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Call Logistics
▪ Welcome 

▪ Interactive session with discussion

▪ Slides available in chat box

▪ For questions to panelists, use Q&A box

▪ For thoughts to share with the group, use 
Chat box

▪ For tech or registration issues contact 
Theresa Campisi at tcampisi@wrma.com

mailto:tcampisi@wrma.com


3

Introductions

Maggie Quinn

Associate Deputy Director

Rebecca Shaw

Program Specialist

Sarah Esty

Senior Advisor

National Center on Subsidy Innovation and Accountability

Ann Renaud Avila

Subject Matter Expert 

Manager

Jennà Williams

Program Integrity and 

Accountability Lead

Michael McKenzie

Program Integrity and 

Accountability SME
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Agenda

▪ Purpose of the guide

▪ Contents of the guide

▪ CCDF eligibility flexibilities 

▪ Maintaining program integrity 

▪ Final questions and answers/wrap-up 
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Simplified 
Application 
Guide and 
Model 
Application
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The child care assistance application process is 
often challenging for families in need

“I wish child care was as easy as SNAP. Child care is the hardest application I 
filled out.”

“When I did the application, I needed the child care right away. The most 
difficult part was just waiting just to see if you got approved, because 
you’re dependent on it, something you really need.”

Source: Family interviews conducted in 2022
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When families need care, the experience of 
accessing subsidies can be…

Hard

• Long, complicated application form that asks 
unnecessary or confusing questions

• Paper-based application process requiring mail or 
fax, or online but only works on a desktop

• Different applications for every program

• Need to assemble lots of documents to prove 
identity, income, work hours, and re-submit to 
every program

• Have to do your own search or rely on social 
networks to find out what programs exist

• On your own to manage deadlines and make sure 
you’ve completed every step of the process

OR

Easy

• Short, simple, plain-language application form, 
tested with real users to be understandable

• Mobile-friendly application with photo upload 
for documents, works on low bandwidths

• One application for many programs

• Minimal documents required to apply, shared 
across programs so you only submit and verify 
once

• Easy tools to find out what programs exist that 
you might qualify for

• Proactive outreach notifying you of programs 
that might help and upcoming deadlines/steps 
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Streamlining application processes benefits 
families, caseworkers, and programs

“Family-friendly policies not only benefit families but 
can promote the integrity of the program. In general, 
streamlined eligibility processes are less difficult to 
administer. 

Eliminating complex rules and eligibility practices 
reduces administrative workload burden….Lead 
Agencies with less complex eligibility processes 
generally have fewer administrative errors than those 
with complex program rules and practices.”

NCSIA Brief: 
Family Friendly Policies 

https://childcareta.acf.hhs.gov/sites/default/files/public/family-friendly_policies_updated_brief.pdf#:~:text=Family-friendly%20policies%20are%20the%20laws%20and%20regulations%20that,CCDF%20goals%20and%20are%20examples%20of%20family-friendly%20policies.
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Overview: Guide to creating a family-friendly 
child care application process

▪ How to define, collect and verify eligibility information, 
including a model end-to-end application that is federally 
compliant

▪ Practical changes that you can consider making to the 
required questions, accepted documents, form layout and 
flow, and verification process to reduce burden

https://childcareta.acf.hhs.gov/full-model-application


10

Making of the Guide

▪ Joint effort between OCC and the US Digital Service (part of the Office of 
Management and Budget), informed by: 

• Interviews with families participating in CCDF, as well as state and 
territorial staff

• Best practices from across the country, collected in collaboration with 
Regional Program Managers 

▪ Reviewed all federal requirements in detail, in collaboration with OCC 
Policy and Program Integrity staff 

▪ Applied design principles from US Digital Service best practices
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Research and behind the guide

▪ 14 states and territories across child care and Pre-K programs: (NY, VT, 
CA, NJ, MA, IL, AR, AL, MI, CT, MN, PR, AK, MO)

▪ 6 child care providers

▪ 4 Regional Offices

▪ 10 families that applied for the child care benefit within the last 1-2 
years (states represented: AK, AL, FL, IA, MI, MN, MO, OK, SD, and TN)

▪ Teams across HHS (OCC, ASPE, OPRE)

▪ Advocacy groups, CCR&Rs, nonprofits, policy experts 
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Contents of the Guide

What’s included in the Guide?

1. Defining, collecting, and 
verifying eligibility information

2. Guidelines for designing a 
successful application

3. Making changes while 
maintaining program integrity
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1. Defining, collecting, and verifying eligibility 
information

Learn what information to capture for 

key pieces of the application, methods 

of verifying that information, how to 

define key terms in ways that reduce 

burden, and example screens.

Sections

❑Applicant’s information

❑Children’s information

❑Protective services

❑Working and income

❑Attending an educational program

❑Family composition

❑Family assets

❑Documentation upload

❑Full model application

❑Understanding federal eligibility requirements
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2. Designing a successful application

Learn about best practices to 
help you create an online 
application that is easy to use 
for families

https://childcareta.acf.hhs.gov/guidelines-designing-successful-online-application#:~:text=Guidelines%20for%20designing%20a%20successful%20online%20application%201,Ensure%20your%20application%20is%20online%20and%20mobile-friendly%20
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3. Making changes while maintaining program 
integrity

Guidance on implementing new 
family friendly practices in a way 
that will continue to maintain 
the integrity of the child care 
assistance program. 

https://childcareta.acf.hhs.gov/making-changes-while-maintaining-program-integrity#:~:text=Create%20an%20access%20and%20integrity%20scorecard%20In%20order,Agencies%20in%20understanding%20the%20balance%20achieved%20over%20time.
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Full model application
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Audience for the guide

▪ CCDF state and territorial agency administrators and their 
staff (Lead Agencies)

▪Other state and local government officials who are involved 
in setting local eligibility requirements and making program 
process revisions.

▪ Vendors and contractors working with CCDF Lead Agencies 
to administer their child care assistance program

This guide is not intended to be used directly by families.
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Sources of burden

▪ There are many potential sources of burden when completing a 
child care assistance application:

• Time spent completing an application

• Time spent collecting and submitting required documents

• Confusing web interfaces

• In-person interviews

• Follow-ups to correct errors or supply additional information

▪ Family-friendly policies not only benefit families but can promote 
the integrity of the program. In general, streamlined eligibility 
processes are less difficult to administer. Eliminating complex rules 
and eligibility practices reduces administrative workload burden.



19

Eligibility requirements present a major 
opportunity to make the application process easier

▪ Within existing federal requirements, Lead Agencies have 
significant flexibility to define eligibility requirements and 
priority rules, and to set policies for how applicants submit 
information and caseworkers verify that information. 
Choices here can make it much easier or harder for 
applicants to comply.

▪ Key requirements that Lead Agencies can shape include:
• How to define household 
• How to define income
• Need for care (work and educational activities)
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Defining income

▪ Federal law requires that family income be under 85% of SMI

▪ Lead agencies determine what to include and exclude in the 
calculation of family income

▪ This is often the most burdensome part of the child care 
application 

▪ Lead agencies can simplify the definition of income by: 
• Including earned income (money received from employment)

• Excluding money from public benefit programs and child support 
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Verifying income

▪ Can accept tax documents, bank statements, employer letters, 
and digital copies of pay stubs to verify income

▪ To reduce burden, limit the number of pay stubs required
▪ Use information from other programs to verify 
▪ Can accept the following to verify self-employment 

(gig work, independent contracts, etc. )
• Payment receipts
• Contracts
• Bank statements
• Profit/loss statements or self-employment ledgers

▪ Consider self-attestation where other documentation is not 
available

North Carolina:
For families receiving 
SNAP, a review of the 

information contained in 
NC FAST is used for 
income verification
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Defining, collecting, and verifying 
Protective Services

▪ Under federal rules, parents are not required to 
work or attend school when their child qualifies 
for protective services. Lead agencies can also 
waive income requirements. 

▪ Protective services is not defined in the final rule 
and lead agencies can define in a way that best 
serves their community 

▪ Defining protective services to cover a range of 
vulnerable populations allows Lead Agencies to 
make the process easier for families with extra 
burdens to complete the application (like families 
experiencing homelessness)
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Examples of populations that Lead Agencies 
currently include under protective services:
• Children with very low incomes
• Children with special needs
• Children experiencing homelessness
• Children who have been abused, 

neglected, or exploited
• Children with parents participating in 

addiction recovery programs
• Families impacted by a state or federal 

disaster
• Teen parents
• Children being cared for by grandparents
• Children who are in foster care

• Families at risk of entering state protective 
services

• Families with essential workers
• Families experiencing domestic violence
• Families participating in or transitioning 

from TANF
• Children of adults with a disability
• Families experiencing a military 

deployment
• Families with adults who are searching for 

a job
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Defining and verifying working

▪ Lead agencies can include a broad range of activities in the 
definition of working, with no minimum number of work 
hours required

Wisconsin: Includes regular employment, self-employment, employer-sponsored training, 
apprenticeships, sheltered employment, and participation in programs such as AmeriCorps. 
The Lead Agency does not stipulate a minimum number of work hours required for eligibility 
purposes.
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Defining, collecting, and verifying family 
composition
▪ A child care assistance application must 

capture information about the child who 
needs care and any parents residing in the 
home. Beyond this, there are no CCDF federal 
requirements that prescribe how a family unit 
must be defined.

▪ Lead agencies can simplify the process by only 
requiring that applicants provide information 
about parents residing in the home

▪ For extended households, requiring 
information for all adults (such as roommates 
and non-parents) can cause significant burden

Massachusetts: For purposes of determining 
eligibility for subsidized child care, a family is 
defined as one of the following: (a) Parents and 
their dependent children and any dependent 
relatives who reside in the same household; or (b) 
a young parent and his or her child(ren) who 
reside in the same household.
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Family assets

▪ The CCDF rule at 45 CFR 
98.20(a)(2)(ii) requires that a 
family member certify that family 
assets do not exceed $1,000,000. 

▪No additional documentation or 
verification should be required.

▪Noting that this question is a 
federal requirement that doesn’t 
apply to most people can make 
the question less confusing
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(Optional) Questions for 801 Reporting

▪ The “Full Model Application” includes optional 
screens to capture additional information for 
801 reporting purposes

• All questions are optional for applicants

• The Full Model Application includes these questions at 
the end. Including them at the end better communicates 
that answering them is optional and will not impact 
eligibility.

▪ Including these creates additional barriers for 
families applying. If you are able to add these 
questions as part of processes that occur after 
eligibility determination, OCC strongly 
recommends doing so.
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Design best practices

1. Make the application layout simple and accessible

2. Use plain language

3. Personalize the application and make it interactive

4. Ensure the application is online and mobile friendly

Michigan: The MiBridges platform allows applicants to 
apply for six programs at once, uses color and whitespace 
to create a clean layout, is mobile-optimized, and includes 
text message reminders and updates.
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Full Model Application incorporates design best 
practices
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Help with implementation
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Improving 
Program 
Integrity and 
Access  
Together
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Family Friendly Policies Brief

Family-friendly policies not only benefit families but can promote the integrity of 
the program. In general, streamlined eligibility processes are less difficult to
administer, and reduce administrative workload burden. Simplifying eligibility 
processes can improve Lead Agency’s compliance with their own rules along with 
federal requirements. CCDF error measures demonstrate that Lead Agencies with 
less complex eligibility processes have fewer administrative errors than those
with complex program rules and practices. Parents and providers may be more
likely to comply with program rules and procedures that are easy to understand 
and require less effort to complete. Additionally, reduced administrative burden
brings opportunities to allocate staff and resources to activities that increase
program integrity and support program goals.

“

”
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Effective Internal Control Activities

Changes may increase risk, but 
internal controls reduce 
improper payments, fraud, 
waste, and abuse 

Control activities include 
responsive information 
systems, internal policies, and 
procedures that respond to 
risks 
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Internal Control Strategies
Organized Staffing Structure

Develop staff job duties and staffing structure to ensure proper oversight, segregation of duties, and checks and balances. 

Conduct Internal Assessments

Conduct internal assessment of the Lead Agency’s policies to ensure compliance with federal and state requirements.

Implement Quality Reviews

Separate second-level review process for eligibility determinations and payments. 

Use Administrative Data

Information systems can support the Lead Agency’s program 
integrity efforts and reduce errors.

Develop red flag reports to analyze data from 
CCDF 
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Red Flag Reports
Red flag reports are developed to analyze data from CCDF clients and child care 

providers. Each report measures results and indicates if investigation is needed.

Client red flag report examples:

▪ Unusual parent schedule 

▪ Current weekly authorized hours greater than 50 

▪ Current schedules for approved parent activity 

Provider red flag examples: 

▪ Unusual payment timing; payment grouping 

▪ Provider overcapacity; child mobility

▪ Unusual revenue growth
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Supervisory/QA Review Strategies

• The quality assurance 

team conducts reviews 

of eligibility case files 

to ensure accuracy. 

• An error trends report 

is distributed to 

managers  and 

reviewed by eligibility 

supervisors monthly.

• Program accuracy specialists, 

frontline supervisors, and CCDF 

program specialists review several 

child care cases monthly and have 

monthly meetings to discuss 

trends in errors, policies, and 

procedures. 

• The CCDF policy unit also reviews 

trends in policy questions, which 

helps identify if additional training 

or policy/process tips are needed.

• The state continues to 
complete quality 
assurance reviews every 
year even when the state 
is not on cycle for federal 
reviews. 

• The case reviews are 
conducted in the same 
manner as they are 
during the on-cycle 
period.
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Data Sharing

• Matching between submitted information and documents and existing data – or 

replacing new submissions with already existing and validated data

• Data matching allows for detection – or prevention – of inconsistencies between 
participant or provider information.

• Sources for information can include:

TANF, SNAP, and Medicaid Child support enforcement
Public Assistance Reporting Information System (PARIS) Motor vehicle registration
EHS/HS/PreK Vital statistics
Social Security Administration Non-public organizations/agencies
Labor and unemployment compensation
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Data Processing Approach

Define goals and outline objectives

Data collection

Data analysis

Data evaluation
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Data Collection

Existing/New Internal/External

Data Use Agreement Automated/Manual

Qualitative/Quantitative
If you don’t have the 
data, what’s your plan 
to get it?

PI Tip: Data use agreements should include the reason for the request, points of contacts, data points, 
frequency, delivery method, assurances to safeguard the data and overall term. It is good practice to 
summarize informal agreements via email for documentation purposes.
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Data Analysis

A simple spreadsheet 
equips you with helpful 
information, leading to 
significant results.

Spreadsheet Key Tips:

▪ Organize your data files.

▪ Develop a master spreadsheet with a tab for 
each metric.

▪ Customize each tab with relevant fields; 
remember to show trends over time; you will 
need a date field (e.g., Jan. 2022, 2022 – Q1, 
2022).

▪ Document your approach to ensure it’s 
systematic, consistent, and promotes 
continuity.
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Scorecard Example to Measure Burdens and 
Effectiveness

Category Sample measures

Ease of access • Average time it takes to complete an application, including locating 

documents (application burden).

• Percent of people that start an application but do not complete it 

(abandon rate).

Timeliness of 
determinations

• Average time it takes an application to be adjudicated once submitted 

(eligibility decision timeliness). 

• Percent of applications that require additional documentation  

(verification delays).

Program integrity • Percentage of denials,  categorized by reason (Denials)

• Percent of cases resulting in payment errors, categorized by intentional 

violations, administrative errors, and family errors (Payment Errors)
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Why Measuring Success is Critical

Understanding your data and 
developing meaningful measures are 
key to the success of your program! 

Benefits:

Identifies 
areas for 
process 
improvement.

Demonstrates 
due diligence; 
builds public 
trust and buy-
in.

Keeps you 
informed of 
trends allowing 
you to be 
proactive. 

Better serves 
your 
community.
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Let’s Talk About It
▪ What changes have you

made to your application
process to make it easier for
families?

▪ What is your “go-to” fraud
prevention and detection
strategy?

▪ Do you use a Scorecard for
evaluating any of your CCDF
initiatives?
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Useful
Resources
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Useful Resources

1. Creating a family-friendly child care assistance application guide
https://childcareta.acf.hhs.gov/creating-family-friendly-child-care-assistance-application

2. Model CCDF Application
https://childcareta.acf.hhs.gov/full-model-application

3. Grantee Internal Controls Self-Assessment Instrument
https://childcareta.acf.hhs.gov/resource/grantee-internal-controls-self-assessment-instrument-0

4. National Center on Subsidy Innovation and Accountability Program Integrity Resources
https://childcareta.acf.hhs.gov/resource/ncsia-program-integrity-resources

https://childcareta.acf.hhs.gov/ccdf-fraud-toolkit-and-instructions
https://childcareta.acf.hhs.gov/full-model-application
https://childcareta.acf.hhs.gov/resource/grantee-internal-controls-self-assessment-instrument-0
https://childcareta.acf.hhs.gov/resource/ncsia-program-integrity-resources
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Wrap it Up

▪ Complete the evaluation at the end of
this webinar to help us tailor future
webinars based on your needs.

▪ Technical assistance is available upon
request through your regional office.

▪ Next Program Integrity Webinar:

• What topic do you want to hear about next?
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