Child Care Eligibility Template
INTERACTION: reason for call: New App, Renewal, Changes, Questions
INTERVIEW TYPE: Face to Face, telephone
INTERVIEW COMPLETED: Yes, no, 2 attempts made 15 mins apart, Interview appt scheduled- date, time, worker
CONTACT INFO: Changes to address, ph number, mailed or email
ADDRESS/RES verified, not verified, pending, homeless 
HH COMP: Who is in the HH
LA: Independent, Homeless, Doubled-up housing, Supervised LA, group home, other
OUT OF HOME PLACEMENT: n/a, foster care, court ordered Kinship Care, Non-court ordered Kinship Care, Subsidized Guardianship, verified with/how, biological parents’ income at time of removal, HH size at time of removal
INCLUSION RATE: Yes, no- for children with special needs, mailed form
EDUCATION ACTIVITY: Type: Basic/secondary/online, how participation leads to maintaining employment, schedules requested
ASSETS: less than $25,000, more than $25,000, pending ver
EI/SEI/UEI: no, if yes- if and how verified. Begin dates, EI: list employer, hours, pay type, pay frequency, SEI: list significant change date, start date if new, hours/mon. UEI: Source, frequency, gross amt 
QUESTIONABLE VER: no, EI VER appears questionable or falsified
SELF-DECLARED: n/a, Employment/Income, rational for using best available info
COLLATERAL CONTACT: n/a, Phone convo w/ employer/CPS/other- dated, time, ph. number, person, position
WRAP-UP: Anything additional to add: App expiration date, mailed summary, what verifications were rec’d and when, potential fraud, comments deemed pertinent
SIGNATURE: rec’d electronic, telephonic, written, pending
RESULTS: Pass, Fail-why, Pending.
PENDING VER: Yes- for what and when is it due 

Child Care Authorization Template
DATE OF AUTH ASSESSMENT: date completed, missing info- not completed
DELAY REASON: If 2 business days have passes since the auth assessment
CC NEEDED FOR: children’s names
SHARED PLACEMENT:  schedule used to create the auth, dads’ days/times and moms’ days and times
PP ACTIVITY: type, who, employer name
OA ACTIVITY: activity for the other parent: school, self-employment, employment, work program
PROVIDER: provider name, number, location
DISCOUNT: Multiple children enrolled discount, employee discount, membership discount, summer camp discount
CC HOURS REQUESTED: what hours did the parent report the children needed, travel time should be included
VERIFIED HOURS: verification sources for each parent/caretaker, what do the PS/EVFE, EP, school schedule indicate, etc.
AUTHORIZED HOURS: how many hours were approved for each child
CC HOURS CROSS PT/FT THRSHOLD: discussion with parent comments, the hours reasonably align or do not reasonably align, why? 
RATIONAL: reason for number of the final hours approved
AUTH DATES: begin and end dates
REASON AUTH ENDED EARLY: n/a, reason ended before next renewal
SCHOOL CLOSED HRS: reason for hours and days, location attending if normal auth is at a school site
CALCULATED BENEFITS yes, no, number of authorized hours per child,

*****Read section below to see if more comments are required*****

Additional Authorization Circumstances
PRE-K/HEAD START CO-LOCATED: n/a, no, yes- meets policy definition, program hours/days, location 
EDU. TRACKER: parent class schedule rec’d, updated the Edu tracker
CONTINUITY OF CARE: n/a continuity of care hours offered, reason for reduced hours from original auth, summary of conversation
ACTS/TBRK: n/a, no, yes – why?, start month of ACTS/TBRK, When did activity end, Not eligible due to renewal 
OVERRIDE: n/a, yes -reason for the override, special needs rate -no comments health information/diagnosis in CWW) approval or denial reason, in-home calculation, discount
HARDSHIP: reasoning, situation summary, entered Hardship in CSAW
CONTACTS: documents attempts to contact parent before ending auth when provider reports not attending or absences
MORE THAN 12 HRS PER DAY: no, yes- why more than 12 hours are needed per day justification include gaps, sleep time, travel time


REMINDERS:

	Good Cause Notice: should now be system generated per CCPC Meeting 6/19/24

	CC HB 7.7 MV cannot be used to verify address/residency, hml individuals must state they live in WI and intend to stay in WI -document in comments, use DB for doubled up housing VER, address ver must include complete address such as apt number,

	CC HB 16.1.4 If Travel time is more than 2 hr. in length per DAY- need VER in ECF

	CC HB 16.1.2.2 Double check school closure locations if the normal site is at a school and its closed, check if the provider is open on/near holidays, only issue if parent is in approved activity, only issue if parent is obligated to pay for the day (some daycares have free days), used 10 hrs if parent unsure of need

	CC HB 9.2 For KC/FC/Guardianships: Legal documents needed, biological parents income needed at time of removal, HH size at time of removal needed, KC payments documented, pend the HH comp/LA page for VER, code as ‘not related for FC’ (typically) on HH relationships page mark ‘yes’ to legal custody and ‘yes’ to filling parental role, add comments to the VCL to clarify what docs are needed.

	CC HB 9.2 For biological parents’ income to be used for KINSHIP cases must be court ordered AND receive kinship payments

	CC HB 16.1.2.1 and 16.1.2.2 Check Is the child turning 4 before then end of summer- starting school in the fall

	CC HB 7.8.2 Activity Ver Not rec’d: Review for ACTS

	CC HB 16.4.1 Set alert to check inclusion rate form in 12 months- new form needed

	CC HB 16.1.1 School Schedules still required

	CC HB 7.9.1 Self-employment – after passing tax filing season must provided taxes to be considered an approved activity

	Best Practice Confirm provider address when they have multiple sites: exp- YMCA

	CC HB 7.9.2 New HH Member added in 12 mon certification period- no activity or not verified- need to manually close CC

	CC HB 4.1 If court ordered caretaker is living with child’s bio parent- bio parent must apply for CC

	CC HB 4.2 and 16.3 Minor parent must have their parent apply for CC for them; grandparent and parent must both have approved activities that overlap

	CC HB 5.1.2.2 and 5.1.2.3 If you end education activity early- update education tracker to exact dates attended school AND had CC auth for edu.

	CC HB 5.2 Parents with medical exemptions must have both boxes checked- cannot participate in activity AND cannot care for children

	CC HB 15.1 and 15.2 Authorization begin dates

	Data Exchanges must calculate out exactly with hours/pay rate or they cannot be used Thurs Huddle Training 2/15/24



CC HB 12.1 Lists Eligibility comment requirements
CC HB 12.2 Lists Authorization comment requirements
*Comments Will not transfer from template to CWW if you include apostrophes or dashes





