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                SRPP35 SR Waiting List Procedures.
   Policies and Procedures
   Policy:
     1. 
       Each county served will utilize a unified wait list, which will be
       a management tool for filling available child care slots. This
       wait list will be kept on the SPE/UWL software. Procedures for its
       use follow in this guide.
     2. 
       The waiting list procedure shall consist of:
         a. 
           A preliminary screening for eligibility to determine whether
           or not a family is potentially eligible for services. The
           preliminary screening shall include, but need not be limited
           to, the client’s statement of income, family size, children
           requiring care and their ages, and type of care requested.
           Additionally criteria used to determine Head Start eligibility
           and priority will be used as appropriate.
         b. 
           Placement of eligible children on the waiting list will
           include the child’s legal name, age, probable eligibility
           category, and type of care requested.
         c. 
           Removal of a child’s name from the waiting list upon
           authorization for placement.
         d. 
           Validation of each name on the waiting list every six months
           by response to letter, by phone, email or in person.
           Notification of such validation must give the parent a 30 days
           to contact the party responsible for validating the waiting
           list to provide updated information necessary to remain on the
           waiting list. Names will be removed from the waiting list for
           failure to comply with the request for information within the
           specified timeframe including noncompliance by failing to keep
           a current address and other contact information on file with
           Episcopal Children’s Services or if upon validation, a purpose
           for care no longer exists. Additional notes on validation
           follow the Waitlist Procedures.
     3. 
       An unborn child shall not be eligible for the waiting list.
     4. 
       Actual certification of eligibility will be conducted prior to
       authorization for placement, which will be based on available
       funding and capacity.
   Wait list priority –is based on the following:
   Section 1002.87 (1), F.S., lists the following nine priorities:
   Priority 1 – Children younger than age 13 whose parents receive
   temporary cash assistance and are subject to federal work
   requirements.
   Priority 2 – At-risk children younger than age 9.
   Priority 3 – Economically disadvantaged children until eligible to
   enter kindergarten. Their older siblings up to the age they are
   eligible to enter 6th grade may also be served.
   Priority 4 – Children from birth to kindergarten whose parents are
   transitioning from the temporary cash assistance work program to
   employment.
   Priority 5 – At-risk children who are at least age 9 but younger than
   13. Those with siblings in priority groups 1-3 are higher priority
   than other children ages 9-13 in this priority group.
   Priority 6 – Economically disadvantaged children younger than 13.
   Priority in this category is given to children who have a younger
   sibling in the School Readiness Program under priority 3.
   Priority 7 – Children younger than 13 whose parents are transitioning
   from the temporary cash assistance work program to employment.
   Priority 8 – Children who have special needs and current individual
   educational plans from age 3 until they are eligible to enter
   kindergarten.
   Priority 9 – Children concurrently enrolled in the federal Head Start
   Program and VPK, regardless of priorities 1-4.
   Procedures:
   School Readiness Enrollment Procedures
     1. 
       The SVP of Administration and Compliance will notify the Director
       of School Readiness when funding allows for enrollments along with
       the enrollment goals by county based on each counties enrollment
       and budget
     2. 
       The Director of Family & Provider Services will then notify the
       Program Support Coordinator, Family Service Coordinators and
       Family Service Specialists of the enrollment goals.
     3. 
       The Program Support Coordinator will then run the Waitlist by
       Referral Category by Age_Mail Address Report in each instance of
       the UWL to determine the order in which children will be enrolled.
     4. 
       The reports are then sorted by county, eligibility group, date of
       waitlist placement, and parent/guardian name.
     5. 
       The report is then reviewed to determine which families only have
       school-age children and which families that have school-age
       children that also has non-school-age siblings on the waitlist and
       sorted accordingly.
     6. 
       Once the reports are sorted, open enrollment letters are sent to
       the number of predetermined families (set by goal of SVP of
       Administration and Compliance).
     7. 
       Priority of the enrollments is set by the earliest date of
       waitlist placement, then by non-school age children and
       non-school-age children with school-age siblings. Once all
       non-school-age children and non-school-age children with
       school-age siblings have been enrolled school age children without
       younger siblings will be enrolled in accordance with Section
       1002.87 (1), F.S, This process will continue until the budget and
       enrollment goals have been met.
   Waiting List Procedure for Head Start
         1. 
           Parent calls or comes into CCR&R office for an interview for
           information and eligibility.
         2. 
           The Family Services Specialist first queries the database by
           name to see if this family is already in our database.
         3. 
           If the family is already in our database we make sure all
           demographic and household information is correct by conducting
           a new interview, the parent’s needs may have changed from the
           last interview date.
           A. 
             The Family Service Specialist enters the parent’s name, DOB,
             SS# (if provided, not required), address and phone number.
             The Family Service Specialist also inquires on the reason
             the parent needs the services, the household size, if it is
             a single parent home or dual, and the total household income
             including any unearned income.
           B. 
             If employed, the employer’s information is obtained as well
             (the parents do not have to be employed in order to be
             eligible for the Head Start Program).
           C. 
             The Family Service Specialist retrieves the information for
             all the children in the household; such as, name, DOB, SS#
             (SS# is not a requirement for parent or child in order to be
             put on the wait list).
           D. 
             The Family Service Specialist inquires if any of the
             children have any special needs that the parent would like
             us to take into consideration in order to assist them.
           E. 
             If a child is of age for the Head Start program (3 or 4
             years of age by September 1 for regular Head Start) or the
             Early Head Start Program in Baker County and Clay County
             (birth to 3 years of age) then the parent is informed of the
             programs.
           F. 
             If the parent is interested in the program we can place the
             child on the wait list and forward the information
             immediately to the Head Start/RCMA staff located at the Head
             Start/RCMA program that the parent is interested in using
             SRF27 Waitlist Application/Head Start/RCMA Referral Form.
         4. 
           Once the Head Start/RCMA staff receives this information, they
           can assess the family through evaluation of their special
           needs and other criteria which is gauged through their
           database. Their criterion is entered into their database and a
           point system will determine their ranking for the Head Start
           Program.
         5. 
           Similarly, Head Start FSS’s will inform parents who are placed
           on Head Start waitlist about school readiness services. If the
           parent is interested in applying for subsidized childcare, FSS
           will give parent referral to local CCRR office and will fax to
           CCRR office.
         6. 
           The ECS CCRR Coordinators and Head Start Family Services
           Coordinators will meet to review procedures and update as
           necessary. Individual meetings can be held with the St. Johns
           Head Start staff and Putnam RCMA staff as needed as well.
   General Notes on the Waitlist
   1. All children should only be entered one time on the UWL. Always
   query the child and parent under Manage Case before adding new names.
   2. If a client is over 150% of the Federal Poverty Level (FPL), they
   should not be placed on the waitlist unless the family lives in St.
   Johns County. If they live in St. Johns County and are over 150% of
   the FPL, the family should be placed in the CCPP category. When
   validating every 6 months, check to be sure the family is still only
   eligible for CCPP NOTE: This should only be used for St. Johns County.
   3. If the family is not eligible to be placed on the waitlist, CCRR
   services should be offered as appropriate.
   4. Include employment and income information.
   5. In determining household size, make sure that all children in the
   household are listed, even if the family is not applying for services
   for each child.
   Removing Children from the Waitlist
   Before a child can be removed from the waitlist, ECS staff must make 2
   contact attempts, and a child cannot be removed prior to 30 days from
   the first date of contact.
   1. During periods of enrollment from the waitlist, families who are
   selected for enrollment will be contacted by mail, email, or phone
   following the 9 priorities listed earlier in this policy.
   2. Notes on the contact attempts should be made on the SPE/UWL Manage
   Case screen under Contact Client. Be sure to mark Methods of Attempt.
   3. Include the details of what was communicated in history notes. For
   example,” Mailed WL letter” or “Mailed available funding letter”. If
   the letter is returned, input this information as well with the
   reason. Follow up with a phone call to the parent.
   A child should be removed from the waitlist if
   1. You have made 2 contact attempts
   2. The parent does not respond to any of the contact attempts
   3. The family is deemed ineligible for services
   4. The child is enrolled (“being served”)
   To remove a child:
     1. 
       Go to Update Waitlist Status
     2. 
       Scroll down to New Status & choose appropriate reason for removal
       example being served, not qualified etc…
     3. 
       Additional Notes should be included when a parent does not
       qualify, stating reason parent doesn’t qualify.
     4. 
       Go to main screen/page and change the status from “Active” to
       “Inactive,” this step is necessary or else the children will still
       remain actively on the wait list, even though the wait list status
       has been changed.
   When to Redetermine a Child on the Waitlist
   Children are redetermined for the waitlist at intervals no longer than
   6 months. If a family calls an FSS to see where they are on the
   waitlist, the FSS should use this opportunity to verify all
   information is still correct, and update the UWL to reflect any
   changes. When complete, click “Re-verify Now”.
   Every month, waitlist update letters should be mailed by the
   Coordinator or other designated person for families due to be
   redetermined in the following month. . If the Coordinator does not
   receive a response from the family by given due date s, a second
   contact attempt will be made by phone, email, or mailed letter, with a
   second and final deadline date provided . If no response comes from
   the family prior to the deadline the child should be removed from the
   waitlist.
   Records will be kept of the families that were contacted each month to
   re-verify UWL information. Each family will receive requests for
   redetermination at minimum every six months.
   Helpful Waitlist Reports Coordinators Should Use (From the UWL)
   New Applications by Date Range
   This report lists all parents who have entered their information on
   the SPE themselves. It is best to check this report at least biweekly.
   1. The beginning date range used should be 1-1-01. For the end date,
   enter today’s date.
   2. Open the file of applicants & verify they qualify. If it appears
   they do not qualify, contact the parent to discuss. Do not remove
   before verifying what the parent entered is accurate & explaining to
   the parent why they are not eligible.
   3. Check EFS to see if the family is already enrolled.
   4. Update the waitlist status, whether or not they qualify.
   Duplicate Report
   This report lists all children who appear on the waitlist more than
   once. It is best to check this list at least monthly, prior to
   submitting waitlist data for inclusion on the monthly snapshot report.
   When checking the report, verify the address. Sometimes a child shows
   up twice because they applied for services in 2 different counties. If
   this happens, verify the county in which the family lives by calling
   the parent.
   Key Tools in SPE for Maintaining the Wait List
   Name
   Purpose
   Location in SPE
   Wait List Reports by Coalition
   Official OEL Wait List Numbers by Coalition. These are run on the last
   day of the month and do not change until the last day of the next
   month. These are the official numbers that OEL Leadership is using.
   Under Reports:
   My Folders
   Favorites
   WL by Coalition
   Wait List Reports by County
   Official OEL Wait List Numbers by County. These are run on the last
   day of the month and do not change until the last day of the next
   month. These are the official numbers that OEL Leadership is using.
   Under Reports:
   My Folders
   Favorites
   WL by County
   Wait List by Referral Category by Age
   Used to identify the current active wait list cases. Can be used to
   screen for children that are too old to be on the wait list. Also
   gives a raw count of children waiting for care.
   Under Reports:
   Public Folders
   Standard Reports
   Wait List by Redetermination Date
   Used to identify upcoming wait list redeterminations or to determine
   which cased have past due redetermination dates and are subject to
   removal from the wait list. Note: The number of children on the Wait
   List by Referral Category by Age report less the number of children
   with past due redetermination dates on the Wait List by
   Redetermination Date report should be close to the official OEL
   numbers. Timing will cause some differences in the numbers.
   Under Reports:
   Public Folders
   Standard Reports
   “Coalition Name” – Redetermination Letter
   Used to notify parents with upcoming wait list redetermination dates
   that they need to take action or be terminated from the wait list.
   Letter is designed to use a #10 Window Envelope.
   Under Reports:
   My Folders
   Favorites
   Wait List Auto Termination Update
   Used to terminate children from the wait list based on redetermination
   date.
   Main Menu
   Wait List Auto Termination
   Changes/Revisions:
   Date of Change/Revision
   Person Making Change/Revision
   Change/Revision
   5.1.09
   L. Serlo
   Specified Staff Responsibilities
   4.5.10
   A. Verez
   Replaced HS Family Support Service Coordinator to Manager of Community
   Services.
   Specified UWL Head Start on #2 pg. 4.
   Made the Monthly Reconciliation of CNBB Head Start Ranking List a
   separate policy from the entire WL policy & procedures.
   Removed the procedures for Monthly Reconciliation of CNBB head Start
   Ranking List from this policy. Removed: “If the child should not be on
   the UWL because he/she has since been enrolled, found ineligible or is
   not longer interested, then the Manager of Community Services will
   communicate that to the R&R Coordinator and the child will be removed
   from the UWL.
   From no. 4
   9.23.11
   JM
   Replaced Head Start Manager of Comm Serv with Family Services
   Coordinator (FSC). Added Clay County as an Early Head Start site
   option.
   7/14/12
   B. Spangler
   Formatted policy to reflect current procedure. Also awaiting response
   from STJ FSC regarding HS question.
   4/5/13
   J. Matusko
   Removed section titled: Monthly Reconciliation of CNBB Head Start
   Ranking List
   Added under Procedures #3, (F) that a copy of SRF27 Waitlist
   Application/Head Start Referral Form will be used to refer. Also added
   under Procedures Nos. #5 & #6
   4/8/13
   B. Spangler
   Added RCMA information throughout policy
   9/12/13
   B. Spangler
   Updated priorities of services and added note about CCPP waitlist
   should only be used for St. Johns County.
   10/17/13
   B. Spangler
   Updated CCPP section removing requirement of listing CCPP in the
   address line. Updated process for CCPP clients and clients over 150%
   of the FPL. I also revised the UWL contact process on what types of
   attempts should be made and when.
   9/30/14
   B. Spangler
   Updated wording throughout the policy. Added step by step enrollment
   procedures, key tools, and updated the number and types of contact
   attempts.
   02/13/15
   B. Spangler
   Updated the frequency of meetings with Head Start/RCMA Staff; changed
   the number of contact attempts from 3 to 2; updated steps to removing
   a child from the waitlist;
   7
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