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             Child and Family Development Eligibility and Income Guidance

Definition of Family
Family means all persons living in the same household who are supported by the child’s parent(s)’ or guardian(s)’ income; and are related to the child’s parent(s)’ or guardian(s)’ by blood, marriage, or adoption; or are the child’s authorized caregiver or legally responsible party. 
Staff must provide proof of Guardianship, Power of Attorney or Foster Care/Kinship Care. Income must be counted as family income of the child when Guardianship or Power of Attorney are in place.  The child is considered a family of one when Foster Care/Kinship Care is in place.  Only Foster Care subsidy will be counted as income.
Eligibility Requirements HS 1302.12 (c):
A pregnant woman or child is eligible if:
· The child is homeless

· The child is in foster/kinship care

· The family receives Supplemental Security Income (SSI), or Family Independence Program (FIP)

· The family’s income is equal to or below 100% Federal Poverty Level (FPL).

Staff must keep copies of income and documents that determines a families eligibility. These documents must be attached to the original application that is verified by the Manager and turned into DMT.  Staff must black out all Social Security numbers and financial account numbers on any income documents.  

Homeless: McKinney-Vento Eligible:

Families that are in transition may be eligible for McKinney-Vento status and will complete the Families in Transition Questionnaire and Disclosure with Parental Consent.  Staff will submit completed forms to the local school Homeless Liaison for determination. Families that meet the McKinney-Vento definition of homeless are eligible.  McKinney-Vento verification is not necessary if a family is living in a homeless shelter at the time of the application.  Staff will indicated this in box 19 of the application and the address will be of the emergency or transitional shelter.
Staff should be aware of the different criteria’s for McKinney-Vento determination:
· Family is doubled up with a family member or friend due to loss of housing, economic hardship or similar reason

· Family is living in a hotel, motel, RV park or campground

· Family is staying in an emergency or transitional shelter

· Family is living in a vehicle, park, public space, abandoned building or another place not designed for living

· Family is living in substandard housing without running water, electricity or heat

· A minor parent not living with a legal parent or guardian. 

Child in foster/kinship care:
A child is foster care eligible if the child is placed in a setting away from parents or guardians by the child welfare system and the state agency has placement and care responsibility. A child is in foster care in accordance with this definition regardless of whether the foster care facility is licensed, and payments are made by the state or local agency for the care of the child.

If the child welfare agency has placed the child away from parents or guardians and in the care of relatives, the child is considered to be in kinship care. 
SSI and FIP:

A family that is currently receiving DHHS Cash Assistance (FIP) or SSI is eligible for enrollment. SSDI does not make the family eligible.  If the child is applying for Head Start and receives SSI or FIP, the total income of the family needs to be included in the income section of the application. SSI and FIP are not considered eligible factors for GSRP. 
Income Verification Guidelines


All income used to determine eligibility must be included with the application packet and uploaded into ChildPlus under the application tab. Early Head Start and Head Start/GSRP R&H  will upload as soon as a child appears on the waitlist.  
Income means total cash receipts before taxes from all sources, with the exceptions noted in paragraph below.   Income includes money wages or salary before deductions; net income from self-employment; regular payments from Social Security or railroad retirement; payments from unemployment compensation, strike benefits from union funds, workers compensation, veterans benefits (with exceptions in paragraph below); public assistance (including TANF, SSI, Emergency assistance money payments, and non-Federally funded General Assistance or General Relief money payments); training stipends; alimony, child support, and military family allotments or other regular support from an absent family member or someone not living in the household; private pensions, government employee pensions (including military retirement pay), and regular insurance or annuity payments; college or university scholarships, grants, fellowships and assistantships; and dividend, interest, net rental income, net royalties, and periodic receipts from estates or trusts; and net gambling or lottery winnings.  
Income does not include capital gains; any assets drawn down as withdrawals from a bank, the sale of property, a house or a car; or tax refunds, gifts, loans, lump-sum inheritances, one-time insurance payments, or compensation for injury.  Also excluded are noncash benefits, such as the employer-paid or union-paid portion of health insurance or other employee fringe benefits; food or housing received in lieu of wages; the value of food and fuel produced and consumed on farms; the imputed value of rent from owner-occupied non-farm or farm housing; and such Federal non-cash benefit programs as Medicare, Medicaid, food stamps, school lunches, and housing assistance, and certain disability payments made to disabled children of Vietnam veterans as prescribed by the Secretary of Veterans Affairs. 

Write all the clarifying notes to make income calculations and proof of income very clear.  If an income document is not real recent, but the family is still receiving the same amount, have the family write that they are still receiving this amount and have them sign their name.  

Applications in which a family is not able to present adequate income documentation will need to be discussed with your Manager before they are submitted. 
Self-Employment:
Income used is Total Income from 2021 1040 line 9.  Please Note:  Line 23 from page 2 of the 1040 may be deducted from the total income when the family is self-employed.
Annualizing Current income: 
You may use a family’s current income if there has been a job loss or significant loss of income. The loss would be ongoing with no call back. Compute a month worth of income. This months’ worth of income would include wages; unemployment; no income; no unemployment. The income for the month would be multiplied by 12 (for 12 months of the year). If you are using pay stubs to calculate the family income you will need to show your math on the proof of income.  If you need more space, use a separate sheet of paper.  Please remember that we do count overtime.

Seasonal Work:
Seasonal work is employment that does not continue whole year but it occurs again and again in a cycle. This does not qualify as a job loss.  The family would have expectations of a call back date.  We would use the regular tax information in this circumstance as normal.

Child Support:  
Staff will need to ensure that they see documentation of the payee applied or current amount of child support that a family receives.  Documentation could be bank statements, through the Friend of the Court, Reliacard or MDHHS MiChildSupport.  It is acknowledged that not all families that receive child support are involved with the Friend of the Court.  

Little or No Income:

Families that have no income or who are unable to prove income can provide a written statement of their eligibility on the Family Income Status/Staff Documentation (FIS) form and/or the Third Party Documentation.  As a response to this written statement, staff must make reasonable efforts to verify the family’s eligibility, documenting attempts on the FIS.  
Family Income Status / Staff Documentation: This form will be used for families to document their written statement that they do not have income, unable to provide documentation of their income or receives income through cash.  Staff also use this form for families to document that they do not receive child support, unemployment, grants or scholarships.  Staff must describe efforts made to verify eligibility by logging their attempts to obtain third party documents.  In the log verification section, staff may include phone calls; statements about employers/ family not willing to provide a written statement. Parent/Guardian and Staff signatures are required.  
Third Party Documentation: This form is used to verify families’ written declarations of little or no income.  Use the Third Party form to request third party documentation from a family and similar supports. This form will also be used as an attempt to get income documentation from an employer.  Applicant and third party signatures are needed on this form.
101 – 130% Federal Poverty Level (FPL) HS 1302.12 (d):
Child Development programs are allowed to have 35% of their enrolled children as 101-130% FPL.  Applicants that fall within 101-130% FPL may be enrolled as income eligible when a current opening exists and there are no eligible children on the waitlist.  
EHS Home Based, EHS Center Based and EHS/HS Collaborative Centers: staff will get waitlist verification from DMT prior to enrollment.  

Head Start: FES, Education Coach and classroom staff will get waitlist verification from ERSEA Manager prior to enrollment.  

Staff must attach a current waitlist, which indicates the child being enroll, to a Change of Status. This will verify there are no income eligible children on the waitlist. If there are eligible children on the waitlist, it must be noted why they are not being enrolled. The 101-130 box must be checked on the Change of Status.
Over Income:
Child Development programs are allowed to have 10% of their enrolled children as over income. 
EHS Home Based: staff will get approval from DMT and EHS Manager to enroll an Over Income child.    
Head Start and GSRP: staff will get approval from the ERSEA Manager to enroll an Over Income child. GSRP children that are over 250% FPL will need to get an approval from the ISD.  
Collaborative Centers and EHS Center Based: staff will get approval from their Manager to enroll an Over Income child.  

Early Head Start Only
An application is good to use if you take an application on or after September 1 and enroll the child/pregnant mom before August 31 of the same program year.  Please note any application taken after January 1 are good for the remaining months and good for the next program year.  Otherwise a new application needs to be taken.
When a child transitions from EHS to HS programs, the family must go through the process of having a new application completed.  Their income eligibility is assessed based on the new application.  Early Head Start R&H must collaborate with the Head Start R&H if they plan on taking a Head Start application for an Early Head Start family.
An unborn child for an EHS application will only be counted as a family member (# in family) when the program applicant is the pregnant mom and unborn child.

Head Start Recertification

A recertification is used what a child was enrolled for the previous school year as an income eligible child and that family intends for the child to return to the same program.  Recerts will be completed by Recruitment and Health Specialists.  R&H will communicate with classroom staff regarding children that need a new application or a recert.  For a child to be considered for the next program year, a recert must be completed fully by the end of the current school year.  

Children that will need a recert:
· Returning children that were income eligible previous year

· Returning children that were homeless in foster or kinship care

· Returning children that receive FIP or SSI

· Returning children that will be HS/GSRP blended

Children that will need to make an appointment for a new application to be completed:

· Children whose income was 101-130% of poverty
· Children who were labeled Over Income

· Children that want to go to a 100% GSRP classroom next school year

· Children that will be going into the 3rd year of Head Start
Staff will refer to the Guidance for Completing Head Start Recertification and Updating the Release of Health Information and Release of Oral Health Information when completing a recertification. 
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