least 4 weeks.



Newly Employed: Parent/guardian is newly employed, for less than 4 weeks. Existing Self-Employment: Parent/guardian is self-employed and self-employment income is reflected in most recent federal tax returns



Required Income Documentation Copies of pay stubs for one month (four weeks within the most recent six week period)12 Please note that income (for the purposes of eligibility) for parents/guardians in military service excludes compensation provided for service in combat or in a hazardous duty area.13 1. Employment Verification form (See Appendix E) 2. After parent has engaged in paid employment for 4 weeks or more, copies of four (4) of the six (6) most recent pay stubs 1. Report of Self-Employment Earnings form (See Appendix D) 2. Copies of business registration with the Massachusetts Department of Revenue, Doing Business As (DBA) certificate, required licenses, certificate of incorporation, or other documentation verifying the self-employment business 3. Copies of most recent federal tax returns, including all applicable schedules



Newly Self-Employed: Parent/guardian is newly selfemployed and his/her self-



4. Tax return transcript for most recent federal tax returns14 (Tax transcript form is available on EEC website.) 1. Report of Self-Employment Earnings form 2. Copies of business registration with the



12If the applicant is not paid through a pay check and, therefore, cannot provide pay stubs, he/she must submit other documentation of his/her income. Applicants who are paid by check or money order must submit copies of cancelled checks or money orders reflecting payment for four weeks within the most recent six week period as well as copies of their most recent federal tax returns and tax return transcript. Applicants who are paid in cash must submit the Employment Verification form as well as copies of their most recent federal tax returns and tax transcript. 13 When determining the income earned by a parent who is employed as a member of the U.S. military or National Guard, hazard or combat compensation should be deducted from the parent’s earnings for the purposes of EEC income eligibility determination (See Appendix B). 14 The purpose of collecting the tax return transcript (which the parent obtains by completing and submitting IRS Form 4506-T to the IRS) is to verify that the income tax returns submitted to EEC are consistent with those submitted to the IRS.



EEC Financial Assistance Policy Guide



Chapter 3: Documentation of Eligibility



Questions regarding policy implementation should be emailed to [email protected]



Commonwealth of Massachusetts Department of Early Education and Care Effective Date: 12/3/2007



Category of Employment Required Income Documentation employment income is not reflected Massachusetts Department of Revenue, Doing in most recent federal tax returns Business As (DBA) certificate, required licenses, certificate of incorporation, or other documentation verifying the self-employment business 3. Copies of federal tax returns for the first year of self-employment, including all applicable schedules, must be submitted upon reassessment. 4. Tax return transcript for federal tax returns15 for first year of self-employment must be submitted upon reassessment. (Tax transcript form is available on EEC website.) Note: Reassessment must take place no later than April 30th or within 12 months of the last assessment, whichever comes first. 1. Report of Self-Employment Earnings form, without the Monthly Self-Employment Worksheets.



Newly Self-Employed For Less than 3 Months: Parent/guardian has been self-employed for less than three months Note: Upon expiration of initial 12 week eligibility period, an updated Report of Self-Employment Earnings form including completed Monthly Self-Employment Earnings Worksheets for the previous three months must be submitted. 2. Copies of business registration with the Massachusetts Department of Revenue, Doing Business As (DBA) certificate, required licenses, certificate of incorporation, or other documentation verifying the self-employment business 3. Copies of federal tax returns for the first year of self-employment, including all applicable schedules, must be submitted at reassessment. 4. Tax return transcript for federal tax returns15 for The purpose of collecting the tax return transcript (which the parent obtains by completing and submitting IRS Form 4506-T to the IRS) is to verify that the income tax returns submitted to EEC are consistent with those submitted to the IRS.



15
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Category of Employment



Required Income Documentation the first year of self-employment must be submitted at reassessment. (Tax transcript form is available on EEC website.) Note: If available, tax returns and the tax transcript must be submitted at the reassessment which follows the initial 12 week eligibility period (See Section 3.3.1.A.-5). If the tax return and the tax transcript are not yet available at that time, they must be submitted at the next reassessment, which shall occur within 12 months of the reassessment which follows the initial 12 week eligibility period, or no later that April 30th, whichever comes first.



3.3.1. A. Self-Employment 3.3.1. A.-1. Definition of Self-Employment Self-employment is the process of actively earning income directly from one’s own business, trade, or profession. A self-employed individual exercises control over how the business is conducted, i.e., the methods and means of performing services or making/selling goods to others. An individual is self-employed if he/she: • • • • •



Earns income directly from his/her own business; Is responsible for obtaining or providing a service or product; Cannot be discharged from their employment by someone else; Is not required to have federal income tax, Social Security tax, and Medicare tax payments withheld from their earnings; and Is not required to complete an Internal Revenue Service (IRS) W-4 form for an employer.



Note: For purposes of eligibility for EEC financial assistance, an individual who works regularly and exclusively for one employer as an independent contractor16, but has no business expenses and is treated by that employer as an employee in every respect except for the withholding of taxes will not be required to submit the Report of Self Employment Earnings form. Such individuals are required to provide EEC with



Individuals who are employed as independent contractors do not have taxes withheld from their earnings and are responsible for paying self-employment taxes. Businesses that employ individuals as independent contractors report such earnings to the Internal Revenue Service on Form 1099 rather than on a W-2 at the end of the year.



16
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copies of pay stubs, paychecks, or other documentation of their income for one month (four weeks within the most recent 6 week period) along with a signed copy of their most recent federal income tax return and a tax return transcript for their most recent federal income tax returns. The purpose of collecting the tax return transcript (which the parent obtains by completing and submitting IRS Form 4506-T to the IRS) is to verify that the income tax returns submitted to EEC are consistent with those submitted to the IRS. 3.3.1. A-2. Minimum Wage and Hour Requirements Parents/guardians must participate in self-employment for a minimum of 20 hours per week and earn an income equivalent to at least the Massachusetts’ minimum wage ($7.50 per hour) in order to be eligible for EEC financial assistance. If both parents/guardians are self-employed, either in a joint business or in separate businesses, the minimum wage and hour requirements apply to each one. 3.3.1. A-3. Calculation of Self-Employment Income Self-employment income is calculated by taking the gross receipts from the business and subtracting allowable business expenses. Allowable business expenses include those expenses which are necessary for the operation of the business as well as those which are both commonly accepted in the business/trade and appropriate for the business/trade. Please note, however, that some expenses, such as depreciation and depletion, which are allowed by the IRS are not allowable deductions for the purpose of determining eligibility for EEC financial assistance because such expenses do not accurately reflect the actual income available to a self-employed individual to meet his/her living expenses. Thus, the determination of allowable business expenses and business income for recipients of EEC financial assistance who are self-employed will be different from the allowable business expenses and income used by the IRS for tax purposes. Allowable Business Expenses All business expenses are subject to review and verification by EEC, through receipts, business records, and other relevant documentation, to ensure that they are allowable. Examples of allowable business expenses include the following: • •



Amounts paid for any items necessary for the business, such as materials and supplies, advertising costs, repairs, legal and professional services; Amounts paid for employee salaries and taxes on those salaries as well as any employee benefit plans (i.e., health insurance or retirement plans for employees);
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• • • • • •



Amounts paid for equipment, machinery, and other capital assets and durable goods (i.e., items used in the business that are expected to last a long time such as a delivery van); Amounts paid for ownership or rental of commercial property (e.g., monthly mortgage or rent for office building, office space, workshop, or other place of business); Amounts paid for business insurance (if the home is used for business purposes, parent/guardian may deduct amounts paid only for commercial property insurance, but not for homeowner’s or renter’s insurance); If the home is used for business purposes, only the business portion of residential expenses may be deducted (e.g., separate business phone line and any extra utility costs that can be attributed to the business); If a personal car or truck is used for business purposes, only the business portion of these costs may be deducted; and Mileage expenses between business sites, except for the mileage from home to the first business site and from the last business site to home.



Examples of business expenses that are not allowable include the following: • • • • •



Personal expenses, such as the parent’s/guardian’s health insurance premiums, life insurance premiums, or retirement benefits; Taxes that parent/guardian pays on his/her net income, including Social Security, federal, and state taxes; Monthly mortgage or rental payment for the home; Depreciation; and Business losses from prior months/years.



3.3.1. A-4. Types of Self-Employment A self-employment business can be organized in a variety of ways, including a sole proprietorship, partnership, corporation, or S corporation. The required tax forms and the calculation of income received from a self-employment business will differ depending on how the business is organized. The chart below provides a summary of the required tax forms and how to calculate self-employment income by type of self-employment. Please note: Tax documentation for a partnership, corporation, and S corporation should be sent to the EEC central office in Boston for review and determination of self-employment income.
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Table 3.3.1. A-4. Required Tax Documentation by Self-Employment Type Type Definition Required Tax Forms Calculation of SelfEmployment Income Sole A trade or 1. IRS Form 1040 Gross receipts minus Proprietorship business owned allowable business expenses and operated by 2. Schedule C (Form an individual in 1040)-Net Profit or Loss which all profit from Business (Sole and loss belongs Proprietorship) or to that individual Schedule C-EZ-Net Profit from Business 3. Schedule SE (Form 1040)-Self-Employment Tax (Sole Proprietorship) 4. Any other applicable schedules 1. IRS Form 1040, and all applicable schedules



Partnership



An agreement by two or more individuals to contribute money, 2. IRS Form 1065-U.S. skills, and/or Return of Partnership Income labor to a business and share the profits, losses, and management



Corporation



Distinct legal entity separate and apart from the individuals who comprise it; corporations must file articles of incorporation with the Secretary of the Commonwealth



1. IRS Form 1040, and all applicable schedules



Small corporation with a limited number of



1. IRS Form 1040, and all applicable schedules



S Corporation
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2. IRS Form 1120-U.S. Corporate Income Tax Return



Gross receipts minus allowable business expenses, divided by the number of partners, if all own an equal share, or by the percentage of the business owned by the self-employed parent/guardian, if ownership is not shared equally Gross receipts minus allowable business deductions Note: If an individual is paid a salary by the corporation, then the individual is not selfemployed. The salary is considered wages and any distribution of profits from the corporation is counted as additional income. Gross receipts minus allowable business deductions, plus any in-kind
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Type



Definition



Required Tax Forms



shareholders which elects to be taxed as a partnership for federal tax purposes



2. IRS Form 1120S-S U.S. Income Tax Return for an S Corporation



Calculation of SelfEmployment Income compensation paid to the owners Note: S corporations are permitted to provide in-kind compensation to their owners, such as payment of personal bills and expenses directly from the business. If personal bills and expenses are paid by the S corporation, these amounts should be included as part of the income received.



3.3.1. A-5. Newly Self-Employed Parents/Guardians Parents/guardians who are newly self-employed and have not yet filed taxes reflecting their self-employment status are required to submit the following: • A completed Report of Self-Employment Earnings form (See Appendix D) to document their self-employment income for the most recent three month period. • Copies of their federal income tax returns, including all applicable schedules, reflecting their self-employment income from the year in which they first became self-employed, by the first April 30th after their application, and then subsequently by April 30th of each year. • A tax return transcript of their federal income tax return reflecting their first year of self-employment income from the year in which they first became self-employed by the first April 30th after their application, and then subsequently by April 30th of each year. Parents/guardians need to submit IRS Form 4506-T to the IRS in order to authorize the release of their income tax return transcript to EEC. The purpose of collecting the tax return transcript is to verify that the income tax returns submitted to EEC are consistent with those submitted to the IRS. Provided they meet EEC financial assistance eligibility criteria (both income and service need), they will be reassessed on April 30th or within twelve months of the prior reassessment, whichever comes first. Parents/guardians whose self-employment business is less than three months old and, therefore, do not yet have three months worth of income and expenses to report, shall be eligible to receive EEC financial assistance for an initial three month EEC Financial Assistance Policy Guide
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(12 weeks) period of time, provided they submit the required documentation of having established a business listed in Table 3.3.1. This documentation should be attached to the Report of Self-Employment Earnings form, which must be completed and submitted in full with the exception of the Monthly Self-Employment Earnings Worksheets. Following this initial three month period, parents/guardians will be required to submit an updated Report of Self-Employment Earnings form, including completed Monthly Self-Employment Earnings Worksheets, documenting their selfemployment income for the initial three month (12 weeks) period. Provided that the applicant continues to meet EEC financial assistance eligibility criteria (both income and activity), they will then be reassessed on April 30th or within twelve months of the prior reassessment, whichever comes first. 3.3.2. Documentation: Other Sources of Income The table below lists the required documentation of other sources of income. Table 3.3.2. Category of Income Alimony or Child Support Received



Alimony or Child Support Child Paid to Another Household



Lottery Earnings Pension/Retirement Social Security Benefits Social Security Insurance Unemployment Compensation Workers Compensation Net Rental Income
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Required Income Documentation Self-declaration of in-kind contributions and/or formal agreements documented by one of the following: • Copy of court order or most recent amendment; • Copies of check from payer; OR • Child support verification from the Department of Revenue. Self-declaration of in-kind contributions and/or formal agreements documented by one of the following: • Copy of court order or most recent amendment; • Copies of check from payee; OR • Child support verification from the Department of Revenue. Note: Child support and/or alimony paid to another household should be deducted from the applicant’s gross income. A statement from the state Lottery Commission indicating amount of awards and number and amount of installment payments, if applicable Copy of award letter or check stub Copy of award letter or check stub Copy of award letter or check stub Copy of award letter or check stub Copy of award letter or check stub Total rental income less the cost of utilities, mortgage, and taxes paid, which must be verified through appropriate documentation (e.g., copies of utility, mortgage, and property Chapter 3: Documentation of Eligibility
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Category of Income Dividends/Income from Estates or Trusts



Required Income Documentation tax bills) Copy of check or interest statement



3.4. MASSACHUSETTS RESIDENCY Only families residing in the Commonwealth of Massachusetts are eligible for EEC financial assistance. EEC financial assistance may only be used for care provided in the Commonwealth of Massachusetts. Documentation of residence must be maintained in the family’s file and must be updated upon reassessment or the family reports a change in residence. Documentation verifying Massachusetts residency may include one of the following; provided it clearly notes address and name of applicant: • • •



Copy of any bill (gas, electric, cell phone, telephone, cable, etc.) dated within 45 days of application or reassessment; Copy of rental document; or School records of applicant’s child(ren) (e.g., school enrollment, report card, or communication from school to parent).



3.5. APPROVED ACTIVITY PARTICIPATION A parent or guardian (where applicable)17 must document that he/she is participating in at least one (or a combination of one or more) of the EEC approved activities for at least 20 hours per week to be eligible for part time care and 30 hours per week to be eligible for full time care. In two parent families, both parents must be participating in one or more EEC approved activities for, at minimum, the amounts of time previously stated. Documentation of participation in an EEC approved activity should be updated upon reassessment or when the parent/guardian reports a change in activity. 3.5.1. EEC Approved Activities EEC approved activities include the following: • •



Employment; Seeking employment:



A parent/guardian may also be eligible for EEC financial assistance if they have a child with a documented special need, the parent/guardian has a documented special need, or the parent/guardian is age 65 years or older and retired (See Chapter 4: Service Need). 17
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•



• • •



o A parent receiving EEC financial assistance (i.e., an existing family) who was working or participating in education or training, but leaves (voluntarily or involuntarily) his/her job or finishes his/her education or training and is seeking employment will be considered to have an equivalent need for an allowable 8-week job search period; o A parent who has not been receiving EEC financial assistance (i.e., a new family) and is seeking employment will be considered to have a full-time service need for an allowable 8-week job search period; or o A formerly employed parent who requests more than 8 weeks of financial assistance for job search within a 12-month period may be granted an additional 4 weeks of financial assistance in extraordinary circumstances only (e.g., when a parent is laid off or a parent loses a job due to a domestic violence situation). A letter from the employer documenting the circumstances regarding the loss of employment will be required; Participating in education or training (not including graduate school, medical school, or law school): o High school; o High school equivalency program (such as GED); o Vocational training program; o ESL; or o Accredited college or university, leading to an Associate’s or a Bachelor’s degree; Housing search or other shelter activities, if homeless; Maternity (parental) leave for parent/guardian already receiving EEC financial assistance; 18 Military service for a member of the U.S. military, including the National Guard, who is deployed or activated to a combat zone, hazardous duty zone, or venue for preparation for deployment to a combat or hazardous duty zone, hereafter referred to as “deployed or activated.” 19 In a two parent family where one of the parents is in the military and is deployed or activated, the second parent must be participating in at least one EEC approved activity for at least 20 hours per week to be eligible for part time care and 30 hours per week to be eligible for full time care. In a single parent family where the parent is a member of the military and is deployed or activated; or in a two parent family where both parents are members of the military and are deployed or activated, the person responsible for the care of the child(ren) in the absence of the parent(s) must be participating in at least one EEC approved activity for at least 20 hours per week to be eligible for part time care and 30 hours per week to be eligible for full time care.



Maternity (parental) leave is not an allowable activity for new applicants. Maternity (parental) leave is only an allowable activity for those parent/guardians already receiving EEC financial assistance, provided supporting documentation establishing that the parent./guardian is or will be taking maternity (parental) leave is submitted.



18



19 The deployed/activated parent(s) must reside in the same household as the child(ren) for whom EEC financial assistance is requested.
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3.5.1. A. Documentation: EEC Approved Activities The table below lists the required documentation of EEC approved activity. Note: In order to verify participation in employment as an activity, all newly employed or self-employed applicants must complete an Employment Verification form. Table 3.5.1. A. Eligibility Category Existing Employment



Newly Employed



Existing SelfEmployment Newly SelfEmployed Newly SelfEmployed For Less than 3 Months Education & Training



Definition



Required Activity Documentation



Parent/guardian is engaged in paid employment for at least 4 weeks. This category includes posttransitional families previously authorized by DTA who are employed. Parent/guardian is newly employed, for less than 4 weeks. This category includes post-transitional families previously authorized by DTA who are newly employed. Parent/guardian is self-employed and self-employment income is reflected in most recent federal tax returns. Parent/guardian is newly selfemployed and his/her selfemployment income is not reflected in most recent federal tax returns. Parent/guardian has been selfemployed for less than three months.



Copies of pay stubs for one month (four weeks within the most recent six week period)



A parent enrolled in: • full time high school program; • a high school equivalency program (such as GED); • a vocation training program; or • college/university, not including graduate school, medical school or law school (work study, practicum, clinical experience or internship is considered employment).



If applicant is enrolled in college or university coursework, a written statement from the administration of the college/university program to verify enrollment, specifically noting the number of credits for which the student is enrolled
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Employment Verification form (Appendix E)



Employment Verification form Employment Verification form



Employment Verification form



If the applicant is participating in a training program or high school, written statement the school or training program to verify enrollment, including duration and schedule of
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Eligibility Category



Definition



Required Activity Documentation



Guardianship (Temporary or Permanent) Housing Search



A child who is in the legal temporary or permanent custody of a grandparent or other adult A family currently residing in shelter



Job Search



Parent is experiencing unemployment and is in the process of seeking paid employment.



program A court order granting temporary or permanent custody Referral from Housing Authority Program, shelter, or DTA A letter from former employer documenting termination (voluntary or involuntary) If a letter cannot be obtained, the intake agent may verify termination via phone. The date and name of the intake agency employee and the name of the staff person at the former employer who confirmed the termination must be documented and maintained in the family’s file. Note: Families applying for EEC financial assistance for the first time need not submit evidence of initial job search.



Maternity (Parental) Leave



Parent is on parental leave from previously approved EEC activity.



Military Service



Parent/guardian serving in the U.S. military, including the National Guard, deployed or activated.
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Letter from the employer indicating the allowance of maternity (parental) leave, with verification of any salary the parent may receive during leave and the duration of the leave A copy of military orders Note: In a two parent family, the second parent must provide documentation that he/she is participating in an EEC approved activity for at least the minimum required amount of time (20 hours for part time care and 30 hours for full time care). In a single parent family or in a two parent family where both parents are members of the U.S. military, the person responsible for the care of the child in the absence of the parent(s) must provide documentation that he/she is participating in an EEC approved activity for at least the minimum required amount of time.
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3.5.2. Other Eligibility Criteria A parent/guardian may also be eligible for EEC financial assistance if he/she or his/her child meets one of the following criteria: • • •



A parent with a documented special need who is unable, due to the special need, to care for the child during the time for which early education and care financial assistance is being requested; A child with a documented special need who would benefit from access to early education and care; or Parent/guardian age 65 or over and retired.



3.5.2. A. Documentation: Other Eligibility Criteria The table below lists the required documentation of other eligibility criteria. Table 3.5.2. A Eligibility Category Child with a documented special need Parent with a documented special need



Parent/guardian age 65 or over and retired



Definition



Required Documentation



A child with a documented special need who would benefit from access to early education and care A parent with a documented special need who is unable, due to the special need, to care for the child during the time for which early education and care financial assistance is being requested A parent or guardian age 65 year or older who is also retired



Verification of Special Need form (See Appendix C) Verification of Special Need form



1. Documentation of retirement income 2. Verification of age, including birth certificate, driver’s license, passport, government identification, Social Security card



3.6. ELIGIBILITY SELF-REPORTING All families will be required to self-report changes in income and service need, and to submit documentation to demonstrate their ongoing eligibility for EEC financial assistance.
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Families must report any change in income, work or school schedule, family size, family composition, or any other circumstances that may impact their eligibility for EEC financial assistance. This notification should happen as soon as the family is aware of the change, and must happen within 10 days of the change taking place. Families who fail to report changes in their income, work or school schedule, family size, family composition, or any other circumstances that may impact their eligibility or co-payment or those who provide false or misleading information in order to receive or continue receiving EEC financial assistance may have their financial assistance terminated and may be deemed ineligible to apply for and/or receive EEC financial assistance for a period of up to three years. In addition, families who receive EEC financial assistance as a result of false or misleading information may have to repay the financial assistance provided to them for all periods during which they were ineligible and may be subject to a civil fine and possible criminal prosecution.
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CHAPTER 4 SERVICE NEED The service need is defined as the amount of time (during which EEC early education or out-ofschool time care is available) that neither parent is available to care for the child because they are participating in an EEC approved activity or because the parents or their child meets one of the other eligibility criteria (See Chapter 3: Section 3.5). 4.0. FULL TIME AND PART TIME SERVICE NEED 4.0.1. Full Time Service Need Families who participate in an EEC approved activity for at least 30 hours during the week may be eligible for full time care for eligible children, up to a maximum of 50 hours of care per week, in accordance with the schedule of their service activity(ies) or the schedule required by the parent’s or child’s special need. Note: A parent/guardian participating in 12 credit hours or more of college courses will be eligible for a full-time service need, regardless of schedule (See Section 4.2.5 below). 4.0.2. Part Time Service Need Families who participate in an EEC approved activity for at least 20 hours but less than 30 hours per week are eligible to receive part time care for eligible children, in accordance with the schedule of their service need activity, up to a maximum of 30 hours of care per week. Note: Parents with a part time service need whose work hours coincide with before or after school program hours may receive EEC financial assistance for the before or after school program during the academic year. During the summer, the subsidy will be provided in accordance with the parent’s schedule, for a maximum of 30 hours per week. 4.0.3. Travel Time All parent/guardian’s may be eligible to add up to 5 hours per week of transportation time to and from the early education and care program to their participation hours in an EEC approved activity (See Chapter 3) for the purpose of determining the amount of care that they may receive. 4.1. SERVICE NEED ELIGIBILITY DISTINCTIONS Regardless of participation in an EEC approved activity, a parent/guardian may also be eligible for EEC financial assistance if they have a child with a documented special need, the parent/guardian



EEC Financial Assistance Policy Guide



Chapter 4: Service Need



Questions regarding policy implementation should be emailed to [email protected]



Commonwealth of Massachusetts Department of Early Education and Care Effective Date: 12/3/2007



has a documented special need, or the parent/guardian is age 65 years or older and retired, provided the family meets EEC financial assistance income criteria (See Chapter 1). 4.1.1. Child with a Documented Special Need A parent with a child with a documented special need may be eligible for a full time service need, regardless of their parent’s/guardian’s participation in an EEC approved activity. In this instance, the parent/guardian must submit a completed Verification of Special Needs form in order to demonstrate a service need. On this form, the child’s physician or other health professional must indicate the amount of time during which the child could benefit from access to an early education and care program. This amount should be used to determine if a child is eligible for full or part time care (See Section 4.0). 4.1.2. Parent/Guardian with a Documented Special Need A parent/guardian with a documented special need must submit a completed Verification of Special Need form in order to demonstrate a service need. On this form, the parent’s/guardian’s physician or other health professional must indicate the amount of time during which the parent/guardian needs access to EEC subsidized care; this should be used to determine service need. 4.1.3. Parent/Guardian Age 65 or Older and Retired A parent/guardian who is age 65 or older and retired must submit documentation of: • •



Retirement income (See Chapter 3, Section 3.3.2); and Age (birth certificate, driver’s license, passport, government identification, Social Security card).



If the applicant is a guardian, they must also submit verification of guardian status (See Chapter 3, Section 3.1.3). 4.2. SERVICE NEED DETERMINATIONS 4.2.1. Homeless Families The total service need of a homeless family (as defined in Table 3.5.2) shall be determined according to the parent’s/guardian’s schedule of participation in any combination of the following activities: • •



An EEC approved activity; Up to 20 hours per week of housing search activities when required by DTA, HAP, or shelter;
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• • •



A maximum of 5 hours per week for counseling sessions, meetings with social workers, and assigned activities within shelter; A maximum of 5 hours per week of parenting workshops or training sessions; and/or Up to 5 hours per week of travel between activities listed above and the early education and care program or between activities and shelter, if the parent is responsible for transportation.



4.2.2. Overnight Shifts Parents/guardians who work during the overnight shift (e.g., 11:00 p.m. to 7:00 a.m., or 12 p.m. to 8 a.m.), and are able to arrange (unsubsidized) care for their children during the parent(s)’ work hours, are eligible to receive care to allow them to sleep during the daytime hours when subsidized care is available. EEC financial assistance will not be provided for care during sleeping hours for parents/guardians who work during evening hours (for example, 3 – 11 p.m. or 4 – 12 p.m.). 4.2.3. Rotating or Varying Schedules In cases where the parent’s/guardian’s total number of hours of participations in an EEC approved activity(ies) varies each week, the average number of hours from the most recent four week period should be used to determine service need. 4.2.4. Teen Parents The following teen parents will be eligible for a full time service need, regardless of schedule: • •



Teen parents participating in a full time high school or GED program; and Teen parents participating in the Young Parents Program (YPP).20



Service need for other teen parents shall be determined in accordance with their schedule of participation in an EEC approved activity (ies). 4.2.5. Service Need for Participation in College Courses A parent/guardian participating in 12 credit hours or more of college courses will be eligible for a full-time service need, regardless of schedule. The service need for those participating The Young Parents Program (YPP) is intended to assist young parents pass the GED exam and achieve long-term economic independence. In addition, YPP provides: parenting classes, access to ESL and GED software, vocational training and placement, college placement, life skills, housing assistance, transportation, daycare access, counseling access, and referrals and access to other resources. To be eligible to participate in YPP, an individual must: 1) be between the ages of 14 and 20; 2) be parenting or pregnant; 3) be receiving TAFDC assistance from DTA or be under the age of 18 and living at home; and 4) not have a high school diploma.



20
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in fewer than 12 credit hours of college courses should be calculated as follows: each credit hour counts as 2.5 hours of service need. Credits for an online course may be counted when they are a part of a college student’s official college course work. During summer sessions, parents enrolled full time in college may continue to receive full time care, even though they are participating in less than 12 credits because the coursework during summer sessions is more intensive. EEC allows students enrolled in college courses during the summer to receive full time care when they are participating in full-time coursework as defined by the college or university they are attending, regardless of schedule. The intake agent should confirm the definition of full time summer enrollment with the college or university. 4.2.6. Semester Breaks for Students College students or GED students on semester break between fall and spring semester are considered to have a continuing service need, provided they submit evidence that they attended the fall semester and are registered for the spring semester. Students should continue to receive care during summer breaks, provided they are participating in another EEC approved activity, excluding job search. Students who do not to participate in an EEC approved activity during the summer are not eligible for summer care and their EEC financial assistance must be terminated for the summer; however, they should be prioritized for access to EEC financial assistance for the fall, in accordance with the EEC continuity of care categories listed in table 2.0.1.A. 4.2.7. Parents Who Are Family Child Care Providers Parents who are family child care providers will not be eligible to receive EEC financial assistance to care for their own children or own foster children placed in their family child care home. If inclusion of their own child or foster child in their family child care home would result in the home exceeding its licensed capacity, eligible parents may be issued EEC financial assistance for their child’s placement at another program. 4.2.8. Newly Employed Applicants Newly employed applicants, including newly self-employed, must submit a completed Employment Verification form (See Appendix E) in order to demonstrate a service need. 4.3. ENROLLMENT OF CHILDREN PRIOR TO THE START OF OR BETWEEN SERVICE NEED/FAMILY ACTIVITY EEC Financial Assistance Policy Guide
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In order to optimize transitions for children and families, families receiving EEC financial assistance may enroll their children in care up to two weeks prior to beginning a new job, school, or training program or between activities (e.g., going from school to employment). Note: A family who is accessing EEC financial assistance for the first time and whose service need/family activity is seeking employment is initially eligible to receive 8 weeks of financial assistance. Such a family would not be eligible to receive an additional 2 weeks of EEC financial assistance prior to the beginning of an 8 week job search.
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CHAPTER 5 PARENT CO-PAYMENTS Families receiving EEC financial assistance will be required to contribute to the cost of early education and care services through a parent co-payment (See Section 5.0.1 for parent co-payment exemptions for special populations). 5.0. DETERMINATION OF PARENT CO-PAYEMENTS A parent’s co-payment level is based on the family’s income and size. The Parent Co-Payment Schedule is used to determine the parent’s co-payment once the family is determined to be eligible and is being enrolled in an early education and care program. Instructions on how to use the Parent CoPayment Schedule are included in Attachment A: Parent Co-Payment Schedule. Please see Chapter 3, Section 3.3 for information regarding income sources which must be considered when determining a family’s income level and co-payment amount. 5.0.1. Co-Payment Determination for Special Populations 5.0.1. A. Families Authorized by DTA Fees will not be charged to parents who are authorized for care by DTA and have an open DTA case (i.e., families with voucher placement code of 1). 5.0.1. B. Foster Parents Fees will not be charged to foster parents authorized for care by DSS. 5.0.1. C. Temporary Guardians Fees will not be charged to temporary guardians. 5.0.2 Determining Half Day Co-Payments To determine the co-payment for a child who attends a program for a half day, please divide the full day co-payment indicated in the Parent Co-Payment Schedule by two (2), with the exclusion of school age blended co-payments 5.0.3. Discount of Co-Payments for Siblings A discounted daily and/or weekly fee shall apply to families receiving EEC financial assistance for more than one child. The discount will be implemented as follows:
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1. Oldest child receiving EEC financial assistance: full fee; 2. Second oldest child receiving EEC financial assistance: ½ of full fee; and 3. Each additional child receiving EEC financial assistance: ¼ of full fee. Children enrolled in EEC financial assistance on an intermittent basis should be treated as a younger sibling for the purposes of sibling discount procedure. 5.0.4. Verification of Discount of Co-Payments for Siblings To verify that a family is eligible to receive a discounted fee for siblings, the enrolling agency (CCR&R, EEC contracted provider, CPC, or Head Start program) must do the following: 1. Inquire if the family has another child receiving EEC financial assistance; 2. Identify the provider with whom the sibling is placed; 3. Confirm the sibling’s enrollment status by contacting the identified provider directly; and 4. Document confirmation of the sibling’s enrollment status in the family’s file. If discrepancies or changes in family information are discovered during the verification process, all providers and/or agencies should update their records accordingly, including assessing a new fee as applicable, and inform other agencies from whom the parent receives EEC financial assistance, as needed. 5.1. COLLECTION OF CO-PAYMENT Collection of parent co-payment fees is the responsibility of the early education and care or out-ofschool time program where the child whose family is receiving EEC financial assistance is placed. 5.1.1. Payments 5.1.1. A. Schedule of Payment Payments must be made, at a minimum, in weekly amounts based on a daily fee. All parent co-payments are to be paid to the provider on a day determined by the provider, but no later that the first business day of the week in which care is provided.21 Timely reminders of payment may be used to help parents meet their payment schedule.



21



Fees for newly employed parents are payable upon the first date of care, regardless of when the parent will receive income from new employment
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5.1.1. B. Deposit and Appropriate Payment for Services An initial deposit, equal to the amount of the parent’s weekly co-payment amount, will be required prior to the child’s first day of care. Parents must pay the appropriate co-payment amount for every day that care is available to the child, including: • •



approved holidays/closures of the provider (per the provider’s public handbook and policy or as approved by EEC); and child absences (due to illness and/or a maximum of two weeks of vacation per year).



Parents do not pay co-payment fees for days when care is not available due to the provider’s illness, vacation, or other closing which is not approved in advance by EEC. The amount of the parent co-payment may not exceed the stated daily reimbursement rate for subsidized care. 5.1.1. C. Collection of Co-Payment by Program Staff Programs should designate a trained staff person or persons to be responsible for the collection of parent fees. Parents and other staff should be informed as to who is responsible for proper fee collection. Receipts must be provided to parents who pay for fees in cash. 5.1.2. Refunds Providers may need to issue refunds to parents in the following circumstances: • •



If a parent gives a ten day advance notice of a planned withdrawal from the program and pays the fee for the last week, the initial deposit shall be refunded. If a grievance determination by EEC results in a re-computation of the assessed fee and it is determined that the family has been overcharged, a refund shall be promptly issued by check within five days of receiving notice of EEC’s decision.



5.1.3. Late Payments Providers shall establish their own policies to address late payments by all parents, provided that such policies do not include suspension or exclusion of the child from child care services or additional charges for late payment. Examples of permissible late payment policies include termination for non-payment or establishment of an alternative payment schedule. Providers must provide parents with a copy of their late payment policy at the time EEC Financial Assistance Policy Guide
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of enrollment, or two weeks prior to any effective date of a policy change. The provider must retain an acknowledgement of the parent’s receipt of the policy with the parent’s original signature in the parent’s file. The provider’s late payment policy must be implemented consistently with all parents. For termination of services as a result of late payment or unpaid payment of parent copayment fees, see Chapter 7. 5.2. ADDITIONAL FEES Providers shall not charge parents, for whom they are receiving EEC financial assistance funding, any additional “registration,” application, field trip, special activity, food for special events, or materials fees for participation in their program, or surcharges for late payments of parent fees. Providers may not collect fees from parents receiving EEC financial assistance to supplement their approved EEC reimbursement daily rate. Additional fees may be charged for services not offered to every child as part of the regular early education or out-of-school time program, such as transportation, when not paid by EEC. Only providers who have signed a transportation addendum as part of their provider agreement or who hold a transportation contract with EEC are allowed to provide transportation with EEC funding. At their discretion, parents may enter into agreements with vendors for services that are made available through the program, and parents will be expected to pay for such optional services. Providers may charge parents for the care of children who remain in care beyond program hours due to late pick-up by parents, and for bank fees resulting from checks deposited against overdrawn accounts (e.g., bounced checks).
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CHAPTER 6 REASSESSMENT 6.0. ELIGIBILITY REASSESSMENT A family’s documentation of income, activity (service need), family size, and residence must be updated upon each reassessment. When possible, this communication should occur through phone, mail, or fax to facilitate access for families. Parent co-payments must be updated upon reassessment to reflect any family income changes. Upon reassessment, families must demonstrate that their income does not exceed 85% SMI (or 100% SMI for a parent or child who continues to have a document special need). 6.1. REASSESSMENT PERIOD A 12 month reassessment period applies to the following families: • •



Families originally receiving EEC financial assistance through a DTA authorization who are transitional (i.e., families coded as 2) or post-transitional (i.e., families coded as 3A); and All families receiving EEC financial assistance through an income eligible contract or voucher except for those participating in the following activities: • Job search: Families are eligible for 8 weeks of job search; however, families already receiving EEC financial assistance (i.e., existing families) may be authorized to receive an additional 4 weeks of job in extraordinary circumstances. • Maternity (parental) leave: A parent or guardian who has been receiving EEC financial assistance may take up to 12 weeks of maternity (parental) leave from paid employment and continue to receive financial assistance. 22 • Self-employed: Newly self-employed parents/guardians must be initially reassessed within 12 weeks; each additional reassessment should occur on April 30th or within 12 months of the previous reassessment, whichever comes first. • Newly employed: Newly employed parents/guardians must be initially reassessed within 8 weeks; each additional reassessment should occur every 12 months.



Note: Families receiving EEC financial assistance for supportive child care (i.e., referred for care by DSS) and families receiving EEC financial assistance through a DTA authorization whose DTA case is open (i.e., families with a code of 1) will continue to be reassessed according to the length of authorization provided by DSS and DTA respectively.



22 A parent/guardian returning from maternity leave may continue to be eligible for EEC financial assistance provided they return to any EEC approved activity except for job search.
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6.1.1. Reassessment for Applicants With an Activity Shorter than 12 Months Parents/guardians whose eligible activity is scheduled to end prior to the 12 month reassessment period must be contacted prior to the end of the activity’s known end date in order to verify their continued eligibility for EEC financial assistance. These activities include: • • • • • • •



Newly self-employed (12 weeks); College (documented end of school year); High school (documented end of school year); GED and training programs (documented end date of program); Temporary special need (documented end date of special need); Job search (8 weeks); and Maternity leave (up to 12 weeks, based on employer allowance).



Parents/guardians must submit documentation of continued eligibility for EEC financial assistance prior to the end date of their eligible activity. When possible, CCR&Rs, contracted providers, and CPC programs should communicate with parents/guardians by phone, mail, or fax to facilitate the reassessment process for families. Parents/guardians who do not submit the documentation required to determine their continued eligibility for EEC financial assistance shall have their assistance terminated. (See Chapter 7, Terminations and Reductions) Summary of Length of Reassessment Period by Service Need Table 6.1. Activity Length of Reassessment As authorized by DTA DTA Authorization: coded as 1 (voucher) 12 months, or as authorized by DTA Transitional DTA: coded as 2 (voucher) Post Transitional DTA: coded as 3 12 months (voucher) DSS Supportive Referral (contract and As authorized by DSS supportive expansion vouchers) 12 months Child in Foster Care (voucher) 12 months Teen Parent 12 months; newly employed must be initially Income Eligible: Working reassessed within 8 weeks; each additional reassessment should occur every 12 months. 12 months Income Eligible: Education/Training 12 months Income Eligible: Homeless Income Eligible: Guardian over 65 and 12 months retired EEC Financial Assistance Policy Guide
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Activity Income Eligible: Parent with a Special Need Income Eligible: Child with a Special Need Maternity (Parental) Leave



Self Employed



Job Search



Length of Reassessment 12 months; parents/guardians with a temporary special need must be reassessed prior to the documented end date of the special need 12 months; parents/guardians with a child who has a temporary special need must be reassessed prior to the documented end date of the child’s special need Up to 12 weeks, based on employer allowance Newly self-employed parents/guardians must be initially reassessed within 12 weeks; each additional reassessment should occur on April 30th or within 12 months of the previous reassessment, whichever comes first. Initial: 8 weeks; existing families may receive up to 4 additional weeks in extraordinary circumstances



6.2. NOTIFICATION OF REASSESSMENT Parents/guardians must be notified in writing 45 days prior to reassessment in order to provide both the family and the intake agent sufficient time to schedule an appointment, if necessary, or to mail or fax the required documentation to demonstrate their continued eligibility for EEC financial assistance. Notification of reassessment should inform parents/guardians that failure to submit the documentation required to determine their continued eligibility for EEC financial assistance shall result in their financial assistance being terminated. (See Chapter 7, Terminations and Reductions.) 6.3. CONTINUATION OF EEC FINANCIAL ASSISTANCE UPON REASSESSMENT Continuity of Care refers to the continuation of EEC financial assistance services for a child who is already receiving EEC financial assistance in the form of an EEC contract, voucher, or CPC scholarship, provided that the child remains eligible. Families who have a change in activity, income, or family size or composition (including DTA authorized families who lose their authorization and children who experience a change in child custody) upon reassessment or who are reassessed due to a reported change in activity, income, family size or composition will continue to be eligible for financial assistance, as long as they continue to meet EEC income and activity requirements.
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Please see Section 2.0.1A (Continuity of Care) for instances in which a family should receive priority access to EEC financial assistance in order to ensure continuity of care for the child(ren) in care. 6.3.1. Continuity of Care for Older School Age Children Children enrolled in out-of-school time programs through EEC financial assistance shall have continuity of care after they turn thirteen (13) or after they turn sixteen (16) if they have a documented special need, under the following circumstances: • •



A child turning age 13 (or age 16 with a documented special need) who is enrolled in an out-of-school time program during the school year may remain in care until the end of the school year. A child turning 13 (or age 16 with a documented special need) who is enrolled in a summer camp or program which takes place during the summer may remain in the program until the end of the summer.
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CHAPTER 7: TERMINATION AND REDUCTIONS EEC financial assistance must be terminated under the following circumstances: • • • • •



lack of a continuing service need; lack of financial eligibility; non-payment of fees or late payment; unexplained or excessive absence; or failure to submit required documentation at reassessment.



Similarly, if a family’s service need changes from full time to part time, or otherwise diminishes, the amount of care funded through EEC financial assistance must be reduced accordingly. 7.0. SERVICE NEED OR INCOME CRITERIA If reassessment indicates that the family no longer meets EEC service need or income requirements, the child care provider or intake agency must notify the family in writing that their EEC financial assistance will end. The last day of EEC subsidized care will be the proposed end date on the termination notice, the authorization end date (noted on the Child Care Application and Fee Agreement), or the voucher/scholarship end date, whichever date is earlier. However, if the parent/guardian files with EEC a request for review (See Chapter 8) of the decision to terminate or reduce services, the family may continue to receive subsidized care at the previous level until the outcome of the EEC Review Process, provided that all undisputed parent fees continue to be paid, and the child continues to attend in accordance with EEC attendance policy. 7.1. FAILURE TO PAY REQUIRED FEES Services must be terminated if the family fails to pay the required fees. A Notice of Termination/Reduction of Financial Assistance for Child Care23 must be mailed or handed to the parent/guardian two weeks prior to termination of care (CCR&Rs and contracted providers should continue to use form in its current format and CPCs should continue to use their own processes; The form will be updated by Fall 2007 to include CPC scholarships). A Notice of Termination/Reduction of Financial Assistance for Child Care includes information on how and under what circumstances the family may seek an EEC review of the termination decision if they wish to do so 23



CCR&Rs and contracted providers should continue to use the Notice of Termination/Reduction of Financial Assistance for Child Care form in its current format and CPCs should continue to follow their own processes. A new form for use by all EEC financial assistance programs is currently under development.
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and states that EEC financial assistance services to the family will end 14 calendar days from the date of the notice if they do not pay the amount of overdue fees. However, if the parent files a request for review, the family may continue to receive subsidized care until the outcome of the EEC Review Process if all undisputed fees are paid and all subsequent undisputed fees are paid when due. If the parent fails to pay undisputed fees assessed by the provider, the review may still be conducted but EEC financial assistance will be terminated and will only be reinstated if the EEC Review Officer’s decision is favorable to the parent. The review will be limited to determining whether the amount of the fees assessed is correct. If a Notice of Termination/Reduction of Financial Assistance for Child Care is sent or given to a parent because of unpaid fees, the provider may retain the parent’s initial one week deposit. The provider may bill EEC at the appropriate rate for the second week of services prior to termination if the provider documents efforts to collect the unpaid amount from the parent. 7.2. UNEXPLAINED OR EXCESSIVE ABSENCE A Notice of Termination/Reduction of Financial Assistance for Child Care shall be issued in instances of excessive or unexplained child absences. 7.2.1. Definition of Explained Absence Explained absences are absences due to illness, emergency, or a maximum of two weeks (ten service days) vacation per year. 7.2.2. Definition of Excessive or Unexplained Absence Excessive absence is defined as: • •



11 or more absences due to illness or emergency within a 30 day period, or more than 10 service days of vacation per year; OR three consecutive unexplained absences.



7.2.3. Action in Cases of Excessive or Unexplained Absences The provider/intake agency must attempt to contact the family after three consecutive days of unexplained absence. A doctor’s note which specifies why a child is ill and an expected return date will be required for absences which exceed 10 days. If a child is anticipated to have an extended medical absence, the provider/intake agency should terminate the child’s subsidy and prioritize the child for re-enrollment. Please see Table 2.0.1.A for prioritizing children removed from EEC financial assistance on the EEC centralized Waiting List. If the parent/guardian cannot be reached, or the parent’s/guardian’s explanation indicates that he/she may no longer meet EEC activity requirements, contracted providers may issue EEC Financial Assistance Policy Guide
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a Notice of Termination/Reduction of Financial Assistance for Child Care directly to the parent/guardian. Providers accepting a voucher or CPC payment must contact the CCR&R or CPC Lead Agency to discuss whether EEC financial assistance should be terminated. A Notice of Termination/Reduction of Financial Assistance for Child Care may be issued by handing it to the parent/guardian in person or by sending it to him/her through the mail. Such notice is effective on the date that it is handed to or sent to the parent/guardian, and care will terminate fourteen days later. It is important that providers and intake agencies maintain accurate records of when notices are issued. It is important that the Notice of Termination/Reduction of Financial Assistance for Child Care form be used consistently with all parents and in accordance with EEC policy and the provider’s policies, as applicable. 7.3. FAILURE TO SUBMIT REQUIRED DOCUMENTATION AT REASSESSMENT Failure to submit the documentation required to establish the parent’s/guardian’s continuing service need and income eligibility shall result in the termination of EEC financial assistance. Parents/guardians must be notified in writing 45 days prior to their reassessment date, informing them that reassessment is required to verify continued eligibility for EEC financial assistance (See Section 6.2). If a parent/guardian does not submit required documentation at time of reassessment, the provider or intake agency shall issue A Notice of Termination/Reduction of Financial Assistance for Child Care. A Notice of Termination/Reduction of Financial Assistance for Child Care may be issued by handing it to the parent/guardian in person or by sending it to him/her through the mail. Such notice is effective on the date that it is handed to or sent to the parent/guardian, and care will terminate fourteen days later. A termination shall not occur prior to the parent/guardian’s reassessment date. It is important that providers and intake agencies maintain accurate records of when notices are issued. It is important that the Notice of Termination/Reduction of Financial Assistance for Child Care form be used consistently with all parents and in accordance with EEC policy and the provider’s policies, as applicable. 7.4. VOLUNTARY TERMINATION Parents/guardians are expected to notify programs at least two weeks in advance of a planned termination. If parents/guardians provide at least ten service days notice of their intent to discontinue service, they may choose to receive a refund of their initial deposit, or may request that the deposit be applied to their last week’s fee. A parent need not give two weeks’ notice of intent to withdraw the sibling of any child terminated by the program.
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CHAPTER 8 EEC FINANCIAL ASSISTANCE COMPLAINT AND INVESTIGATION PROCESS 8.0. COMPLAINTS A complaint is an expression of dissatisfaction or concern conveyed to a Department of Early Education and Care (EEC) staff person that alleges a violation of EEC contracting standards, or EEC financial assistance policy or regulations. Complaints may be filed against any EEC intake agency or program that contracts with EEC or completes an EEC provider agreement that authorizes them to receive reimbursement for providing early education and care or out-of-school time services to children receiving EEC financial assistance. These programs may include: • • • • • •



independent family child care providers; family child care homes operating through a family child care system; family child care systems; child care centers or after school programs; a Child Care Resource and Referral Agency or CPC Lead Agency; or an in-home (either relative or non-relative) child care provider.



Complaints may come from parents, relatives, concerned citizens, program or system staff/ administrators, CCR&RSs, CPCs or EEC staff. The CCR&R, CPC, and subsidized providers will report any financial assistance complaints directly to the EEC central office. Complaints should be directed to the EEC Financial Assistance Unit. 8.0.1. Request for Review A parent/guardian may file a request for review with EEC when a contracted child care provider, CCR&R or CPC: • • •



denies, terminates or reduces the parent’s EEC financial assistance; assesses a parent co-payment that the parent believes is not in accordance with EEC financial assistance policy; or acts or fails to act in a way that the parent believes violates EEC financial assistance policy.



A parent may not challenge the legality of state or federal law or EEC policy in the review process. The scope of the review shall be limited to determining whether the intake agency or contracted provider acted in accordance with EEC financial assistance regulations and policy.
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8.0.1.A. Filing a Request for Review The parent shall submit to EEC a written, signed, and dated request for review form within 30 days of: • •



notice that their child care is being terminated or their access being reduced; or an action or determination by the provider or intake agency that the parent has violated EEC financial assistance regulations or policy.



The parent may submit evidence in support of his/her request, such as documents or receipts. In order to make such evidence a part of the record, the parent must submit such evidence within 14 days of submitting the request for review. The form that parents/guardians may use to request a review may be found on the EEC website.24 For more information regarding the review process, please see 606 CMR 10.13: Review Process. 8.1. INVESTIGATIONS EEC fully expects that all families receiving EEC financial assistance comply with all relevant EEC financial assistance policies. If an intake agency or provider suspects that a recipient of EEC financial assistance is providing false or misleading information, thereby impacting their eligibility for EEC financial assistance, they should report the incident to the Financial Assistance Unit in the EEC central office for further investigation.



24



A new request for review form for use by all EEC financial assistance programs is currently under development.
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APPENDIX B: INCOME EXCLUDED FROM INCOME ELIGIBILITY DETERMINATION All of the following income sources should be excluded from a family’s income when determining whether the family meets EEC income eligibility requirements: Government Assistance Earnings 1. Payments under the Nutrition Program for the Elderly (Title VII of the Older Americans Act of 1965); 2. Payments from the Home Energy Assistance Program; 3. Department of Social Services foster care support payments; 4. The value of the coupon allotment under the Food Stamp Act of 1964, as amended, in excess of the amount paid for coupons; 5. The value of U.S. Department of Agriculture (USDA) donated foods, the value of supplemental food assistance under the Child Nutrition Act of 1966, and the special food service program for children under the National School Lunch Act, as amended; 6. Subsidized adoption payments from the Commonwealth of Massachusetts; 7. Rental allowance made to any welfare recipients (TAFDC); Emergency Aid to the Elderly, the Disabled and to Children (EAEDC); or funds from the Refugee Resettlement Program (RRP); and 8. Payments credited to an escrow account under the Family Self-Sufficiency Program administered by the Department of Housing and Urban Development. Restitution Payment Earnings 9. Payments to eligible individuals of Japanese ancestry or their survivors under the Civil liberties Act of 1988 and payments to eligible Aleuts (who were former residents of the Aleutian and Pribilof Islands) or their survivors under the Aleutian and Pribilof Islands Restitution Act, Public Law 100-383; 10. Payments made under the Radiation Exposure Compensation Act of 1990; 11. Payments made to individuals because of their status as victims of Nazi persecution in accordance with Public Law 103-286; 12. Veterans Benefits Payments to a female Vietnam veteran made on behalf of a child with birth defects or spina bifida; 13. Agent Orange Settlement Fund payments made to Vietnam veterans or their survivors in accordance with public law 101-201, January 1, 1989; 14. Any payment received under the uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970; and 15. Payments made pursuant to the Alaska Native Claims Settlement Act to the extent such payments are exempt from taxation under Section 21(a) of the Act. Earnings from Legal Actions, Contracts, or Agreements 16. TAFDC cash benefits resulting from a correction of an underpayment or a fair housing decision, in the month of receipt and in the following month; 17. Any portion of a Worker’s Compensation, property damage, personal injury, Compensation to Victims of Violent Crimes Act, or death settlement or award that is spent for the purpose for which it was originally earmarked and is not compensation for lost wages;
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18. Per capita payments to or funds held in trust for any individual in satisfaction of a judgment of the Indian Claims Commission or the Court of Claims; and 19. Money received from the sale of property, such as stocks, bonds, a house, or a car (unless the person was engaged in the business of selling such property, in which case the net proceeds would be counted as income from self-employment). Employment or Training Related Earnings 20. Training stipends including, but not limited to, payments from the Department of Employment and Training (DET) or the Massachusetts Rehabilitation Commission (MRC). The balance of the stipend is treated as unearned income, which is countable unless specified as non countable under another provision of these regulations; 21. Youthbuild, Volunteers in Service to America (VISTA), or Americorps allowances, earnings, or payments to individuals participating in those programs; 22. Additional income received by a member of the Armed Forces deployed to a combat or hazardous duty zone, in accordance with Public Law 108-447; 23. Any grant or loan to an undergraduate student for education purposes made or insured under any program administered by the U.S. Commission of Education; 24. Loans and grants, such as scholarships, obtained and used under conditions that preclude their use for current living costs; 25. Military Housing Allowance; 26. Employer’s Benefit Dollars, unless the employee elects not to spend the dollars on benefits; and 27. Travel Reimbursement. Exempted Personal Earnings 28. Withdrawals from bank accounts; 29. Money borrowed; 30. Tax refunds and capital gains; 31. Income earned by children under the age of 21; 32. Gifts and lump sum inheritance; and 33. Lump sum insurance payments.
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DEPARTMENT OF EARLY EDUCATION AND CARE Verification of Special Need for Children and Families The Department of Early Education and Care (EEC) provides financial assistance for eligible families to enroll in an early education and care program. Eligible families must meet income requirements and be participating in an approved activity such as work, school, or training. Families may be exempt from the activity requirement if a parent or child has a documented physical, health, emotional, and/or mental disability or special need. The purpose of this form is to document the disability/special need and to demonstrate how, based on the nature of the disability/special need, the child would benefit from participation in an early education and care program. Please complete and sign one form for each child/family with special needs.



SECTION I:



SPECIAL NEEDS VERIFICATION (to be completed by the



professional) (Parent/Guardian must complete and sign Section II before any medical release information is provided) 1) Professional role (check one – only professionals in roles listed below may complete this verification form):  Physician



 Psychiatrist



 Psychologist



 Nurse Practitioner



 Psychiatric Nurse



 Certified Physician's Assistant



 Licensed Independent Clinical Social Worker (LICSW)  Early Intervention Program Director (child must have a current IFSP)  Special Education Staff Person (child must have a current IEP or 504 plan) 2) Diagnosed individual: ____________________________________________



Provide information about only the individual named in the medical records release above. 3) I see this individual  daily



 weekly



 monthly



 other (specify frequency)________________



4) This individual is a:  CHILD WITH SPECIAL NEED(S)/DISABILITY (answer question 5a, skip question 5b)  PARENT/GUARDIAN WITH SPECIAL NEED(S)/DISABILITY (skip question 5a, answer question



5b) The parent/guardian’s special need may include caring full time for a child with a special need, thus necessitating care for one of their other children. 5a) Nature of CHILD’S special need(s)/disability (check all that apply):  Autism  Emotional Impairment  Physical Impairment  Cognitive Impairment  Sensory Impairment  Health Impairment  Neurological Impairment
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and based on the nature of the child’s disability, how will the child benefit from enrollment in an early education and care program (check all that apply)?  Increased socialization  Specialized instruction  Age appropriate activities  Other ____________________________________________________________________ 5b) Nature of PARENT’S/GUARDIAN’S special need(s)/disability (check all that apply):  Parental depression  Substance abuse  Terminal illness  Mental illness  Chronic illness  Disability  Other child in family with a special need/disability requires full time care by parent during the day and how does the parent’s/guardian’s special needs impact his or her ability to care for the child needing access to a early education and care program?  Parent is in treatment during the day  Due to special need/disability parent is not able to care for child during the day  Other child’s special need/disability requires full time care by parent during the day  Other ____________________________________________________________________ 6) a. b.



What amount of time (in hours/day) of early education and care do you recommend for the child?  Part day ( 
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