*\® DC CHILD CARE
’SUBSlDY PROGRAM

How to Determine the Documents You Need for Your Family’s Child Care Subsidy Application

Families applying to the DC Child Care Subsidy Program must submit documentation that demonstrates proof of a qualifying need and applicable
eligibility criteria. If both parents/guardians reside in the household with the child(ren), each parent/guardian must submit supporting
documentation of a qualifying need. A single document may be used to verify multiple eligibility criteria. Documentation may be original or
legible copies, including electronic copies.

How to use guide

The charts below list qualifying needs for the DC Child Care Subsidy Program and identify which eligibility criteria require supporting
documentation based on that qualifying need.

Families with at least one child participating in the Quality Improvement Network (QIN) or Pre-K Enhancement and Expansion Program (PKEEP)
should use the second chart titled “Subsidy Application Supporting Document Requirements (PKEEP/QIN)”. All other families should use the first
chart titled “Subsidy Application Supporting Document Requirements”.

For example, if your qualifying need is “l am looking for work”, and you do not have a child participating in the QIN or PKEEP, you should
reference the first chart where you will see that you must include acceptable supporting documentation to prove the Applicant’s Identity, Child’s
Age, Child’s Citizenship/Immigration, DC Residency, Income, Legal Relationship and Qualifying Need when you submit your application.

Reference the chart that applies to your family and click the qualifying need that applies for more information on supporting documents that
may be used to prove your qualifying need and applicable eligibility criteria.
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Subsidy Application Supporting Document Requirements

Eligibility Criteria

Applicant’s Child’s Child’s Citizenship/ DC Residency Income Legal Proof of
Identity Age Immigration Relationship Qualifying Need
| am working ° ) ) ) ° ° °
| am in a job training or education
[ J [ J [} [} [ J [ J [}
program
| am looking for work ° ° ° ° ° ° °
| am a Temporary Assistance for Needy
) ) ) °
Families (TANF) recipient or TANF payee n/a n/a n/a
| am a participant in Supplemental
Nutrition Assistance Program ° ° ° n/a n/a ° °
Employment and Training (SNAP E&T)
program
My child is under protective services 0 0 0 ° n/a 0 °
My child has a disability ° ° ° °
| have a disability ° ° n/a °
| hild i ienci
am/my child is experiencing 0 0 ° n/a n/a 0 °
homelessness
| am a teen parent ° °
| am an elder caregiver ° ° ° ° ° ° °
My child is enrolled in Head Start, Early
[} [}
Head Start, or QIN 0 0 0 n/a 0
| am/my child is experiencing
° °
domestic/family violence 0 0 n/a n/a 0
| am participating in an addiction
[ J [ J [} [} [ J [ J [}
recovery program

e = Required at the time of the application.
¢ = Required within 60 calendar days of the application date.
n/a = Documentation is not required.
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Subsidy Application Supporting Document Requirements (PKEEP/QIN)

Applicant’s Child’s Child’s Citizenshi DC Residency Income Legal Proof of
Identity Age Immigration Relationship Qualifying Need
| am working ° ° n/a ° ° ° °
| — — -
am in a job training or education Y ° n/a ) ) ° .
program
| am looking for work ° ° n/a ° ° ° °
| am a Temporary Assistance for Needy ° ° )
™ - [}
Families (TANF) recipient or TANF payee n/a n/a n/a
| am a participant in Supplemental ° ° )
Nutrition Assistance Program n/a n/a n/a ®
Employment and Training (SNAP E&T)
program
My child is under protective services 0 0 n/a ° n/a 0
My child has a disability ° ° n/a ° ) ° °
| have a disability ° o n/a ° n/a °
| hild i ienci
am/my child is experiencing 0 0 n/a n/a n/a 0 °
homelessness
| am a teen parent ° n/a [} [ ) [}
| am an elder caregiver Y n/a ) ® [
My child is enrolled in Head Start, Early
[} [}
Head Start, or QIN 0 0 n/a n/a °
| am/my child is experiencing
. . . [}
domestic/family violence 0 0 n/a n/a n/a 0
| am participating in an addiction ° ° n/a ° ° ° °
recovery program

e = Required at the time of the application.
0 = Required within 60 calendar days of the application date.
n/a = Documentation is not required.
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Qualifying Need
Working Parent(s) or Guardian(s)

This group of applicants includes parent(s) or guardian(s) who are working, which includes subsidized employment, gig work, contract work, and
self-employment. This classification includes parent(s) or guardian(s) employed and on family or medical leave.

You may submit any one of the following to prove you’re a working parent/guardian:
e Pay statement dated within 45 calendar days of the application verifying employment including the applicant’s name, address, and
wages or salary;
e Asigned letter verifying employment from the employer on official business letterhead that includes the applicant’s name, address, start
date of employment, and wages or salary, dated within 45 calendar days of the application;
e To verify self-employment, independent contracts, gig work, or other non-traditional work arrangements applicants can provide one of
the following documents, which must be current and/or dated within 45 calendar days of the application:
o Current and valid business license;
Most recent tax returns, 1099s, or other wage statements;
Contracts that demonstrate income earned within 45 days;
Payment receipts for services rendered within 45 days;
Bank statements that demonstrate income earned within 45 calendar days;
Recent profit/loss statements;
Self-employment ledgers demonstrating income within 45 calendar days; or
Any other documentation that reasonably establishes self-employment income earned within 45 calendar days;
e Documentation of paid leave benefits dated within 45 calendar days of the application; or
e When documentation cannot be provided to prove self-employment income, applicants can self-certify by providing a signed and dated
statement that includes a description of their work and the amount of income earned in the past 45 calendar days.

O O 0O 0O o o0 o

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, Income,
and Legal Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP
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Job Training or Education Program

This group of applicants includes parent(s) or guardian(s) who attend the following education or training programs:
e English as a Second Language (ESL) classes;
e High school or GED classes;
e Adult education programs;
e Career and technical education;
e Vocational training programs; or
e Postsecondary education programs, including undergraduate and graduate school.

You may submit any one of the following to prove you’re attending a job training or educational program:
e Aletter from the job training program confirming the student’s current enroliment dated within 45 calendar days of the application;
e Receipt of payment for the job training program that includes the student’s name and address dated within 45 calendar days of the
application;
e School-issued documentation proving current enrollment in an educational program;
e Avalid student ID;
e Astudent’s current class schedule on school letterhead or from the registrar;
e Aschool-issued receipt of payment for the educational program for the current semester; or
e A current financial aid letter.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, Income,
and Legal Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Job Search

This group of applicants includes parent(s) or guardian(s) engaged in job search, including job search or work experience programs through the
DC Department of Employment Services (DOES) or the DC Department of Human Services (DHS), and recipients of unemployment insurance
benefits.
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You may submit any one of the following to prove your participation in job search activities:
e Verification of current participation in a DC agency job search or work experience program; or
e Proof of current receipt of unemployment insurance benefits.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, Income,
and Legal Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

TANF Recipient or TANF Payee

This group of applicants includes parent(s) or guardian(s) receiving TANF assistance (TANF recipients) or guardian(s) or custodian(s) who are
providing care to a child who is not their natural child and receiving TANF assistance on behalf of the child (TANF payees).

You may submit any one of the following to prove you receive TANF benefits:

¢ Documentation or referral from Economic Services Administration (ESA) verifying TANF status and/or receipt of benefits within 45
calendar days of the application;

e Documentation for benefits for the child, including the child’s name on the statement dated within 45 calendar days of the application;
or

e Confirmation of current job search or job training from TANF Employment Program or TANF Employment Provider (TEP).

You must also submit documentation to prove Applicant Identity, Child’s Age, and Legal Relationship. Click the links for more information on
acceptable supporting documentation for each of these eligibility criteria.

Participant in SNAP E&T program
This group of applicants includes parent(s) or guardian(s) participating in the SNAP E&T program.

You must submit the following to prove your participation in the SNAP E&T Program:
¢ Documentation from ESA verifying SNAP E&T participation and status date within 45 calendar days of the application.
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You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, and Legal Relationship.
Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children Under Protective Services

This group of applicants includes the following:
e Children under court supervision or protective supervision of DC Child and Family Services Agency (CFSA) who may be living in the
natural parent’s home, with kinship relatives, or fictive kin;
e Children in out-of-home/foster care; and
e Children whose parent(s) are in the custody of CFSA and are younger than age 21.

You may submit any one of the following to prove your child receives protective services:
e Protective supervision court order;
e Documentation from a CFSA vendor, including placement letter;
e Referral form from CFSA;
e Custody order; or
e Other court documents.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*and Legal Relationship.
Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children with Disabilities

This group of applicants includes families with a child younger than the age of 19 who has a condition(s) or characteristic(s) that reflect a need
for particular care, services, or treatment, most commonly physical and/or mental disabilities and/or delays. This classification includes children
with disabilities enrolled in the Access to Quality Child Care for Children with Disabilities grant program.
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You may submit any one of the following to prove your child has a disability:
e A copy of the child’s current Individualized Education Plan (IEP);
e A copy of the child’s current Individual Family Service Plan (IFSP);
e A copy of the child’s current 504 Accommodation Plan;
e Documentation from Strong Start, DC’s early intervention program, identifying eligibility for early intervention services; or

e Documentation of a diagnosed physical or mental condition that has a high probability of resulting in a developmental delay or disability
by a qualified medical/clinical professional.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, Income,
and Legal Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children of Adults with Disabilities

This group of applicants includes children with a parent(s) or guardian(s) with a disability, which may be physical or mental, and whose disability
prevents the parent(s) or guardian(s) from providing regular care for the child due to the debilitating aspects of the condition or because the
parent(s) or guardian(s) has frequent medical appointments. This category includes individuals engaged in vocational rehabilitation services
through the DC Department on Disability Services (DDS).

You may submit any one of the following to prove you have a disability:
e A written statement from a licensed physician on official letterhead that recommends the need for child care services for the adult's
child;
e Documentation from DDS substantiating the effects of the adult’s condition on daily functioning in connection to the child; or
e Documentation of participation in vocational rehabilitation services from DDS, including a referral from DDS.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, and Legal
Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP
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https://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/Strong%20Start%20DC%20EIP%20Policies%20June%202023.pdf

Children Experiencing Homelessness

This group of applicants includes children who experience a lack of fixed, regular, and adequate nighttime residence, as provided for in subtitle B
of title VIl of the McKinney-Vento Education for Homeless Children and Youth Act, 42 U.S.C. 11434a (2).

You must submit the following to prove verification of homelessness:
e OSSE’s Child Care Referral Form from the Virginia Williams Resource Center.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, and Legal Relationship.
Applicants with this qualifying need are given a 60 calendar day grace period to provide any additional documentation necessary to determine
eligibility, except the proof of qualifying need. Click the links for more information on acceptable supporting documentation for each of these
eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children of Teen Parents

This group of applicants includes children whose parent(s) are age 19 or younger.

You must submit the following to prove you are a teen parent:
e Government-issued ID, passport, or birth certificate showing the applicant is 19 years of age or younger.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, Income,
and Legal Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children of Elder Caregivers

This group of applicants includes legal guardians or individuals standing in loco parentis or who have responsibility for the day-to-day care and
supervision of a child and are age 62 or older or receive Social Security disability benefits or Supplemental Security Income (SSI) payments.
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You may submit any one of the following to prove that you are an elder caregiver:
e Government-issued ID or birth certificate showing the applicant is 62 years of age or older;
e Documentation of receipt of Social Security benefits; or
e Documentation of receipt of SSI payments.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, Income,
and Legal Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children enrolled in Head Start, Early Head Start, or QIN

This group of applicants includes children enrolled in a Head Start, Early Head Start, or QIN program.

You may submit any one of the following to prove enrollment into Head Start, Early Head Start, or QIN:
e OSSE’s QIN referral form;
e Signed family partnership agreement; or
e Signed letter on Head Start or Early Head Start program letterhead confirming program enroliment.

You must also submit documentation to prove Applicant Identity, Child’s Age*, Child’s Citizenship/ Immigration Status*, and Legal Relationship.
Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children in Families Experiencing Domestic/Family Violence

This group of applicants includes children in a family who are fleeing or are attempting to flee domestic violence, dating violence, sexual assault,
stalking, or other dangerous or life-threatening conditions. Families that experience domestic violence are able to apply with a non-disclosed
address.

You may submit any one of the following to prove your family is experiencing domestic/family violence:
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e A police orincident report;
e Acourt document, including a current civil protection order;
e Asigned statement from a social worker, counselor, attorney, or doctor; or

e When documentation cannot be provided a signed written statement to self-verify that the family is affected by family or domestic
violence.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, and Legal Relationship.
Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP

Children with a Parent(s) or Guardian(s) Participating in Addiction Recovery Programs

This group of applicants includes children whose parent(s) or guardian(s) are actively participating in a substance use disorder or addiction
treatment or rehabilitation program.

You may submit any one of the following to prove you are participating in an addiction recovery program:

e Court-mandated treatment records;

e Attendance records within 45 calendar days of the application from substance use disorder/addiction treatment or rehabilitation
program;

e Referral form from CFSA confirming compliance with the recovery program dated within 45 days of the application; or

e Written verification of attendance dated within 45 days of the application from a licensed physician, an advanced practice registered
nurse (APRN), a licensed behavioral health professional, a licensed physician assistant, a licensed alcohol and drug counselor (LADC), a
certified recovery support worker (CRSW), or a board-certified psychologist.

You must also submit documentation to prove Applicant Identity, Child’s Age, Child’s Citizenship/ Immigration Status*, DC Residency, Income,
and Legal Relationship. Click the links for more information on acceptable supporting documentation for each of these eligibility criteria.

*Not required for children enrolled in QIN or PKEEP
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Eligibility Criteria

You must submit one supporting document for each eligibility criteria that applies to your qualifying need. A single document may be used to
verify multiple eligibility criteria. For example, you can prove both Applicant Identity and DC Residency by using a driver’s license.

Applicant Identity:

e Government-issued ID;

e Documentation, such as public benefits award letters, medical records, school records, or other documents that reasonably verify
identity issued within the last 12 months; or

¢ When documentation cannot be provided, the applicant can sign a written statement to self-verify their identity.

Child’s Age:
e The child’s birth certificate, including those in a language other than English;
e The child’s passport; or
e For an infant younger than 6 months old, a hospital record of birth signed by a licensed physician or licensed health care practitioner.

Child’s Citizenship/ Immigration Status:

e Child’s birth certificate showing that the child was born in the United States (including Puerto Rico, Guam, the US Virgin Islands,
American Samoa, or the Northern Mariana Islands, unless the child was born to foreign diplomats residing in the US);

e Child’s United States passport;

e FS-240 issued by the Department of State to US citizens to verify the birth abroad of a US citizen;

e FS-545 Certificate of Birth issued by a Foreign Service post;

e DS-1350 Certification of Report of Birth;

e N-560 or N-561, Certificate of Citizenship;

e N-550 or N-570, Certificate of Naturalization;

e United States Citizen Identification Card (I-197);
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e Statement provided by a US consular official certifying that the individual is a US citizen;

e |-551 — Permanent Resident Card (commonly known as a “green card”);

e Anunexpired Temporary I-551 Stamp (on passport or on 1-94/1-94A);

e Form I-766 (Employment Authorization Document) annotated “A3,” “A5” or “A10”;

e |-327 Reentry Permit;

e |-571 Refugee Travel Document;

e |-94 to show entry as a refugee;

e 1-94 showing grant of asylum;

e 1-94 showing admission under conditional entry;

e 1-94 with stamp showing admission for at least one year under § 212(d) (5) of the INA;

e Department of Homeland Security (DHS) documentation or other official identification verifying the child’s citizenship or immigration
status as an asylee, refugee, alien whose deportation or removal has been withheld, or alien granted conditional entry;

e Order from an immigration judge showing deportation withheld or granting asylum;

e American Indian Card with a classification code “KIC” and a statement on the back (identifying US citizen members of the Texas Band of
Kickapoos living near the US/Mexican border);

e An approved or pending petition of a battered child; or

e Documentation of receipt of TANF, SNAP, Medicaid/Children’s Health Insurance Program (CHIP) benefits for the child dated within the
last 12 months.

DC Residency:

e Applicant’s valid and unexpired DC driver’s license or non-driver ID card;

e Applicant’s DC voter registration card;

e A pay statement dated within 45 calendar days of the application showing the applicant’s name, DC address, and evidence of
withholding of DC income tax;

e Acurrent lease, rental agreement, rental receipt, or mortgage statement for a DC residence that includes the applicant’s name and
address;

e A current homeowner’s or renter’s insurance policy for a DC residence that includes the applicant’s name and address;
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e Deed or settlement papers for a DC residence that includes the applicant’s name and address;

e Proof of residency form dated within 45 calendar days of the application signed by the landlord, homeowner, or person with whom the
applicant resides stating the applicant’s and children’s names.

e Property tax bill for a DC residence dated within 12 months of the application that includes the applicant’s name and address.

e  Utility bill (gas, electric, or water), which may be electronic, displaying the applicant’s name and service address at a DC residence for a
period within 45 calendar days of the application.

e Referrals no more than 45 calendar days old from an authorized DC agency such as CFSA or DC Superior Court;

e A current and valid court order or formal correspondence from CFSA indicating that the child is a ward of DC;

e Certified copy of Form D-40 with proof of payment of DC personal income tax and the applicant’s name and address, dated for the tax
period closest in time to the completion of the application;

e Unexpired documentation of financial assistance to the applicant from the DC Government, including but not limited to TANF, SNAP,
Medicaid, SSI, housing assistance, DC energy assistance programs, or unemployment insurance benefits; or

e Current official military housing orders or statements on military letterhead showing residency of the applicant in DC.

Income:

e Pay statement dated within 45 days of the application verifying employment including the applicant’s name, address, and wages or
salary. Applicants may choose to provide more than one pay statement, from a time period of up to six months, if the most recent pay
statement is not representative of the family’s income (i.e., the most recent pay statement includes overtime or is not representative of
the typical number of hours worked);

e Signed letter verifying employment from the employer on official business letterhead that includes the applicant’s name, address, start
date of employment, and wages or salary, dated within 45 calendar days of the application;

e Current payment receipts within 45 calendar days for services rendered where the type of employment may not generate an earnings
statement or pay statement, such as but not limited to a restaurant server, cosmetologist, or operator of a vehicle-for-hire; or

e To verify income from self-employment, independent contracts, gig work, or other non-traditional work arrangements applicants can
provide one of the following:

0 Recent tax returns, 1099s, or other wage statements.

o facebook.com/ossedc k (202) 727 - 6436 ;'E*AQE GOVERNMENT OF THE
E=EDISTRICT OF COLUMBIA

DCMURIEL BOWSER, MAYOR

’ @O0SSEDC @ osse.dc.gov/subsidy




Contracts that demonstrate income earned within 45 calendar days.
Payment receipts for services rendered within 45 calendar days.

Bank statements that demonstrate income earned within 45 calendar days.
Recent profit/loss statements.

Self-employment ledgers demonstrating income within 45 calendar days.

O O O 0O O O

Any other documentation that reasonably establishes self-employment income earned within 45 calendar days.

Legal Relationship:

The applicant must have a valid legal relationship with the child(ren) (such as parent, guardian, or adult(s) standing in loco parentis).

e Child’s birth certificate, including those in a language other than English, which must include the name of the parent(s) or guardian(s)
requesting services; or

e Acurrent and valid adoption, custody order, or other court-issued document establishing guardianship;

e Documentation from a federal or DC Government agency proving the applicant’s relationship to the child, including receiving benefits on
behalf of the child (such as an admission form from DHS; documentation of payment from TANF including the child’s name on the
statement; a letter verifying Social Security, Veterans’ Benefits, child support, or any other benefit received by the applicant on behalf of
a child) issued within the last 12 months;

e An attestation on business letterhead completed and signed by a legal, medical, or social service professional within the last 12 months
identifying the applicant as the parent, legal guardian, or an adult who has assumed responsibility for the day-to-day care and
supervision of a child; or

e Asigned sworn statement by the applicant that the individual has assumed responsibility for the day-to-day care and supervision of the
child.
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