
Instructions for ECEAP Contractors - Child Enrollment Form (CEF)
· These instructions are not intended for parents. 
· There are several versions of the CEF available at www.del.wa.gov/publications/eceap/default.aspx.   
· The 2010 CEF is valid for the 2011-12 school year. 
· Forms are available in English, Spanish, Somali, Vietnamese and Russian.

· If you prefer to type in responses, use the “type-in” form, then print for signatures. 

· If you prefer to write on a hard copy, download and print the “handwriting” version.
· If the printed version is more than two pages, try readjusting the margins.
· You may customize the CEF, adding or rearranging items, as long as you collect the required information on the original. 
· If you send the CEF to parents to complete, send only page one. 
· You may also send the sample “Family Income Form” if you want an income estimate. 
· Page two is intended for staff use when they verify income.  
· Have parents sign the form after staff verify income. 

· Enter CEF information into the ECEAP Management System (EMS) for all enrolled children by the following deadlines, so that DEL can report accurate enrollment rates to legislators and others. 
· By October 15, enter a minimum of children’s names, birthdates, their site and class codes and class start date for all funded slots.

· By November 15, complete data entry for children whose partial data was entered.
· For children who enroll after October 15, enter complete child data within five days of enrollment. 
· You may enter CEFs for children on your wait list, then change their Placement data when they are assigned a class.
Page 1  
· Page 1 may be completed independently by a parent, or by staff while interviewing a parent.
· “Parent” means biological, adoptive or step-parent, foster parent or guardian.

#10
An IEP is an Individualized Education Program developed by a school district, after the child qualifies for special education services. 
· If a child has an IEP, select #10 – Child is currently on an IEP, then determine the family income and select either #25 or #26.
· Select #26 – Income eligible, if a child on an IEP is from a family at or below 110% FPL.
· Select #25 -- Eligible - Child is qualified for special education services by their school district, if a child on an IEP is from a family over 110% FPL.  
· When #25 is selected, you must always check #10, also. 

#11
Homelessness is defined by the McKinney-Vento Homeless Assistance Act at www.serve.org/nche/definition.php and includes families temporarily living with relatives.

#12
Check all that apply. For example, for a child living with a single foster parent, check “single parent” and “a foster care family.”
#13
Check this item if the child attends child care at the same site or with a different provider outside of “ECEAP” hours. 

· Check “On Working Connections Child Care subsidy” if the child’s care is paid by the regular DSHS child care subsidy program. 
· Check “Other child care subsidy” if the child’s care is paid by a different government program such as migrant/seasonal child care subsidy or city subsidies.

#14
A “medical home” is a physician or place where the child is known and receives follow-up care as necessary.

#15
Medical coupons may include Medicaid or Medicare. The family may have a card rather than coupons.  For Washington Basic Health Plus, check Washington Basic Health.
#16
Well-child exam means a medical exam that addresses the Early Periodic Screening, Diagnosis, and Treatment (EPSDT) guidelines for the 

child’s age. See these guidelines at www.hrsa.gov/epsdt.  
#17
A “dental home” is a physician or place where the child is known and receives follow-up care as necessary.

#18
ABCD is the Access to Baby and Child Dentistry program operating in some Washington counties. For ECEAP purposes, dental screening 


through ABCD must be conducted by a dental hygienist or dentist.  See www.abcd-dental.org. 

#20
ECEAP Contractors must read each child’s DOH immunization form and correct a parent’s response to this item, if appropriate.

#21
Families who enter Hispanic/Latino ethnicity frequently have difficulty choosing a racial category. If no other category applies, enter 
“Some other race.” This will match the 2010 census data. Parents, including guardians, are the best source of information for their child’s race and ethnicity. However, it is optional for families to contribute this information. If this information is not provided by parents, review the enrollment form with them and inform them that observer-identification of the child’s ethnicity and race is used if we do not have information from parents. Observer identification can be based in part on first-hand knowledge about the child, family, or community or the student’s or parent’s country of birth, home language or preferred language. Missing data are to be avoided.
#23
Check all applicable items for #23. 
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· Page 2 is completed by ECEAP staff when they verify eligibility.

· Parents and staff sign page 2 after eligibility is verified. 
Eligibility 

#24
If a child is returning from last year:

· On the paper form, page 2, do one of these:

· Select #24. Complete the class placement and sign the bottom of the form. Or, 
· Choose to select new eligibility criteria (#25-27) for the second year, to improve statistics and avoid exceeding over-income limit:

· If the family was over-income last year, but is not this year. 
· If the child has a new IEP and is over-income. 

· If the family now receives a TANF cash grant.

· If the child is now in foster care.

· In EMS -- First, roll forward last year’s CEF. To do this:

· Select the prior year on the Program Year tab.

· Select CEF/Data Entry, find the child’s record, then click on the icon that looks like a hand writing on a piece of paper. 
· This will automatically copy the child fields to the new year.  
· Then, update all data from the new paper form. 

· See above, regarding which eligibility criteria to choose.

#25          If you select #25:

· You must also check #10 - Child is currently on an IEP.

· You must enter the “Family size” and “Annual income $.”  This income information does not impact eligibility, however, the income information is required so that we can report program-wide income statistics. Therefore, you must verify income according to ECEAP Performance Standard B-14. A signed parent statement may be used as a last resort.
#26 
Check this box if the child qualifies by income, then check one subcategory:

a. TANF cash grant.

b. foster care grant.

c. Qualifies by annual income 
d. Qualifies by monthly income. 
· Monthly income only qualifies in certain circumstances. See 2010 ECEAP Performance Standards, Section B-13. 

· If selecting d. monthly income, you must also verify and enter the annual income. 
· Do not calculate the monthly income times 12 for the annual income.
#27
Check this box if the family income is above 110% FPL, the child is not on an IEP, and other risk factors apply. Check either developmental or environmental risk, and describe the risk factor. See 2010 ECEAP Performance Standards, Section B-13.
Placement

· Check “waitlisted” if you verified eligibility and are either not ready to assign the child to a class or there is not space at this time.

· It is optional to enter children on waiting lists in EMS. 

· To move a waitlisted child to active enrollment, simply uncheck the waitlisted box, save the record, and then check “Assigned to class.” 

· DEL counts your waiting lists based on the number you entered in the Monthly Reports, not from the CEF. 

· “Prioritization rating” is an optional place to enter the eligibility points for this child. 

· To assign a child to a class, enter the site and class names or EMS codes. In EMS, select the site and class codes from the drop down menu.
· Enter the first day you expect the child to attend class. 
· If the child starts on a different day, correct this in EMS.
· Enter the name of the Family Support staff working directly with this family. In EMS, choose from the drop-down menu. 

· Check whether this person is a Family Support Specialist under ECEAP Performance Standards C-10 & 11 or a Family Support Aide under C-12 & 13. 

· To exit a child mid-year, enter the child’s “last day attended.”
· Children enrolled on the last class day of the school year will be automatically exited.
· Mark “Child never attended class” if the child was eligible for ECEAP and never attended class.
Transfers/Returns

· Use this section if a child moves from one site or class to another, or if a child exits then returns later that same year. 

Signature of Staff

· Sign here after you have reviewed documentation and verified this child’s eligibility for ECEAP.

· In some cases, such as homelessness, the child may start class before verification and signature is completed. See 2010 ECEAP Performance Standards, Section B-14.
Signature of Parent

· The parent signs here AFTER  staff verify eligibility and sign the form. 
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