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ElIGIBILITY DETERMINATION FOR CHILD CARE ASSISTANCE 
 

Child care assistance is available for income eligible families who are working, in school 
or have children at risk of abuse, neglect or school failure. Whatever your circumstance, 
the Eligibility Counselors at Community Coordinated Care for Children, Inc. (4C) will 
assist you in determining your eligibility for child care assistance, and help you find the 
right child care program for your child. 
 

The following information will be needed to help determine your eligibility for early 
learning services:
 

A. For families receiving service from the Florida Department of Children and 
Families, Workforce Council or Children’s Network of Southwest Florida or their 
contracted providers, a referral from the responsible agency is required.  
 
B. Identification:  
 

1.  Your social security number is a good identifier and helps to maintain 
consistency for you. (It will be used solely as a unique identifier and to collect 
data.  Your number will not be disclosed.) 
 

2. Picture ID such as a Florida Driver’s License or Florida picture ID or other form 
of photo identification (i.e. passport, immigration card, etc.) A driver’s license 
from another state is acceptable, but you will be asked to obtain Florida 
identification within 90 days. 

 

C. Proof of Custody or Guardianship if you are NOT the biological or adopted 
parent of the child: 

 
If you are not the biological/adoptive parent of the child in your care, then copies of the 
court order or guardianship papers must be provided. For “at risk” children in the legal 
custody of someone other than the parent, proof may be obtained from the referring 
counselor.  
 

Relatives caring for children may document custody/guardianship by one of the 
following: 
 

1.  Participation in the Relative Caregiver Program. 
2.  Award letter for TANF benefits for the child. 
3.  Payee status of social security benefits for the child. 
4.  Proof that action has been initiated to assume legal custody. 
5.  Proof that an application for child support has been filed with the Department 
of Revenue Child Support Enforcement unit. 
6.  A notarized statement from the parent(s) and another form of corroborating 
evidence such as: an application for child support, verification of the parent’s 
absence (i.e. incarceration or treatment facility); income tax documentation, 
school or health records which confirm the child’s residence and caregiver, etc. 

 

D.   Proof of Child’s Age – Certified copy of the Child’s Birth Certificate or some other 
valid form of verification of the child’s birth.       
 
E.  Copy of Divorce or Separation papers if applicable 
 
F.  Current Verification of Child Support and/or Alimony 



 

 
G. Identification of All Household Members – Social security numbers if possible.  
All applicants must identify each household member by their name, date of birth, 
relationship to the applicant, along with the place of employment, or school, with 
address and telephone numbers. 
 
H.  Verification of Social Security Income, Workman’s Compensation, 
Unemployment Benefits, Veteran’s or Retirement Benefits 

 

I.   Proof of Income:   Family income can be earned and unearned income.   
   

1. Earned Income considers the employment of all household members.  For 
funding categories that require work or school attendance, parents must 
participate a minimum of 20 hours to receive part time care and more than 
25 hours to receive full time care. 

 

2. Earned income documentation is documented by either six (6) weekly, three 
(3) bi-weekly, (4) semi-monthly or  two (2) monthly pay stubs or an income 
form signed by the employer indicating the hours of employment and the 
rate of pay.  Annual salaries may also be considered.  For self-employment, 
required documentation shall include the most recent tax return, 1099 or 
accounting books. 

 

Earned income shall be documented by hours of employment and rate of pay 
based on pay stubs, a signed contract, business account ledgers, written 
documentation from customers, or contractors or federal tax returns. 

 

2.  Unearned Income includes, but is not limited to, any of the following paid 
to any household members by any non-household member:  

 a.) TANF cash assistance documentation 
 b.)  Child support payments 
 c.)  Alimony 
 d.)  Social Security benefits 
 e.)  Supplemental Security Income (SSI) 
 f.)  Adoption subsidy payments 
 g.) Worker’s Compensation 
 h.) Unemployment benefits 
  i.)  Veteran’s benefits 
  j.)  Retirement benefits 
  k.) Regular lottery payout payments 
  l.)  Income from non-family members residing within the family 
  m.) Military FSSA Housing assistance 
  n.) Other household income 

 
 
 

STATEMENT OF FRAUD PENALTY 
 
Any person who does not tell the truth, hides information, pretends to be someone else, does 
not give all the information needed about themselves or others in order to obtain or increase 
benefits, to which they are not entitled, is guilty of unlawful behavior and will be referred to law 
enforcement pursuant to Chapter 414.39, Florida Statutes.  In addition, you will immediately 
lose services and may be required to pay back money. 
 



 

IMPORTANT INFORMATION FOR IMMIGRANTS: 
 
You can apply for and get benefits for eligible family members, even if your family includes 
other members who are not eligible because of immigrant status.  For example, immigrant 
parents may apply for benefits for their US citizen or qualified legal immigrant children, even 
though the parents may not qualify for benefits.  You will not have to provide SSN or 
immigration status information or documents for any family members who are not eligible 
because of immigration status and who are not asking for benefits. 
 
Use of TANF or Supplemental Security Income (SSI) might create problems with getting a green 
card, especially if the benefits are your family’s only income. Talk to an agency that helps 
immigrants with legal questions when you apply.   
 
Refugees and persons granted asylum can use any benefits, including cash assistance, without 
hurting their chances of getting a green card or US citizenship.   
 
In accordance with Federal law and US Department of Agriculture (USDA) and US Department 
of Health and Human Services (HHS) policy, this institution is prohibited from discrimination on 
the basis of race, color, national origin, sex, age, or disability. 
 
 

ONCE YOU ARE DETERMINED ELIGIBLE: 
 

Parents and guardians must report accurate and complete information.  If the information 
changes in the future, parents and guardians must report changes to their counselor within      
10 days, such as: 
 

1. Address and /or telephone number 
2. Employment 
3. Income, wages, or unearned income 
4.  Family size 
5.  Marital status 
6. Household members 
7. Increase or decrease in number of work or school hours  
8. Hours of child care needed 

 

This is very important.  Submitting changes does not mean that you will necessarily lose your 
child care services.  However, if you fail to report the changes timely, it could affect your 
continued eligibility. 
 
 
EXPLANATION OF CHILD CARE CERTIFICATE 
 

You will be given a Child Care Certificate form by your Eligibility Counselor when you are 
determined to be eligible to receive School Readiness child care services.  This form may be 
computer generated and will look different than the sample form in this packet. 
 
The Child Care Certificate informs you and your child care provider of the dates of eligibility, the 
eligibility category, the children authorized for care, the assessed parent fee for each child, and 
the hours of care authorized.  Prior approval from Community Coordinated Care for 
Children is required before any changes can occur.  The parent/guardian listed on the 
certificate is responsible for choosing the child care provider. 
 



 

The parent/guardian is responsible for returning the form to 4C within 7 days. This is needed 
before the provider can be paid. 
 
The total subsidy paid to the provider will be minus the parent fee.  The subsidy will be paid 
directly to the child care provider. You are responsible for paying the parent fee directly to the 
provider as well. 
 
 
THE IMPORTANCE OF “SIGN-IN/ SIGN-OUT” SHEETS: 
 
Providers are required to keep a daily record of your child’s attendance by way of a daily “sign-
in/sign-out” sheet in which you or your designee will sign when dropping off and picking up 
your child each day.  It is very important that you cooperate with the “sign-in/sign-out” process 
and your daily recording will ensure that the provider is paid accurately.  DO NOT AGREE TO 
SIGN IN ADVANCE!  You should be signing in and out on a daily basis. 
 
 
PARENT FEES: 
 

• Parent fees are a way to share the cost for child care.  A parent fee is assessed based 
on the gross family income and number of people in the family household.  Your 
Eligibility Counselor at 4C will tell you the amount of the parent fee for which you are 
responsible when your child enrolls.  The parent fees are paid directly to your child 
care provider. 

 
• Parent fees may be due in advance before child care starts if the provider requests this 

method of payment.  Fees are subject to change if the income or family size changes. 
 

• Neither you nor your child care provider will be reimbursed for additional fees or costs, 
such as meals, transportation, registration fees, or late pick up charges, above the 
agreed upon rates. The provider’s daily rates may not exceed the Coalition for School 
Readiness maximum allowable rates. 

 
• If the provider you choose charges a higher rate than 4C can pay, you may be 

responsible for the difference. 
 

• Ask the provider for a receipt of your payments, especially when made with cash. 
 
 
 
PARENTAL CHOICE: 
 
You have the right to choose any legally operating child care provider, which includes licensed, 
faith-based, public or non-public school providers; licensed or registered family day care homes 
or informal providers. The provider selected must be willing to sign the School Readiness 
Provider Agreement and comply with the requirements of the program. 
 
(Note: Children considered “at risk”, as documented by the Department of Children and Families 
or their contracted providers, are restricted to licensed or school based programs only.) 



 

 TRANSFERRING YOUR CHILD FROM ONE PROVIDER TO ANOTHER: 
 
It is very important to give your child the opportunity to have a continuity of care.  In other 
words, transferring between child care providers should only occur when you believe it is in the 
best interest of the child, or you are unable to maintain the same caregiver for other reasons.  
Families are permitted to change child care providers; however a change must be authorized by 
4C before the move.  Moving the child without authorization could result in termination of your 
services.  Transfer requests may be denied if you owe money to the current child care provider.  
Outstanding payments must be satisfied before a transfer can occur. 
 
 
CHILD CARE ELIGIBILITY MUST BE REDETERMINED ON A REGULAR BASIS:  
 
A redetermination of your eligibility can occur anytime.  Generally speaking, they are set for 
redetermination at 6 month or annual intervals; however, it may be more often depending on 
your situation.  At a minimum, every case must be redetermined at least annually.  
 
When you receive a notification that your case is due to be redetermined, it is very important 
that you respond by arranging an appointment.  If you do not reply within the time period 
requested, your eligibility will be automatically terminated.  At the time of redetermination, all 
elements of eligibility will be reviewed. You will need to bring current income verification and 
provide other appropriate updated information.  
 
REASONS FOR TERMINATION OF CHILD CARE ELIGIBILITY:   
 
You may be terminated for the following reasons: 
 

• Department of Children and Families or Workforce Development Board or their 
contracted provider notify of case closure and discontinued need for service. 

• If the Child Care provider loses contact with you or the child.  
• If a parent or the child dies. 
• If your family or child relocates outside the service area. 
• If family income exceeds 200% of Federal Poverty Level. 
• If there are unpaid co-parent fees. 
• If the child is excessively absent from child care. 
• If a parent is unemployed for more than 30 consecutive days 
• If a parent works or attends school less than 20 hours per week for 30 days or more. 
• If a parent fails to complete re-determinations on time. 
• If a parent fails to report changes within 10 calendar days. 
• If there is a reduction in funding for child care services. 
• If you fail to provide accurate, complete and truthful information. 

 

 
DISPUTE RESOLUTION AND RIGHT OF APPEAL 
 
If you are turned down for child care services, a counselor can help you find other kinds of 
affordable education or childcare. You can also request a supervisor to review your eligibility. If 
you are not satisfied, you may request the local Early Learning Coalition of Southwest Florida to 
provide you a hearing.  You must make a request within 21 days of denial by contacting the 
Early Learning Coalition of Southwest Florida at 5256 Summerlin Commons Blvd. Suite 201, Fort 
Myers, Florida 33907, telephone (239)-267-4105. 
    



 

SCHOOL READINESS SERVICES TO CHILDREN (Birth to Kindergarten): 
 
The Early Learning Coalition of Southwest Florida recognizes the primacy of parents as their 
children’s first teachers and the importance of children entering the education system ready to 
learn.  The Coalition seeks to assist parents by providing opportunities for the birth-to-kindergarten 
population to enhance their chances for education success by participating in quality school 
readiness programs that can better prepare them for school.  
 
During these important years of development in a child's life, school readiness programs unite with 
parents as partners to make certain children achieve social and emotional well-being and growth in 
all developmental domains. Our school readiness programs use age-appropriate curriculum, employ 
trained early childhood educators and work closely with parents to assess developmental 
achievements. By doing this, we prepare children for school and ultimately for life. We recognize 
how important it is to invest in children; they are our future! 
 
The Early Learning Coalition of Southwest Florida, in partnership with Community Coordinated Care 
for Children, Inc., wants to ensure each child is provided opportunities to learn so that they have 
the skills and ability to be successful in school.  To support your children, the Coalition will provide 
the following: 
 

1.  Developmental screening of each child birth through five years of age begins at the 
parent’s time of initial eligibility.  The 4C counselor will provide every parent with an Ages 
and Stages questionnaire (ASQ) with several simple questions about things your child knows 
how to do.  The questionnaire takes just a few minutes to complete and the counselor can 
help you if you have questions or concerns.  This information is very important in helping to 
determine the developmental level of your child and whether other services might be 
necessary to help your child’s progress.    

 
After the initial ASQ screening, another one will be completed by the child care provider on 
or around each birthday of your child until they reach school age.  The child care provider 
will share the ASQ results with you and let you know how your child is doing at each 
developmental threshold.  For further questions, call Melanie Holaway at 239-267-4105. 

 
2. Vision and Hearing health screening is offered through our health services office of the 

Coalition.  Trained nurses and health screeners work with child care providers by conducting 
vision and hearing screenings at their centers.  In addition, the vision and hearing 
screenings are also provided throughout the community in a wide variety of settings for 
children attending family child care programs.  If any child is found to be in need of further 
health services (such as glasses, etc.) the parent is notified.  Families, who would like 
further assistance, will be helped in locating the appropriate services and resources to meet 
the child’s need.  For further questions, call Shirley Losch at 239-267-4105.  

 
3.  Creative Curriculum Assessment tool is completed on all four year old children through 

a pretest in November and posttest the following May. This assessment tool is used by 
teachers to assess child progress and guide them in their curriculum planning. All School 
Readiness child care providers are required to offer a curriculum for your child that is 
developmentally appropriate, based on research, and addresses all the developmental 
domains in which the child should be progressing, such as language development, emergent 
literacy, gross and fine motor skills, etc.  For further information, contact Melanie Holaway 
at 239-267-4105. 

 



 

 
Child Care Centers  
(Licensed or Exempt) 
 
Child care centers are usually located in spaces adapted for child care purposes. 
These include stand-alone centers and those located in businesses, apartment 
complexes, universities, schools, hospitals, churches, etc.  Pre-Kindergarten 
programs (both school-based and non school-based), Head Start programs, on-site 
employee child care and faith based child care are some of the examples of the 
many types of child care centers that are available.  
 

Licensed Centers  
 

• Must pass an initial inspection to 
ensure that all standards have 
been met, and must:  

• Meet and maintain physical facility 
requirements (i.e. space, 
equipment, sanitation and safety)  

• Director must have a Director’s 
Credential 

• Follow health, safety and nutrition 
guidelines  

• Keep enrollment and attendance 
records  

• Allow parents access to their 
children in care at all times  

• Comply with three routine 
inspections per year by licensing 
staff 

• Comply with bi-annual 
environmental health and annual 
fire inspections 

• Staff receive 40 hours of training 
initially - 10 hours annually  

• Submit screening and background 
checks of all employees/caregivers  

• Keep current immunization records 
of children on file.  

 

Religious Exempt Centers 
 

 Must be an integral part of a 
church or parochial school, and 
must:  

 Be a member of a state recognized 
accrediting body  

 Comply with federal background 
check  

 Are not government inspected  
 
Family Child Care Homes: Must be either Licensed or Registered.  Family 
Child Care takes place in a caregiver’s home. Ages often vary, although some 
caregivers may serve only a specific age group (e.g., infants, toddlers or 
preschoolers).  
 

  

 



 

Licensed Family Day Care Homes: 
• Pass an initial inspection before a 

license is issued 
• Licensed homes must follow 

health, safety and nutrition 
guidelines  

• Comply with two routine 
inspections per year by licensing 
staff 

• Complete 30 clock hours of 
training initially  

• Proof of screening/background 
checks of adults (and children 
over 12 years) in household  

 
• Complete 5 hours of Early Literacy 

training initially  
• Complete 10 clock hours of 

training annually  
• Maintain enrollment and 

attendance records  
• Comply with licensing standards of 

local and state governments  
• Maintain current certification of 

CPR and First Aid  

 
The following are child care arrangements which are not inspected and 
have little or no oversight.  It is especially important parents be 
conscientious in overseeing the quality of care their child is receiving. 
 
Registered Homes 
Are not required to meet minimum 
state requirements, except as follows:  
□  Are not inspected 
□  Must Register annually  
□  Complete and provide to parents 

an annual home health and safety   
      checklist  
□ Provide proof of a substitute  
□ Proof of screening/background 

checks of adults in household  

□ Keep current immunization records 
of children on file  

□  Complete a 30-hour family child 
care course prior to caring for 
children  

□  Complete 5 hours of Early 
Literacy training initially  

□ Complete 10 clock hours of 
training annually  

 

Unregulated Care 
(No state requirements or inspections) 

 
In-Home Care  
 
Takes place in the child’s own home. It 
may be an independent arrangement 
between parent and caregiver or formal 
arrangement between parent, caregiver or 
formal arrangement between parent, 
caregiver and/or nanny/au-pair agency.  
 

 
Informal Care  
 
Takes place in the caregiver’s home where 
one adult cares for children from only one 
family.  The caregiver is a relative. This 
type of care has no state guidelines or 
inspections.  
 

Pick the best child care arrangement for your child! 
 



WHAT IF I HAVE A CONCERN ABOUT MY CHILD CARE PROVIDER? 
 
If you have a concern specific to your child’s needs, it is always best to discuss it directly with 
the director of the program first.  If you are not satisfied or have other concerns, then please 
contact the next appropriate resource.  For example, concerns relating to licensure 
requirements, (such as overcapacity, medication issues, etc.) should be directed to the 
Department of Children and Families Licensing unit at 239-338-1341.  Other issues may be 
reported to Resource and Referral or your Eligibility Counselor. 
 
If you have a concern about the treatment or lack of supervision your child receives in the care 
of your child care provider, or believe that they may be hurting or neglecting your child or 
someone else’s child, please report your concern immediately to: 
 

Department of Children and Families Abuse Hotline 
1-800-962-2873 

This is a toll-free call and your name will be kept confidential 
 

OTHER IMPORTANT CONTACTS 
 
Lee, Hendry, Collier and Glades 
Counties: 
  

Early Learning Coalition of SWF 
239-267-4105 – Administration 
239-267-4109 (Fax) 
   
Department of Children and Families: 
Child Care Licensing:  239-338-1341 
Economic Services:    239-936-5000 
 

Children’s Network of Southwest Florida 
239-226-1524 

 

 
Child Care of Southwest Florida 
USDA Food Program: 239-278-1002 
 
 
 
 
 
 
 
 
 

 
 

Helpful Websites: 
 
• Early Learning Coalition 

www.elcofswfl.org 
 

• Child Care Licensing  
www.Myflorida.com/childcare

• Agency for Workforce Innovations 
www.floridajobs.org/earlylearning/

 
• Florida health insurance for children 

www.healthykids.org/
 
• Voluntary Pre-kindergarten 

www.upkflorida.org/
 
• Florida Children’s Forum 

www.fcforum.org



Copies of the 
forms signed at 

eligibility 
determination 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 




