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ADMISSION, ENROLLMENT, ELIGIBILITY POLICY AND PROCEDURE

Admissions Policy

Early Learning Connections admits children from the ages of infancy to five years, without regard to race, color, religious creed, disability, ancestry or national origin. When the parent or legal guardian of a child identifies that a child has special needs, the Special Services Coordinator will follow up with a phone call to discuss the child’s needs with the parent or guardian. 

Early Learning Connections does not discriminate on the basis of special needs and specific health care needs. The program accepts children without regard to special needs as long as a safe, supportive environment can be provided for the child. To help the program staff better understand and respond to the child, the staff will ask the parent or legal guardian of a child with special needs to complete a specific care plan (i.e. asthma, allergy, seizure, other health care plans) in conjunction with the child’s health care provider(s).

The Agency will make all attempts to accommodate children with special needs consistent with the requirements of the Americans with Disabilities Act and Individuals with Disabilities Education Act. If the program is unable to accommodate the child’s needs as defined by the child’s health provider(s) or the Individual Family Service Plan/Individual Education Plan without imposing an undue burden as defined by federal law, the Special Services Coordinator will work with the parent or legal guardian to find a suitable environment for the child. 


Child Care Enrollment Policy

Prior to the child’s enrollment in childcare, a conference with the parent or legal guardian and the Family Service Worker (FSW) will be held to offer information to each new family on the environment, staff, and program policies. During this interview each parent will receive a parent manual, necessary paperwork will be reviewed, and a plan for a gradual entry will be established.





Head Start/EHS Eligibility Determination Process

A Family Service Worker/Parent Educator (PE) meets with the Parent/Guardian to enroll a child in Head Start (HS)/Early Head Start (EHS). Eligibility is documented, and required paperwork is completed.

1. All HS/EHS funded slots will be filled from the application wait list in accordance with current federal regulations (no more than 35% 101% to 130% of poverty level, no less than 10% disabled students and no greater than 10% of students from over-income families).

2. Any currently enrolled three-year-olds will be eligible for HS the following year, unless there are compelling reasons for the child not to remain in the program. EHS income will be good until they are 3 years of age.  Their HS income will be verified at 34 months of age for children who will transition to HS once they are 3 years of age. 

3. All students on the wait list will continue to have an active application status until age or other factors end their period of eligibility.

4. The Enrollment Committee will review the enrollment procedure and criteria annually. These policies will also be approved annually by the Board and Policy Council. 

5. Withdrawals during the year will be replaced from the wait list within thirty (30) days.

6. If there is no other eligible child on the HS wait list, a vacancy may be filled with a child(ren) who is 3 years of age but was younger than 3 by the school district cut-off date of the program year and not considered at the beginning of the program year.  This does not apply to PreK Counts classrooms. 

7. Funded enrollment will be maintained at all times during the program year.

8. Wait lists will be maintained by program option, and the ERSEA Coordinator will contact families after receiving an application to determine program preference.

9. The ERSEA Coordinator and Director will maintain the applications for all the program options.

10. The EHS Home-Based program will enroll pregnant moms, and their income will be used for the baby’s income until they are 3 years of age. 







Admission/Enrollment Process


1. [bookmark: _Hlk219108859]All applications will go to the ERSEA Coordinator for processing and ranking based on the selection criteria.  Each application will be entered into the Child Plus database. The applicant will be notified of the receipt of the application, either by phone call, text, or email. The ERSEA Coordinator will attempt to contact the family three times. 
This will be completed within a limited time frame. A letter will be sent as the fourth attempt to contact the family.  If there is no response from the family, the application will be abandoned. 

2. In Spring, FSWs will conduct open enrollment events and meet with applicants to do an income verification. When calling and scheduling with the family, staff will need to ask them to bring proof of all sources of income (W2, Income Tax Return, Paystubs, TANF, SSI, SNAP, and Foster), the child’s medical card, birth certificate, and physical, immunizations, and dental records.  If the child is living with grandparents or other caregivers, they will need to show proof of guardianship. At Open Enrollment, families will be given health and dental forms and asked to complete prior to the intake, if they qualify.

3.  We will start to accept eligible families mid to end of June.  Those who are between 101% and 130% poverty level will be contacted mid-July to inform them if they have been placed on a class list. After August 1st, if slots are still available, over income families will be contacted. 

4. The FSWs will begin HS/EHS intakes at the end of June/beginning of July; HS Home Based Parent Educators will begin intakes in August. HS classroom teachers will complete the intake process on a home visit with the family after they return in August. 

5. When scheduling an intake appointment with the family, staff will need to determine if the family has any communication needs that would require an interpreter. Upon the family’s request, the FSW or will arrange the service.

6. Home Based EHS enrolls all year long as needed. 

7. After Center-Based EHS program year ends June 30th, FSWs will begin to complete intakes for new and returning children for the following program year, which starts mid-July after the 2-week program year break.  FSWs will then give intake folders to EHS teachers, who will complete their intake at a scheduled home visit. 



8. When contacting parents to schedule an intake, FSWs/PEs will attempt to contact the family three times. 
This will be completed within a limited time frame.  If there is no response from the family, the FSW/PE will give the application back to the ERSEA Coordinator, who will send a letter as the fourth attempt to contact the family. If there is no response from the family, the application will be abandoned. 

9. When openings occur during the school year, the ERSEA Coordinator will contact the next applicant on the waiting list to verify they are still interested in the program.  Once the ERSEA Coordinator makes contact with the family, the application will be passed off to the FSW or PE, who will then contact the family.    

Center Based HS and EHS: 

a) [bookmark: _Hlk152834453]The FSW should complete the initial intake within one week. Upon completion of the intake, the necessary paperwork is passed on to the classroom teacher, who must complete their home visit within one week. The child must start within five days of the Home Visit, unless a specific Health Care Plan is incomplete. The FSW, teacher, and parent set an anticipated entry date, and the FSW completes the Entry Notice Form (Appendix FS- A1). The Entry Notice Form is forwarded to the necessary staff. 
b) The FSW reviews the Child Release and Emergency Treatment Form (Appendix ED-D1) to ensure completeness. Each name listed will be looked up to ensure they are not on Megan’s Law and then the FSW initials the top right corner.  However, if a name is listed, the FSW will contact the family to review the Megan’s Law Policy (Appendix HS-02-130).

HS and EHS Home-Based: 
a) For Home Based programs, upon completion of the intake, the PE will schedule their first home visit which occurs within one week of the intake. The Entry Notice Form (Appendix FS- A1) will be completed at the first initial home visit then is forwarded to necessary staff. 
10. When the family is no longer interested, or is unable to be located, the application will be returned to the ERSEA Coordinator. A letter will be sent to the family in an attempt to contact them; if there is no response, the application will be abandoned.      
      
11. The two-week time frame can be extended if there are legitimate reasons for the delay. The staff should call the Home-Based Program Manager and ERSEA Coordinator with these reasons.

                                       




Enrollment Accountability

To ensure that the funded enrollment level is maintained and accurate enrollment figures are reported, the following process for establishing the number of children currently enrolled in the HS/EHS program has been implemented:

Children will be considered enrolled if all required paperwork has been completed, they have been assigned an entry date, and they have attended one day in the classroom for center based or have completed one home visit for Home Based Program. 

Enrolled slots will be counted for children who withdraw from the program during the program year until a replacement is enrolled, but no more than thirty days after the child withdraws from the program.

EHS Center Based and HS/PreK Program openings that occur within thirty (30) days of the end of the program year do not need to be filled.


Income Verification Procedure

Income Verification Form (Appendix FS-A2 or FS-A3) must be completed on all families before a child is entered into the program.  Children may not start services until the income verification is completed and the family is determined to be eligible.

If an employee (or their relative) applies for services, the Family Engagement/ERSEA Director or ERSEA Coordinator will complete the income verification paperwork.

The intake process and income verification guidance are established for Early Head Start, Head Start, PreK Counts, and Head Start State Collaboration programs. All sources of income must be identified and verified. HS regulations define a family as all persons living in the same household who:

1. Are supported by the income of the parent or guardian of the child enrolling in the program and
2. Are related to the parent or guardian by blood, marriage or adoption.

Families receiving TANF or SNAP benefits are eligible regardless of their income; however, the Income Verification Form (Appendix FS-A2 or FS-A3) must be completed and attached to proof of  TANF, SNAP, or the Confirmation of Public Assistance Form (Appendix FS-A4 and A4(1))

Families receiving Supplemental Security Income (SSI) are also eligible regardless of income; however, you must complete the income verification form and attach proof of the Supplemental Security Income.

McKinney-Vento Eligible children are eligible, regardless of income; however, they should meet the requirements stated in the McKinney-Vento Homeless Assistance Act. the Income Verification Form (Appendix FS-A2 or FS-A3) must be completed and the parent or guardian must complete and sign the McKinney-Vento Form (Appendix FS-A5). 

[bookmark: _Hlk219190577]Foster children are eligible regardless of the foster family’s income; however, foster placement documentation must be provided. The placement agency must be contacted to secure information on who should complete and sign the HS/EHS paperwork if it is unclear who has the educational rights.  If documentation is not available, families may complete the Declaration of Kinship Care Form (Appendix FS-A6). The Income Verification Form (Appendix FS-A2 or FS-A3) must still be completed. 

Should a client indicate that they have no income, the Income Verification Form (Appendix FS-A2 or FS-A3) must still be completed, and the FSW/PE must have them complete a Declaration of Zero Income Form (Appendix FS-A7). 

Should a client indicate that they are self-employed, seasonal workers, or paid in cash, The Income Verification Form (Appendix FS-A2 or FS-A3) must still be completed, and the FSW/PE must have them complete a Self-Declaration Letter (Appendix FS-A8)

The Income Verification Form (Appendix FS-A2 or FS-A3) must be signed and dated by both the parent/guardian and the staff completing form (i.e. FSW, PE, ERSEA Coordinator).  The ERSEA Coordinator or Family Engagement/ERSEA Director must sign off and date when they verify the income. 

Acceptable documentation would include a copy of the previous year’s tax return prior to November, current pay stubs (at least one month’s worth), employer confirmation of income, Social Security printout, or quarterly reports of individuals who are self-employed. Staff will convert income to an annual amount, documenting the math on the back of the Income Verification Form (Appendix FS-A2 or FS–A3) The Program must keep a copy of all documentation used to qualify the child for HS and EHS.  These documents will be kept in a separate eligibility binder with a copy of the entry notice, completed and signed application, income eligibility form, proof of income, and birth certificate or immunization records (if birth certificate is not available). 

There are situations that will arise that do not fit into the above explanation; if these situations arise, the ERSEA Coordinator must be contacted.  


Head Start/PreK Counts Eligibility Review Program Compliance

To ensure accuracy in reporting and tracking income-eligible and over-income clients in HS, staff will receive an annual review of eligibility requirements. 

The Entry Notice (Appendix-A1) tracking this information will include a section indicating the client’s income status. As these forms are received by the ERSEA Coordinator, they will be reviewed for accuracy.

FSWs and PEs will keep an eligibility binder at their site for each of their classrooms or caseloads.  During the course of the program year, the Family Engagement/ERSEA Director will visit each site to review each eligibility binder for accuracy.

The PEs will keep an eligibility binder at their site.  During the course of the program year the Home Based Program Manager will review each eligibility binder for accuracy.  

Training on eligibility will occur within 90 days of hire for new staff who make eligibility determinations and within 180 days of the beginning of a new term for the Board and Policy Council. 

All staff completing eligibility determinations, and all board and policy council members, will be trained annually on eligibility thereafter.

Any staff found guilty of intentionally violating federal and program eligibility determination regulations, and/or who enroll pregnant women and children who are not eligible to receive EHS or HS services, will be subject to discipline action up to and including termination.
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I have reviewed and understand the FS-04-100 Admissions, Enrollment, Eligibility Policy, and by signing this documentation I understand that if found guilty of intentionally violating federal and program eligibility determination regulations and/or who enroll pregnant women and children that are not eligible to receive EHS, HS, or PreK services will be subject to discipline action up to and including termination.








____________________________________			____________________
Name Printed							Date





_____________________________________
Name Signature
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