EARLY CHILDHOOD EDUCATOR
PAY EQUITY FUND

Early Childhood Educator Pay Equity Fund
Guide for Completing Monitoring Review

Each quarter, child development facilities participating in the Early Childhood Educator Pay
Equity Fund will be monitored by the Office of the State Superintendent of Education (OSSE) for
compliance with minimum salary requirements established by OSSE and other requirements of
the Early Childhood Educator Pay Equity Fund Provider Agreement.! OSSE will monitor the
salaries and credentials of lead and assistant teachers (as defined in DC Code §4-401,
including associate home caregivers) employed by the provider at least annually through review
of payroll and/or related documents and staff records that provide evidence of salaries or wages
paid to eligible early educators. The salaries of expanded home caregivers and home
caregivers will not be monitored; however, expanded home caregivers and home caregivers are
still required to submit enrollment and tuition data as part of the monitoring process.

This guide outlines the steps child care providers must take to complete the monitoring
process.

Required Monitoring Documentation

Fiscal Reporting

All child care providers participating in the Early Childhood Educator Pay Equity Fund are
required to provide the following documentation for all teachers, assistant teachers, and
associate home caregivers employed by the provider during the period of its participation in the
Early Childhood Educator Pay Equity Fund:

e Staff salaries or wages for each eligible early educator (submitted via the Division of
Early Learning Licensing Tool [DELLT])

o Staff offer/hire letter or contract (as applicable) for each eligible early educator, which
must be signed, dated, and include salary information (uploaded in DELLT)

e Supporting documents providing evidence of salaries or wages paid to staff (submitted
via Smartsheet)

Child care providers with an approved waiver of the minimum salary requirements for the fiscal
year being monitored must also submit the following documentation (submitted via Smartsheet):

e A salary schedule describing the wages or salaries paid to eligible teachers or assistant
teachers following the receipt of the first quarterly award.

¢ Financial data and reports that demonstrate that quarterly awards were utilized solely for
the following purposes:

! Providers with approved waivers will be monitored for compliance with program and waiver
requirements but are not required to meet the minimum salaries established by OSSE.
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0 Increasing wages or compensation of eligible teachers and assistant teachers,
including associated payroll taxes.

o Covering administrative costs associated with implementing the salary scales
and meeting OSSE requirements related to the Early Childhood Educator Pay
Equity Fund as outlined in the Provider Agreement.

o0 Covering costs of health and other fringe benefits for early educators and other
child development facility employees.

Non-Fiscal Reporting

All child care providers, including expanded home caregivers and home caregivers, participating
in the Early Childhood Educator Pay Equity Fund are required to provide data on enroliment and
tuition, by age group (e.g., infant, toddler, preschool) (submitted via Smartsheet).

Employees Who Need to Be Included in Required Documentation Submission
Supporting documentation must be submitted for ALL early childhood educators employed in
eligible staff types during the period covered by the monitoring review. Eligible staff
types include:

e Teacher

e Assistant teacher

e Associate home caregiver

Providers must submit documentation for all eligible staff employed for any portion of the period
covered by the monitoring review, regardless of whether they are included in the provider's
guarterly award statement(s).

Home providers and expanded home providers who are self-employed do not need to provide
documentation of their own wages or salaries but do need to provide required documentation for
any eligible employees (associate home caregivers).

Monitoring Timeline

All participating providers will be monitored for each fiscal year. The monitoring timeline will vary
based on the timing of a provider’s entry into the program (e.g., quarter one, quarter two,
guarter three, quarter four). The earliest a provider will be monitored is the quarter following
receipt of their first quarterly award. Providers will be notified when to complete and upload all
documentation required for monitoring. The monitoring timeframes for FY26 monitoring are

below:

Quarter One December 2025 Jan. 1-March 31, 2026
Quarter Two March 2026 April 1-June 30, 2026

Quarter Three June 2026 July 1- Sept. 30, 2026
Quarter Four September 2026 Oct. 1-Dec. 31, 2026
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Uploading Staff Hiring Letters and Updating Salary Types in DELLT

1. Login to your Provider Profile in DELLT.

2. Click “No” if you do not have a dc.gov or k12.dc.gov email account.

Sign In

‘We need to know where to send you to sign in.

Do you have a OCTO (Office of the CTO, District of C
single sign-on (SS0O) account? Cl | c k h ere

Select “YES” in the box if you have a Select “NO"in the box if you don't have

dc.gov or k12.dc.gov email account. a dc.gov or k12.dc.gov email account.

3. Enter your email address or username and password.

4. Click “Signin.”

[ You need to sign in to get to that page. ]

Email address or username

Password

Click here [| ]
—

| forgot my password

Mot a Quickbase user? Create a log-in.
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5. Click “Facility Profile.”

(]
Home:
DELLT 1.0 © Dashboard of Non Subsidy Provider/Facility Profile/Pay equity & erint this page
< Provider Profile
The provider portal is the Office of the State Supenintendent of Education (OSSE) g system for g data on child centers, homes and expanded homes in the District of Columbia,
Using the provider portal, child care providers can manage facility information and submit documentation required for the subsidy program and Early Childhood Educator Pay Equity Fund.
. Click
Facility Profile .
Facility
< Profile
Provider Agreements
w Pay equity calculation
6. Select the facility to update using the pencil icon.
Home
Facility Profile » Provider Profile Dashboard report
Search records Q Y Facility - Inspector Assigned Facility Name
lick th - - ™ - .
clic .t © Facility Name Facility - Facility - Facility Users List
pencil DELLT Point of
icon License Contact
Number

A 4

© Test Facility for Non Subsidy CDC-102901 test contact adtquickbase2@gmail.com
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7. Click “Staff” tab.

(4]
Home
Facility Profile - Profile #627 PEdt Mo -
4+ Return
Facility Name Inspector Assigned
Tast Faclity for Non Subsidy Camacho, Zaya
Licenze Number Faciity - Point of Contact
COC-102901 test contact
License |ssue Date Faciity - Phone
{202 587-0967
License Expiration Date Emall Staff Tab
09-30-2025 adiouicktaseZSomail com
Address
1050 First Sivest Mortheast Washingten Distnct of Columing 20007
Messages Documents to Providers Facility D I Staff ] Annual Renewal inspection Initsal Application Comphiance Docs
e
L Mactsnn
8. In the Staff tab, click the pencil icon to edit an existing staff record.
LT
Facility Profile © Profile £627 et Mo w
£ Return
Facility Name Inspector Assigned
Test Faciity for Non Subsidy Camacho. Zaya
Licenss Number Facility - Point of Contact
CDC-102901 test contact
Licansa lasee Date Facility - Phora
[202) 3870967
Licanse Expiration Date Ermall
09-30.2075 adinusibace2Rgmail com
Click the Adress
o 1050 Puys Strwet Horsheast. Washngton. Oiinct of Cobumbia 20003
pencil icon
next to the Messages Dacuments th Providers ity Statt Inspection Annus Mispection Renewsl indpection Iritisl Apphication  Compliance Docs
staff record
Chck the Add Stafl buthon to add & new staff record.
you Want Chek the pencil icon to update 3 staff record
to update Ao sat
\\ Full Report | Mors w 3 Staff records
. Request o resubamit
24308 Suft Teacher 01-08-2000  01-01.2022 F\l:.\m.cruwd CmudhrFm
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9. Scroll down to the Employment Documentation & Compensation section. Click the
Salary Type drop down menu and select the employee’s salary type (e.g., Annual or
Hourly). Fields with a red asterisk (*) are required to be completed.

Select Salary Type of
Annual or Hourly

[ Eroosa Fie | 4o e chcsen

Chil Pratection Check (CPR) Resuts - Crher States

[ Eroosa Fie | 4o o chcsen
COVID- 19 Visccination Documpat
[Coose Fim] o e cnoves
Lefier of Reterence

[ Cheose Fi | 560 e chocen
Jok DescripUion.

Lhease Fie | o e choses
v and Aloshad tetting reust
[Creose Fil] o me croten

~ EMPLOYMENT DOC ON & COMPENSATION
Sy Ty venattn Barents
Scheile LS Category
| anint " *
sy
€BE et Agpimmenn Emad

[croseaFaa] s e chonsn
Stumtvconess Heath nformate Form
[ Cose Fie | e e ehoem

10. Based on the Salary Type selected (e.g., Annual or Hourly), a field titled Annual Salary
Amount or Hourly Salary Amount will appear. Enter the employee’s annual salary or

y ) Enter the salary amount
or hourly rate
~ EMPLOYMENT DOCUMENTATION & COMPEMSATION /

[ 5tatt na senger werkcs Bere
Sslary Type Haourly Salary Amount Health Benefrs.
Hosarty hd 2343 b
Employment Type Sehedule FLEA Category

v v v
Date of Hire*
Emgloyee Hiring Ferm CIOC {FiedaPrint] Appointment Cmail
Choose File | Mo Me chosen Choose Fil | Mo fie chasen
‘Child Protection Check (CPR) Application or Results - District of Calumibia = Check {CPR) Resuls -
Choose File | No fie chosen Choose File | Mo fee chosen
COVID-19 Vaconation Status COVID-18 Veccinasien Document.

- Chote Fila | Mo e chosen
Employee Resume Letter of Rieference
Choose File | Mo Me chosen Choose Fil | Mo fie chasen
‘Compensation Dacuments Job Descriptian
Chooss File | No fe choen Choose Fila | o fee choum
Health and Safety Fraimng certificates Dreg and Akohol teating reseits
Chooss File | Ho fe chosen Chocse Fils | o fie chosen

hen (Facsity's polcies Farul (nfant care}

[heosa i o e crsan (chommn ] s e s
Staf Voo Heslth Certfcate SrafVelunteer Health information Form
Chooss File | Ho fe chosen Chocse Fils | o fie chosen
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11. Click the Employment Type drop down menu and identify if the employee works full-time
or part-time. For the purposes of the Early Childhood Educator Pay Equity Fund:
e Afull-time employee is any staff member who works 30 or more hours per
week on average or on aregular basis.
o A part-time employee is any staff member who works fewer than 30 hours per
week on average or on aregular basis.

~ EMPLOYMENT DOCUMENTATION & COMPENSATION

[ 5tatt o banger works here

B Choose full-time or I
part-time from the v
Employment Type oy
Drop Down Menu

COC {FieldPrint) Apgsintment Cmall

Chotse File | Mo Me chosen

Child Protection Check (CPR) Application or Results - District of Columbia Child Protection Check (CFR) Results - Other States
Choose Fike | Ha fie chasen Choose File | Mo fie chosen
COVIE- 19 Vaccination SEatut COVID- 10 Vistcination Decumant

o Choose File | Mo fie chosen
Employes Resume Letter of Reference
Choose Fike | Ha fie chasen ‘Choose il | Mo fie chosen
Comgantation Documents Job Description
Choose Fike | ho fie chosen Choose File | Mo fie chosen
Piralth and Satety Training certificater Ding mnd Alcahal testing resubis
[Gain] nsmecrosen [Ghomeras e vsen
Choass File | o file chosen Chooes Fils | ro #ie chosen
SAatliVountees Health Centificate SraftVelurieer Health Information Form
Choass File | 8o fie chosen Choses Fil | Fo fie choten

12. Click the Schedule drop down menu and identify if the employee works a 10-month or
12-month schedule.

~ EMPLOYMENT DOCUMENTATION & COMPENSATION

— Choose 10 Months or 12 Months
depending on the schedule the
employee works
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13. Under Compensation Documents, click “Choose File” and upload the staff hire letter or
staff contract. Documentation must be uploaded as a PDF. File names must be clear
and indicate their content (e.g., “John_Doe_Offer_Letter.pdf"). Fields marked with a red
asterisk (*) in the staff records are required to be completed.

~ EMPLOYMENT DOCUMENTATION & COMPENSATION
Click -
“ Choose :Mum:m‘:: mﬁw::m-ﬂ::m
File” and v (s ] i e oosen
upload Pl U
Staff Hire s
Letter or ERNETEES S
Contract h TR
14. Scroll to the bottom of the page. Click “Save & close.” If you need to make updates after
clicking save and close, please contact osse.childcarelicensing@dc.gov and specify the
record you want to update.
v MESSAGES
| Add Message |
Click here Subject | Send to Facility Name | Date Created Username

Mo Message records found

v

Save & close - J [ENe]Te I
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Uploading Documentation of Enroliment, Tuition and Supporting
Payroll Documentation of Wages and Salaries Paid in the Smartsheet

Please follow the instructions below for submitting required Enrollment, Tuition and Supporting
Payroll Documentation of Wages and Salaries Paid documentation via Smartsheet.

1. Access the Smartsheet link.
2. Scroll down to the Facility / license number section and choose the drop-down arrow to

find your facility and license number:

Click the drop-down
arrow to find facility
and license number.

Facility / license number

Select or enter value
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3. Select the drop-down arrow and choose the applicable month for the enrollment data
you’re submitting. Enter enroliment data for the first month of each quarter the facility
has been enrolled in the Early Childhood Educator Pay Equity Fund for the fiscal year
being monitored. Enter data for all months that apply to the facility.

Enrollment

Please enter enrollment data for the first month of each quarter this
facility has been enrolled in the fund for FY26 (e.g., October, January,
April, July). If your facility was enrolled in the Early Childhood Educator
Pay Equity Fund for quarter one, the first month of that quarter would
be October 2025, and you should report enroliment for that quarter.

Enroliment month

[ -

October 2025

January 2026
April 2026

July 2026

Click the drop-down
arrow to select the
applicable month.
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4. Enter the enrollment data for each of the following age groups that are applicable to your
facility: infant enroliment, toddler enrollment, and/or preschool enrollment. List the
number of children enrolled for the selected quarter by age group. If you do not serve
one of the groups, you are not required to enter information into this group’s field and
should leave it blank.

Enrollment

Please enter enrollment data for the first month of each quarter this
facility has been enrolled in the fund for FY26 (e.g., October, January,
April, July). If your facility was enrolled in the Early Childhood Educator
Pay Equity Fund for quarter one, the first month of that quarter would
be October 2025, and you should report enroliment for that quarter.

Enrollment month

[July 2026 X v J

July 2026 infant enroliment (0-12 months)
Ml J
July 2026 toddler enroliment (12-36 months)
al J
July 2026 preschool enroliment (3-5 years)

l J

Enter enrollment data
for relevant groups
served at facility site.
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5. Scroll down and enter tuition data for each applicable group that is served by the facility.
Identify the frequency of the tuition rate reported for each group of children served at the
facility (e.g., daily, weekly, monthly, by calendar year, or by school year), based on how
your facility typically charges families tuition. Complete each box highlighted below.

Facilities are required to report the undiscounted tuition rate that would be charged for a
newly enrolled child as of October 2026 or the 2026-27 school year. Providers monitored
before Oct. 1, 2026, will be asked to report their current tuition rate if the October 2026
or the 2026-27 school year tuition rate is unknown. This rate should not reflect sibling
discounts, sliding fee scale application, lower rates continuing to be charged parents
who enrolled prior to a rate increase, or other discounts the program provides to
participating children/families. If the facility enrolls exclusively children whose parents
are employed by a specific employer and charges a discounted rate for those children,
report that rate. If the facility does not enroll children continuously throughout the year
(e.g., because the program operates on a school year basis), report the most recent
tuition rate charged for a child enrolling for the 2026-27 school year.

0 facebook.com/ossedc ‘. (202) 727-6436 Weiat GOVERNMENT OF THE
E z BISTRICT OF COLUMBIA

DCMURIEL BOWSER, MAYOR

Y @O0SSEDC osse.dc.gov




Tuition

Please enter the undiscounted tuition rate that your facility would
charge for a child newly enrolling in your program as of Oct. 1, 20286.

= |f you are filling out this form prior to Oct. 1, 2026 and do not
know what your tuition will be for children enralling on Oct. 1,
2026, enter the tuition rate in effect at the time of form
completion.

= |f the program does not enroll children continuously throeughout

Enter tuition rate for each the year (e.q., school year only), report the tuition rate for the

most recent enroliment period (e.g., school year 2026-27).

Enter the frequency for
relevant groups served at each relevant groups
facility. served at facility.

What is the tuition rate for infants (0-12 months)?

Please enter numerical values only, without dollar signs or commas. If you do not provide for
this age grou se type O

— | )

What frequency does the above rate represent?

[ )

What is the tuition rate for toddlers (12-36 months)?

Please enter numerical values only, without dollar signs or commas. If you do not provide for
this age grou se type O

— | )

What frequency does the above rate represent?

[ )

What is the tuition rate for preschoolers (3-5 years)?

Please enter numerical values only, without dollar signs or commas. If you do not provide for
this age group, please type 0.

— | )

What frequency does the above rate represent?

[ )

Any additional comments?
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6. Upload payroll documentation. If your facility has an approved waiver, you must also
upload additional fiscal and payroll documentation here. Multiple documents can be
uploaded at the same time. Files can either be dragged and dropped into the
Smartsheet or uploaded from the computer of the person submitting the documentation.

Payroll Documentation for All Providers

Below, please attach payroll records, which are required of all
providers participating in the Early Childhood Educater Pay Equity
Fund. Include the following:

= Payroll or related documents, which must be submitted as a PDF.

= |f payroll records are not available, OSSE will review the
following:

= A Form 841 (the quarterly tax filing to the US IRS) or Form UC-30
(the District's quarterly form);

+ Bank statements or canceled checks (showing payments to
employees); and

= Weekly timesheets.

Fiscal Documentation for Providers with an
Approved Waiver

Providers with an approved waiver should upload an updated annual
operating budget documentation showing how funds were expended.

Payroll Related Documentation for
Providers with an Approved Waiver

Providers with an approved waiver participating in the Early Childhood
Educator Pay Equity Fund should upload staff salary schedules and
other reguired documentation, including decumentation that shows
funding was used only to increase wages and related costs. You may
choose to submit a written narrative or document explaining how
funds were used, but the narrative must be accompanied by evidence
of the expenditures, such as receipts, bank statements, etc.

File Upload

v

=

Drop your files here
Browse

Drag and drop all relevant payroll and fiscal
requirements OR browse for files and upload
supporting payment and fiscal documentation.
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7. Once all required data and documentation have been submitted, click “Submit” to submit
the information to OSSE. If you want a copy of your response, you must select “Send me

a copy of my responses.”

P

S:end me a copy of my responses

Email address *

To receive a copy of the
response, check the box
titled: “Send me a copy of my
responses”

K=

Click “Submit” to submit the
form.

If you operate multiple facilities participating in the Early Childhood Educator Pay Equity Fund, a
form must be completed for each facility.

For questions or support uploading your monitoring documentation, please contact
OSSE.ECEPayEquity@dc.gov. Do not send documentation or personally identifiable

information (PII) via email.
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