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Subject:	Guidance on Waitlist Remediation Homeless Priority
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Effective Date:	Immediately
			
For Use By:	Child Care Resource and Referral Agencies (CCRRs) and EEC Homeless Contracted Providers

Synopsis:	Clarifies the procedure that CCRRs should follow when issuing Homeless Vouchers

Further Info:	http://www.mass.gov/edu/government/departments-and-boards/department-of-	early-education-and-care/subsidy-management-technical-assistance-form.html 

Supersedes:	To the extent the policies and information contained in this EMB conflict with the EEC Financial Assistance Policy Guide, the policies contained herein shall govern.	


_____________________________________________________________________________________

Introduction

On December 17, 2015, the Department of Early Education and Care (EEC) released 1,768 Waitlist Remediation vouchers to the CCRRs with instruction that vouchers be prioritized for homeless families.  The purpose of this EMB is to provide CCRRs with clarification on how this priority should be granted to families, the acceptable documentation, and the process for entering these vouchers in the Child Care Financial Assistance (CCFA) application.  For the purposes of this EMB, “Homeless Voucher(s)” refers to FY2016 Waitlist Remediation vouchers prioritized for homeless families.

Voucher Service Need Eligibility

EEC Regulations allow the service need requirements of an approved activity to be waived for those families “at risk of needing protective services”, including situations of homelessness (see 606 CMR 10.02 and 606 CMR 10.04(1)(b)1).  Inclusion of homeless families in Massachusetts' definition of protective services means that EEC may waive income eligible service need requirements for homeless families prioritized for FY2016 Waitlist Remediation vouchers.
 
To qualify for a Homeless Voucher, a family must verify their "homeless" status by providing the CCRR with one of the following documents:
· A homeless referral from the Department of Housing and Community Development (DHCD).  Note:  Please see Appendix A for instructions on DHCD Referrals;
· A homeless referral from the Department of Children and Families (DCF).  Note:  Please see Appendix B for instructions on DCF Referrals; or
· A referral letter from a shelter provider/program, on the shelter provider/program's letterhead that includes the following information:
· Date of referral;
· Name of shelter agency;
· Name and contact information of person making referral;
· Name and Date of Birth of Head of Household (i.e., person requesting homeless voucher);
· Names and dates of birth of all household members; and
· Names and dates of birth of all children who need child care.

There are four categories of homeless family shelters/programs in Massachusetts:
· Residential treatment programs funded by the Bureau of Substance Abuse Services (BSAS) within the Department of Public Health (DPH);
· Emergency Domestic Violence (DV) Shelters;
· Emergency Assistance (EA) Shelters, including temporary housing at a hotel/motel and homeless stabilization or diversion programs, under DHCD; and
· A limited number of privately funded homeless shelter programs.

Attached to this EMB are contact lists for shelters that fall into these four categories.  If a CCRR receives a referral letter from a shelter that does not appear on one of these lists, please contact EEC for guidance prior to issuing or denying a voucher.

Voucher Income Eligibility
All families accessing Homeless Vouchers must meet all Income Eligible income requirements.  However, EEC is sensitive to the unique challenges confronting families experiencing homelessness.  In recognition of these challenges, EEC will allow families who have homeless child care referral documentation to access a Homeless Voucher if the parent(s) is unable to submit complete income verification at the time of initial assessment.  For example, if a parent(s) is unable to submit four out of the most recent six pay stubs at the time of the initial assessment, a subsidy administrator shall allow access to a Homeless Voucher based on self-reported income.  In such instances, the subsidy administrator must work with the applicant to complete the first three sections of the Employment Verification Form and then provide the applicant with an eight-week authorization to provide actual pay stubs to complete the assessment process.  In addition, if the parent(s) is unable to submit documentation of unearned income (i.e., child support, alimony, social security income, unemployment benefits, worker's compensation, or transitional aid to families with dependent children), the parent may self report the earnings from non-employment sources at the time of the initial assessment and provide the family with an eight week authorization to submit documentation of any unearned income.  Please note that a parent co-payment may be applied following the same criteria as all other Income Eligible vouchers. 

Foundational Documentation Requirements
With the exception of DCF Homeless Referrals (see Appendix B), all families accessing Homeless Vouchers must provide the same foundational documentation required by all other Income Eligible families (i.e., parent identification, citizen/immigration status, child relationship, etc).  However, EEC will allow families up to eight weeks to provide foundational documents if not available at the time of initial assessment.

Homeless Voucher Authorization Length
Families accessing Homeless Vouchers should receive a 12-month authorization.  However, all policies for reporting changes in eligibility, as detailed in EEC Financial Assistance Policy Guide section 2.8, apply for Homeless Vouchers.  For example, if a family is no longer residing in a shelter, then the family must report that information to the CCRR who may require proof of a service need if the family no longer qualifies as homeless.  CCRRs must notify families that changes in the family’s eligibility must be reported to them, and that changes could affect the family's eligibility for child care.

Voucher CCFA Procedure
To process Homeless Vouchers in CCFA, CCRRs should complete the following steps.  Only CCRRS have access to place children on Homeless vouchers.  This functionality is active in CCFA:
· Import the family into CCFA from KinderWait.  If a family is not already on KinderWait, the CCRR must add the family to KinderWait and immediately remove them when a Homeless Voucher is issued.  Please put a note in the KinderWait household record that this family is receiving a priority voucher.
· Add Homeless Referral to the Family Record during the intake process (similar to DTA referral).  If this referral is in the form of a letter from the shelter provider/program, please use part of the name of the shelter and the letter date as the referral number (example: “Angel020216” for a letter from Angel House dated 2/2/16).  You should also use the letter date as the referral start date with the end date 12 months later.
· [bookmark: _GoBack]When completing the authorization, the CCRR shall select “DHCD” as funding source and "Homeless Voucher" as the service need code from the CCFA drop down options on the authorization screen.
· Similar to other Waitlist Remediation vouchers, there should be one placement from the referral start date through June 30th assigned to the IE-Waitlist Remediation account and a second placement from July 1st to the end of the authorization, assigned to the Income Eligible account.  Please note that this process requires only the entry of two placements; a new assessment is not needed to  transfer from the Waitlist Remediation account to the Income Eligible account for the start of FY2017.

Homeless Voucher Reimbursement Rate
All Homeless Vouchers will be reimbursed at the standard EEC Daily Reimbursement rate for the region, program type, and child age.  Please note that the daily support services add-on rate will not be paid for children receiving Homeless Vouchers.  Transportation reimbursement will be provided for all families who are not able to transport their children, subject to standard EEC transportation eligibility requirements.

Homeless Contract Providers
Due to EEC regulations and the terms of the 2010 Priority Populations Request for Responses, EEC is not able to extend the above eligibility criteria to Homeless Contracted Providers.  Any child placed in an EEC Homeless Contracted Slot must continue to have a referral from DHCD or DCF.

At its discretion, an EEC Homeless Contracted Provider may choose to accept a child with a Homeless Voucher into their program.  However, that child cannot be placed in a Homeless Contracted Slot based on the voucher authorization.  

Outreach and Referrals
Homeless Contracted Providers and other stakeholders may assist the CCRRs with identifying homeless families by ensuring that those households are added to the EEC Waitlist and by notifying the CCRR.  Families may call Mass 2-1-1 to be added to the centralized waitlist, making sure to inform Mass 2-1-1 that the family is homeless.  Please note that vouchers are limited and are subject to funding availability.

In addition to families referred by stakeholders, CCRRs may contact homeless shelters/programs within their service delivery area to facilitate access for homeless families.  CCRRs should also continue to monitor the EEC Waitlist for any new homeless families. 


Appendices
Appendix A: 	DHCD Referral Instructions and Contact Information
Appendix B:	DCF Referral Instructions and Contact Information
Appendix C:	DHCD Child Care Referral Form
Appendix D: 	Contact list for Residential Treatment Programs funded by BSAS
Appendix E: 	Contact list for Massachusetts Emergency Domestic Violence Shelters
Appendix F: 	Contact list for Emergency Assistance (EA) Shelters under DHCD
Appendix G: 	Contact list of other/privately funded homeless family shelter programs


Appendix A – DHCD Referral Instructions and Contact Information

Unlike other EEC subsidy referral forms, DHCD homeless referral forms are completed by the shelter or Child Care provider and submitted to DHCD for approval only.  For the purposes of these vouchers, a similar process should be followed.  Please note that if the parent is housed at a DHCD funded shelter, the shelter can choose to provide proof of homeless with a referral letter on letterhead as opposed to seeking a DHCD referral.  Families being housed in DHCD funded hotels/motels will need a DHCD referral since there is no shelter entity to provide a referral letter.

Below are instructions for the completion of the DHCD referral form.  Completed forms should be emailed to Marta Henriquez (Marta.Henriguez@state.ma.us) and Livia DaSilva (livia.dasilva@state.ma.us) for approval.

DHCD Referral Form Instructions:
SECTION I 
· Person making referral: This  information is crucial
· Name of agency: Required
· Type of agency: Identify if you are a shelter/Home Base Stabilization
· Your name: Required
· Date of referral: Allows for tracking 
· Email of the person making the referral is required: NOTE: you cannot use a personal email.  It would be preferable if you used secure email.  
· New--Renewal or Stabilization: This is required and the end date for stabilization is also required

SECTION II
· Head of Household: Please refer to the EA sheet the family came in with.  The Head of Household name from EA must match the referral form. 
· Names of household members: Must match the EA information on ETO.  Use the EA referral form.  To avoid delays or problems, have parents bring their documents when you fill out the referral. 
· Last 4 digits of Grantee SSN: Even though newcomers (undocumented) are not issued a social security number, EA does issue them a number for identification.  It starts with a 9 that is also found on the EA referral form.  Please use this number if a SSN is not available.
· Children’s Names: All children referred for care must be in the EA Household.  If a child has been added to the household, either through birth or reunification, the EA worker must be notified.  Lack of proper notification will result in the child not visible in ETO.  A referral cannot be issued without verification in ETO. 

SECTION III:
Failure to input correct information will result in a referral being denied until correct information is provided.
· Provider Type: If you are the shelter case worker or manager check the Shelter/HomeBase Provider box
· Child Care Provider: Check if you are child care agency or CCRR
· Provider Name & Address: This is of the child care agency where the child is being referred for care.  PLEASE NOTE: For voucher referrals, this should be the CCRR administering the voucher.  A specific child care provider does not need to be listed. 

SECTION IV
· This information is requested but not required by DHCD.  Families do not need to have a service need to be approved for Homeless Child Care.  However, we do encourage families to use this opportunity to work on their stabilization plan.
· Stabilization: If a family moves from shelter to permanent housing including subsidized housing and they are in DHCD Stabilization Program then the family is eligible for an additional 12 months of Homeless Child Care.


Appendix B – DCF Referral Instructions and Contact Information

Be advised that the DCF Homeless Referral forms are different from the standard Supportive Child Care referral.  DCF homeless referrals may be requested by DCF affiliated Domestic Violence, Substance, or Mental Health shelters.  Please understand that applicants’ names, birthdates, and other forms of identifying information are confidential for the safety and protection of the program participant and their family, while residing in emergency shelter or substance abuse/mental health programs.  Therefore, no indentifying information will be shared with this referral and foundational documents should not be requested.  Once the need for childcare has been established, the program participant will work closely with the program advocate to ensure that all necessary information is provided for purposes of securing subsidized child care through a DCF Homeless Child Care referral.  The contact at DCF for Homeless referrals and questions is Joshua Lubbers (Joshua.lubbers@state.ma.us).
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