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If a child isage eligibleto enroll in Head Start, a parent must be allowed to
fill out an application.

Our program uses a set of eligibility criteria to make sure we enroll the
children who have the greatest need. When a parent fills out an application,
their child is given a certain number of points based on the eligibility criteria.
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Foster Care o = s e e -
Homeless

Family Member Receiving TANF, SSI, or SNAP Benefits

-A-child-determined to be Categorically Eligible wilt receive the mmaximum——
‘number-of-eligibility-points-and-the first-available-enroliment slet.————



When it is determined that a child is Categorically
Eligible, you will not ask for any-income documentation.
The only thing you will need is a document or item that
proves their situation.

(More on This Later)




Beginning on 3/1/23, you will no longer be allowed to

take enrollment applications over the phone

Note: The only time a phone call will be acceptable for completing an .
enroliment appllcatlon is a situation when a parent is incarcerated and the
person the ch|Id IS I|V|ng with does not have legal guardianship. In that
OFasSsz | LJszS I-LJLJf)\OIu)\zy Ad | OOS LI
obtained by mailing a copy of the application to the parent.



A parent does not have to present age or income documentation on the
day they fill out an enroliment application. In a lot of cases, a parent will
show up to fill out the application without Iznowing what you needed them
to bring. The parent should be allowed to fill out the application and bring
the documents you need at a later time. There is a deadline for bringing in
the age and mcome verlflcatlon that will be discussed later in this
presentation.

Note: You cannot require health screenings to be presented as part of
GKS7OKAﬁRQéNSfA3AQAfXQéHM”



A biological parent does not have to prove that they are the parent of the
OKAf R GKS& N5 SyNBfftAy3o® ¢tKSe |
married.

If the person fllllng out the application tells you they have guardianship or
foster rights for the child, you DO need a document from them at some
point before acceptlng the child for enrollment. The person can fill out the
application without prOV|d|ng the document, but you cannot accept the
child until they provide it.
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In order to fill out an enrollment application with a
you must have an understanding of the following:

Whaeacanditheriti@napplication?

How to determine if a child is age eligible?

Who will be the primary & secondary caregivers on the application? .
Which items on an application must be completed? S
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How to determine homelessness?

How to determine foster child status?

‘What can be accepted as income verification?



Who can fill out an application?

In order to fill out an enrollment application for a child,
the person must be: .

» CKS OKAfRQa o0A2f23IAO0FE LI
guardian
And-
» Living in the same household with the child the

majority of the tme ... =~~~



In order to fill out an enrollment application with a
you must have an understanding of the following:

w—ihe-conl ot anapalication”

» How to determine if a child is age eligible?

» Who will be the primary & secondary caregivers on the application?
» Which items on an application mustb complet

1 as Howde determine i Eékaﬁ age ellgl@@?-
» How to determine homelessness?

» How to determine foster child status’7




How to determine if a child is age eligible?

» In order to be considered for enrollment in Head Start on the first day
for the upcoming school year, a child must be betweehygars of age
on 8/1/23. However, if a child will be turning 3 years of age after
8/1/23 (as long as it will be during the school ye#rg parent can still.
fill out an application for the upcoming year. e

» A child can be considered for enrollment on the day they turn 3 years of
age during the school year.



In order to fill out an enrollment application with a
you must have an understanding of the following:

o Who will be the primary & secondary caregivers on the application? .
» Which it on an R must be complete

Y, aﬁ g Q/@“m%ry &%%Coingary QKA.
o How to d@ﬁrfrﬂlgaIV@ffSe&ﬁeikve application?

» How to determine foster child status’7




Who will be the primary & secondary
caregivers on the application?

» The parent filling out the application must be the parent that has
primary custody of the child, meaning the child legally lives with them
the majority of the time. S —_— ey

» If you have determined that the person is eligible to fill out an
enrollment application for a child, that person can choose if they want
to be listed as the Primary Caregiver (PC) on the application or if they
want to list their spouse as the PC and then list themselves as the .
{SO2YyRINE [ FNBIABSNI O{ /[ OD L i NBI
Is the PC or SC because they have the same rights.



Who will be the primary & secondary
caregivers on the application?

» If the biological parents of the child are-divorced and living in separate
homes, the parent that does not have primary custodial rights cannot
fill out the application for the child nor be listed as the PC orRRg.
example, if the child lives with mom during the week-and with-dad-on--

the weekends, dad cannot fill out the application or be listed-as the PC -
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» If the primary custodial parent is married and living with her-husband,
he will be listed as the SC.
» If the primary custodial parent has a lreboyfriend but they-are-not-
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Who will be the primary & secondary
caregivers on the application?

» We now see Dual Custody situations much more frequently than in
years past. Dual Custody means that the biological parents ha%é,50
equal custody of their child. If this is the case, even though the parents. . .
are not living in the same home, both will be listed as the PC and SC.

« The staff member doing the application with the parent must ask
ALISOATAO ljdzSadAazya G2 YL 1S adaNB i
there is really a Dual Custody,-50 split of where the child resides.



Who will be the primary & secondary
caregivers on the application?

If it is a true Dual Custody situation, there-are a few things that the

Interviewer must understand to fill out the application correctly. You must

determine if any of the following situations are true:

» Either parent receives child support from-the other parent for-the
enrolling child -

o Either parent receives TANF, SSI or SNAP -benefits

» Either parent could be determined as Homeless



Who will be the primary & secondary
caregivers on the application?

If any of those situation@Receiving child support, TANF, SSI, SNAP, or

homelessare true for either parent in a Dual Custody situation, you would:

w List the two biological parents as the PC and SC

w [A&dd Ittt GKS YSYOSNAR 2F 020K LI NByd
Additional Family Members section

» Divide the number of family members by 2 to determine the number you
GAEE fAal 2y GKS | LILX A Ol GA2y Ay (KS

» Obtain the document that proves one of those situations mentioned above
to serve as income verificatioNote: If it is child support, the parent
recelvmg it must also prowde any additional income she has) B



Who will be the primary & secondary
caregivers on the application?

If none of those situation&hild support, TANF, SSI, SNAP, homealess)

true for either parent in a Dual Custody situation, then you would need to

do the following:

»—List the two biological parents as the PCandsSC
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Additional Family Members section- I—

» Divide the number of family members by 2 to determine the number
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» QObtain income _from both families (including spouses)-and-divide-by 2-on-—
the Eligibility Verification form : —



In order to fill out an enrollment application with a
you must have an understanding of the following:

o—Who-can-filloutan-application? »
m—HeW—t@—detemee—#—a—emld—E—age—eugible?
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W Howt determine homelessness?
» How to determine foster child status? A
» What can be accepted as income verification?




Which items on an application must be
completed?

Review the Enrollment Application
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In order to fill out an enrollment application with a
you must have an understanding of the following:

w—Wh@—ean—fm—eu{—an—appheauen’?

ol Bogiz(rSi st&uss NSY%SW@ 2 % § Y0 i
f:cli)mi ermine homelessness? :

» How to’determine foster child status? |

» What can be accepted as income verification?
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family?

Familymeans:

All persons living in the same household who are:

(1) Supported-by-the-income-of the-parent(s) or-guardian(s) of the chitld———

enrolling or participating in the programand (2) related tothe -
parent(s) or guardian(s) by blood, marriage, or adopti@r_(3)the
OKAf RQa | dzi K2NRAT SR vOI NEIAGSNI 2 NJ £ 8

~ In groups, review the family scenarios
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family?

Jim and Pam are married and have 3 kids. Jim works out of town and only
comes home for one weekend each month. Pam comes to fill out an

FLLX AOCHUA2Y F2N) 2yS 2F UKSAN) OKAfR

5 - Jim, Pam, and all 3 kids. Even though Jim works away ﬁls home is
still with the family.
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family?

Ryan and Kelly are divorced, living separately, and have 2 biological
children. Ryan pays Kelly $400 per month in child support. He gets the
lAR& 2y U(UKS $6SS1SyRao® weéelyoQa 3IANI

‘comes to fill out an application for one of their chlldren How many’are Ul

0KS OKAfTRQa Tl YAfEK

3 - Kelly and her two kids
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family?

Phyllis and Bob are divorced and have 50/50 custody of their only child.
Bob lives with his current wife and she has a child from an earlier
relationship that lives with them. Bob works at Vance Refrigeration and

‘makes $700 per week. Phyllis is unemployed and receives SNAP benefits.

Phyllls comes to fill out the enroliment appllcat|on How many are inthe
OKAf RQ&a FLYATEK - R o

3 - The total of both families is 5 but you would djyldBJhLSby_Z._'[hls

glveS us 2.5 and you would round up so the number would be 3. Bob
would be listed as the SC
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family?

Creed has 2 biological children living with him, 1 adopted child, and 1
fosAter cvhild.AHis wife recently moved out of the house and he states that
KS R2S&ayQuU 1y26 6KSNB akKS fAgSa y2

kids since she left over a month ago ‘He comes to fill out an appllcatlon

FT2NJ KAa FTRZLISR OKAtRO® 1206 YI )fe I

4 - The adopted child, Creed, and his two-biological children.-A foster
OKAfR R2SayQi O2dzyi Ay y2iKSNI OKA
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family?

Melissa comes to fill out an application for her son. Melissa is 17 years
old. Her dad Stanley brought her and is helping her answer some of the
questions. Melissa and her child live with her dad Stanley anig[way_s
aStAaalrQa yS¢ 02ZeFTNASYR Ftaz YzZU
FNE—AyY—GKS—OKAEROGF—F+H YAt e k—

2 - Meli _and [ RG] e e T (e
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family?

Dwight and Angela are not married but have two biological children
togetper. Angela has one biological child from a previous relationship All
GKS {ARa&a Nk fAQAY3T SAUK UGUKSYDP 595

them and they financially support her. Angela comes to fill out an

appllcat|on for her child from the previous relationship. How many arein
GKS OKAftROGE—FlL¥AE K — ——

4 - Angela and her three kids. Because she is not married to Dwight and

he is not the blologlcal father of the applylng child, henorhis
AN YRY2UKSNJ g2dz R O2dzyi Ay GKS OKA




In order to fill out an enrollment application with a
you must have an understanding of the following:

m—Wh@—ean—fm—eu{—an—appheauen?

ophication?

¥ SYGSNR 2F | OKAJ
|=||®Mb H&dﬂﬂﬁ@ﬁl‘ﬂ%shh@mdeSSHGSS?
» How to determine foster child status? |
» What can be accepted as income verification?




How to determine homelessness?

Head Start uses the McKinn®ento Act definition to determine whether a
family is homeless. When you are filling out the application with the parent

Ly R 82dz 3SG G2 GKS aSOGA2Y G/ dzZNNB Y
will determine-if you need-to fill out-a Family Residency-Questionnaire—————
(FRQ) which is what will determine a homeless situation. If-a family-is—
identified as_-homeless using the FRQ,-the child-is Categorically-Eligible.-

Handout McKinneyento Definition and Family Residency Questionnaire -

Review the Family Residency Questionnaire
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Determining Homelessness

Casey is a 19 year old single mom living with her parents.
She has a 4 year old little boy named Bo. She has lived
with her parents her entire life. Is she homeless?




—

Determining Homelessness

(From previous scenaric) Cas ey moves out of
house. She and Bo move in with two of her friends. They

are going to be sharing the rent. Casey only has a pax

time job but her parents are going to help pay her rent

until she finds full -time work. Is she homeless?

No
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Determining Homelessness

(From previous scenario) After living with her new
roommates for 3 months, they leave because they cannot
deal with having a 4 year old in the house any longer. So,
Casey and Bo are forced to move back in with her parents
because she cannot afford the rent by herself. Is she
homeless?

Unlike the previous 2 scenarios for Casey, this situation
shows that she had to move in with others because of
financial hardship. This could easily be viewed as
homelessness.
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Determining Homelessness

Linda and her husband James have a 3 year old child. They

have recently been evicted from their house for failing to

pay the rent on time. They stayed in a hotel for 2 weeks

after the eviction. After that,
parents. They have been there for the past month. Is this

family homeless?

Yes. If they moved in with his parents because of their
financial situation, then this would be a homeless family.




Determining Homelessness

(From previous scenario)Linda and James come to fill out
an application for another one of their children 6 years
after the scenario we just read about. They are still living

with Jamesd parents. Are they

Probably not. Their residence appears to be
permanent/fixed and is likely a situation of convenience,
not because they cano6t afford
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Determining Homelessness

A family was living in a mobile home last month. They are
currently building a house and in order to build it in the same
place they were living, they had to sell their mobile home so it
could be moved out of the way and they are currently living with

the husbandds parents for the next
Is finished. Is this family homeless?

Since the family made the choice to sell their home and the choice

had nothing to do with poor economic circumstances, they are not
homeless.

6
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Determining Homelessness

A family is living in a house they own. The parent tells the
interviewer that the windows and roof leak when it rains.
She says that they place cups and bowls in the floor to
catch the water. She says that the house is very old and
not in good condition at all. They have lived there for 5
years. Is this family homeless?

Even though they have a fixed residence, this could still be viewed
as a homeless family because their h
There should be a lot of questions about the situa

tion from the
interviewer to the parent. “a




In order to fill out an enrollment application with a
you must have an understanding of the following:

npnlication? .
"0 SNB_ _2F | OKA.

L rhzlwwot@edﬁtaeasmnaﬂdfa&tef child status?

» What can be accepted as income verification?




How to determine foster child status?

2 KSYy | OKAfR A& ARSYUATFASR o0& | SIR
Categorically Eligible and the only documentation needed is something

that proves the situation. One of the clearest documents used to confirm
this status is a letter from a foster agency or the Cabinet for Health &

Family Services (CHFS) stating that the child is in foster care. However,
GKS R20O0dzYSyd @2dz NBOSAGS dzadzZ tt@& 9
R20dzYSy i R2SayQi aLISOATFAOLItte& &l &
criteria that must be present are:

The child has been removed from the home and placed with someone
other than biological parents

i e S RN S-S

A worker from CHFS was involved in the process



How to determine foster child status?

[ SiqQa t221 G I FS¢ SEI YLX Sa
a child is in foster care and you will decide if it meets the criteria.

Handout scenarios

Examples of Foster Care Documentation

21
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In order to fill out an enrollment application with a
you must have an understanding of the following:

ophication?

"0 SNE_ _2F | OKA.

Wh@hmmmgxxsepdedvascm@me verification? :.



What can be accepted as income verification?

b2g GKFG &2dz 1Yy26 o6K2 O2dzyia Ay
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obtain income from anyone. But if not, you must obtain income from

020K t/ YR {/ @ . 2dz R2 y20 200k AY
family other than the PC and SC.



What can be accepted as income verification?

All of the following count as income:

Wages from a job
Social Security
Child Support
Unemployment
SelfEmployment

Basically, any payment received for services



What can be accepted as income verification?

None of the following count as income:

Sale of property
Tax refunds
Inheritance
Compensation-for-injury

‘Food orhousingreceived

Anything that is considered a gift




What can be accepted as income verification?

You are responsible for asking abdutL incomenot just part of it. For
SEFYLX S AF | Y2G(KSNJ Aa NBOSAGAy3
she also works at a job, you must get the child support amount as well as
the wages she receives from her job.

So what documents should a staff person ask the parent to present?
[ SGQa (1 1S | 221 Xd



What can be accepted as income verification?

During the time you are filling out the enroliment application with the
parent, you will learn a lot about the family situation. You will find out if
they have any of the situations that would make the child Categorically
Eligible. If not, you must figure out the best documentation to accurately
NETFtSOU UKS FTlFYAfeéeQa OdzaNNByld SO2y2
may be used: e P LY T
Pay stubs
Tax forms(W-2, 1040, etc.)

Agency letter/notification of social security, unemployment,etc.

“Written statement from 'employe*r RIS i

Written statement from pareas a last resort)



What can be accepted as income verification?

Though the parent may be able to provide multiple documetdas forms,

pay stubs, etc,)you need to ask for the one that shows their current

financial situation. For example, if a parent was working most of 2022 but
has been unemployed since December, their tax forms from 2022

g2dzZ RYQid NBFE SOU GKSANI OdzZNNByd aaAd
but it may show that the family was better off than they are currently.
For this reason, you should-ask them for a statement showing their
unemployment instead.



What can be accepted as income verification?

When accepting income documentation, the staff person must know
what date on the document would be acceptable. Some income
documents would have to be more recent than others. Here is a look
at the date that must be found on income documentation for all
categories:



W

W

within the past 12 months

Tax Forms Must be for the previous calendar year.

What can be accepted as income verification?

Acceptable Income Documents

Check Stubs, Unemployment Wages Stub/Document, or Written Statement
from Employers The last day worked/received benefit cannot be older than
30 days from the time the application is completed.

TANF, SSI, Social Security, Child Support, or Alimblust be dated

Foster Care or Guardianshiprhere is no previous time limit-on the
document




What can be accepted as income verification?

If you are using pay stubs or unemployment stubs, they must be for a
consecutive 30 day or 4 week period with the last date of pay no farther
in the past than 30 days from the day you are taking the application.

LT & 2dz I NB drdehtgiatidninstethdiSax fotna from the
previous year, their situation must be consistent for a 30 day period. For

example, if a parent was working at a job but was laid off and has been
NBOSAODAY I dzySYLIX 28 YSY Ul T2NJ GKS t1 a
income using just the two weeks of unemployment. :
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B Sample Company Name EARNINGS STATEMENT
1234 Dick Buccanna 51 Laverna, TH ATORG
ol |
MNAME 55N EMPLOYEE ID CHECK NO. m W
N @nnun EmiﬂQ KO- X-01234 1234 607221 @mm m@ erzan D
=2 INCOME RATE HOURS CURRENT TOTAL DEDUCTIONS CURRENT TOTAL YEAR-TO-DATE
. GROSS WAGES 18 40 72000 FICA MED TAX 1044 542 B8
FICA 55 TAX 44 54 23X FB
N FED TAX g2 40 480475
e~ SHSe
PAY-STUBS.COM
¥TD GROSS ¥TD DEDUCTIONS ¥TD NET PAY CURREMT TOTAL CURRENT DEDUCTIONS MNET PAY
37.440.00 9,783 31 27 656 69 720,00 188.14 531 86

ol




What can be accepted as income verification?
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What can be accepted as income verification?

In the rare case when a family does not meet any of the criteria for
Categorically Eligible or hagey income the staff must complete a
BSNRB LYyO2YS C2NXY gAU0K (0KS LI NByI







