CCSP SUPPORTING DOCUMENTATION GUIDELINES 2018 - 2019
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Please be aware, that you are not required to attach Social Welfare
documents or medical cards/GP visit cards when submitting a
CCSP registration.

Pobal will check this eligibility by other means. However, following
Pobal’s checks, aregistration may be awarded a lower band than
was requested. We will then advise you to submit eligibility
documents. The guide below provides the criteria which must be
met, for these eligibility documents to be accepted by Pobal.



HOW TO GUIDE
CCSP ELIGIBILITY 2018/19

To be read in conjunction with Rules for DCYA Childcare Funding Programmes 2018/19.

The table on page 41 of the Rules for DCYA Childcare Funding Programmes 2018/19 outlines the CCSP
eligibility criteria for Bands A, AJ, B and D. The list of Social Welfare payments under Band A/AJ in the
table is not exhaustive. A valid Medical Card is required with Band A and Band AJ payments.

The following How to Guide provides information on the documents that provide evidence of eligibility
for CCSP.

Notes on Department of Employment Affairs & Social Protection (DEASP) documentation

Date Document is Created

DEASP eligibility documents must be dated no earlier than 1 month prior to the childcare start date.
For example, if the childcare start date is 20/08/2018, then the document cannot be dated earlier than
20/07/2018.

CCSP Eligibility Window

Eligibility documents must provide evidence that the parent was in receipt of the allowance in the
period within one month prior to the childcare start date up to and including the week of the
childcare start date. In the remainder of this document, this period will be referred to as the eligibility
window.

For example, if the childcare start date is 20/08/2018, then the document must provide evidence that
the parent was in receipt of the allowance in the eligibility window period from 20/07/2018 to
26/08/2018.

Social Welfare Payment

There are many different documents provided by the DEASP regarding social welfare
payments/allowances. In general, they should meet the following criteria:

- The document is dated (i.e. the date the document was produced)

- The name and PPSN on the document matches the parent details on the child registration

o Forexample, if the father is in receipt of the allowance and the mother is a dependent
on the claim, then the father must be entered onto the registration.
- The name of the allowance is stated
- Confirmation is given that the parent was eligible for the allowance on a specific date or for
an unbroken period between 2 dates.

Some examples of the common types of documents and the criteria they must meet are given below.

Summary of Payments
Pobal recommends that a Summary of Payments is requested by the parent on the DEASP website.

A service can support the parent in submitting the request. In this way, the service can ensure that a
summary is requested for the correct dates (i.e. for the eligibility window).
A service should never submit an online request for a parent.

Links to the request form are given below. There is a separate form for Jobseekers Allowance/Benefit
and all other allowances.

To request a statement for Jobseekers Benefit or Jobseeker Allowance follow this link:
https://www.welfare.ie/en/Pages/secure/StatementOfJAJB.aspx



https://www.welfare.ie/en/Pages/secure/StatementOfJAJB.aspx

The online application is as follows.

For the field “What period do you want your statement to cover”, enter the dates of the eligibility
window.

In the example below, the registration has a start date of 20/08/2018. Therefore, the parent is
requesting a statement for the period 20/07/2018 to 26/08/2018.

What is your county? Carlow e
What is your office? Intrec Centre Carlow i
What is your Personal Public Services (42345678 T

Number (PPSN)? T

What is your first name? MName

What is your surname? Surname

Address: Street, Town, County

(max 250 characters)

What is your date of birth? (dd/mm/yyyy)  01/01/1975

What is your mother's birth surname? Sumame
What is your telephone number? 086
| want a statement of my: Jobseekers Benefit s

What period do you want your statement to 20/07/2018 to 26/08/2018
cover?
(e.g. 2012, 2011, March 2010, etc.)

| Submit | | Cancel

To request a statement for certain other allowances follow this link:
https://www.welfare.ie/en/Pages/secure/OnlineStatementRequest.aspx

The online application is as follows.

For the field “What per do you want your statement to cover”, enter the dates of the eligibility
window.

In the example below, the registration has a start date of 20/08/2018. Therefore, the parent is
requesting a statement for the period 20/08/2018 to 26/08/2018.

What is your Personal Public i1234567A
Services Number (PPSN)?

What Type of payment are you Family Income Supplement ~
getting from this Department?

For which year do you need a 20/08/2018 to 26/08/2015
statement?

(=.g9. 2009, 2008)
Why do you want a statement? For Other Purposes 7

If your payment does not appear on the list, please contact the relevant section of the Departmentto request your
statement.

| Submit | Cancel

A statement is available for the following allowances:

Blind pension One parent family payment

Carers allowance & carers benefit State pension

Disability allowance & disability benefit Widow(er)’s or surviving civil partners pension
Iliness benefit Family income supplement

Invalidity pension
For other eligible allowances, a different document must be provided (see further below for examples)
An example of the Summary of Payments that will be posted to the parent is given below.


https://www.welfare.ie/en/Pages/secure/OnlineStatementRequest.aspx

Ensure:
- Toscan and attach all pages. This is usually a 2 page document
- The letter is dated no earlier than 1 month prior to the childcare start date
- The name and PPSN on the letter matches the parent details on the child registration
- Both the “from” and “to” dates are within the eligibility window
- The name of the allowance is stated in the “scheme” column
- A payment amount appears in the “total paid during period” column
o If no payment amount appears, then request a summary for a broader date range, ensuring
that both dates are still within the eligibility window.
o Do not blank out the payment amount as we need confirmation payment was received.
NOTE: All pages must be submitted (including the cover page).

In this example, the registration has a start date of 01/05/2017.

Therefore the eligibility window is 01/04/2017 to 07/05/2017.

In the summary of payment, the “from” date (01/05/2017) and “to” date (06/05/2017) are within the eligibility
window.

The name on the letter matches the The PPSN on the letter matches the
parent name on the child parent PPSN on the child
registration. registration.

Summary of Payments Recelved by: Ms

Both the “from” and PPSN
“to” dates are within Period From: 01/05/2017 To: 06/05/2017
the eligibility window

Scheme: Total paid during period:
:

Child Benefnt

Total Amount Paid fore |

The name of the allowance is stated ]

A payment amount is given ]




Receipt for Payment
The receipt received with the payment can be submitted.
Ensure
- The name on the receipt matches the parent name on the child registration
- The final characters visible on the PPSN match the parent PPSN on the child registration. The
first 4 digits of the parent PPSN have been blocked out
- The name of the allowance is stated
- The pay period is stated and at least one date is within the eligibility window

In this example, the registration has a start date of 28/08/2017.
Therefore the eligibility window is 28/07/2017 to 03/09/2017.

The name on the receipt matches
the parent name on the child
registration.

The PPSN on the
receipt matches the
parent PPSN on the
child registration.

-
The name of the

allowance is stated

-

The pay period is
stated and at least
one date is within the
eligibility window

Letter from local DEASP office
Ensure:
- The letter is on headed paper
- The letter is dated no earlier than 1 month prior to the childcare start date
- The name and PPSN on the letter matches the parent details on the child registration
- The name of the allowance is stated
- Confirmation is given that the parent was eligible for the allowance on a specific date or for
an unbroken period between 2 dates.
o If a specific date is given, then this date must be within the eligibility window.
o If a range of dates is given, then the allowance must be awarded for an unbroken
period between these dates. One of these dates must be within the eligibility window.
- The letter must be signed and stamped by the DEASP officer



In this example, the registration has a start date of 21/08/2017. Therefore the eligibility window is
21/07/2017 to 27/08/2017.

The PPSN on the letter matches the
parent PPSN on the child registration.
[fare Local Office

Oifig Ainiil Leasa Shéisial
Abbey Buildings

Foirgnimh MNa Mainistreach

Bdthar Na Mainistreach Abbey Road
Fevaggy =

gl PPS Number Navan

Co. Na Mi. Co. Meath,

B 046-9003000  &: 046-9073322

The name on the letter matches the

parent name on the child The letter is on headed paper ]

registration.
J

“Currently” in receipt i.e. in receipt as at the date the
letter was produced. In this case the parent is in receipt
as at 21/08/2017. This date is within the eligibility

window.

To whom it may concern,

T i i i hy § 1
The client listed abave is currently in receipt pf a Disability Allowance, details below:

Disability Allowance for The name of the allowance is stated ]

Disability Allowance Awarded and Paying from 8/11,/2016

“Awarded from 08/11/2016”. Therefore the allowance is awarded
from 08/11/2016 to 21/08/2017. This is an unbroken period and
one of the dates is within the eligibility window.

Regards,

Sacial Welfare

Abbey Buildings

The letter is signed

Abbey Road

Navan
Co Meath The letter is stamped

The letter is dated no earlier

than 1 month prior to the

childcare start date

|'-‘__
irbhisi Fostaiochta agus Tacaiochta
An Rorm Colmircs Béisialal
Depertrnent of Sockal Prolechon

wodoyment and Support Services



Employment Programme

To confirm eligibility relating to a work programme, a letter from the employer is needed. This relates

to

Community Employment Scheme
Rural Social Scheme

TUS

Part-time Job Incentive Scheme
Gateway

The letter is on headed paper

The letter is dated. Ensure letter is not dated earlier than 1 month prior to childcare start date.
The letter is signed and stamped by the employer

The parent name and PPSN on the letter matches the parent details on the child registration
The name of the work programme is stated

The letter should give the start and end dates of the work programme.

CCSP Verification Form
To be used where any of the following apply during the eligibility window

Parent is in receipt of maternity benefit from DEASP
Parent is partaking in

o Youth Employment Support Scheme

o Springboard Course

o ETB/Solas Training allowance
Parent is attending secondary school

No Band is automatically applied to those parents on Maternity Benefit, partaking in a Springboard
course or a Youth Employment Support Scheme, or in receipt of the ETB/SOLAS Training Allowance
during the eligibility window. The appropriate Band will be based on the DEASP allowance received
immediately prior to the course/training/benefit.

Ensure:

The childcare start date is entered onto the form. This is the only part of the form that the
parent/service should complete
The parent name and PPSN is entered by the DEASP officer or school principal.
o The name and PPSN matches the parent details on the child registration
The relevant option is ticked by the DEASP officer (option 1 or 2) or school principal (option 3)
o Under option 1, the DEASP officer enters the start and end date of the maternity
benefit and enters the allowance the parent was in receipt of immediately prior to
starting maternity benefit
o Under option 2, the DEASP officer ticks the appropriate scheme/course/allowance.
The DEASP officer ticks or enters the allowance the parent was in receipt of
immediately prior to starting the selected scheme/course/allowance
The form is signed, stamped and dated by the DEASP officer or school principal.



Service enter childcare
start date

PROTECTION (DEASP) O CONDARY SCHOOL PRINCIPAL (WHERE APPLICABLE)
PLEASE ONLY COMPLETE THIS FORM IF DURING THE PERIOD OME MONTH PRIOR TO OR
DURING I I [child’s start date in childcare service) ANY OF THE FOLLOWING APPLY TO
YO

* Matemity Benefit payment from DEASP or;

* Youth Employment Support Scheme/Springboard Course or;

* Secondary School Student

The name and PPSN
must be entered by the
DEASP officer or school
principal. These must
match the details on the
registration

Parent (Mamie] ... s s s s s srssss snes PPSH ............
(Parenf name & PPSN must be enfered by DEASPInires Offce or School Principal)

(Place an X in One option only)

Option 1
Was in receipt of Matemity Benefit which started on and finished on
| confimm that immediately prior to Matemnity Benefit payment start date, said person was in
receipt of from the DEASP.
OR Option 2 Was partaking in a Options 1 & 2 completed by
0 vouth Employment Support Schemeld Springboard Course DEASP officer

O ETBiSolas Training Allowance

and was in receipt of one of the following immediately prior o commencing said
scheme/coursefallowance:

(Place an X in One option only)

o Jobseckers Allowance

O Jobseskers Benefit

O Supplementary Welfare Allowance
o Signing for credits

Other (please note ONLY if partaking in Youth Employment
Support Scheme /Springloard)
OR Option 3 Option 3 completed by school principal
O Was ding Secondary School (Student) ption 3 completed by school principa
Official stamp of DEASPISCHOOL
Dated ! !
Signed:
Mame of Social Welfare Officar
OF.
Signed-

Hame of School Pnneipal
This form is required fo werify the CCSP eligibility of the access subvention under the Department of
Children & Youth Affairs, Community Childcare Subwenf me.

Sign, date & stamp by DEASP
officer or school principal




TUSLA Referral

For a TUSLA referral, 2 documents are required
- Referral letter from TUSLA social worker
- TUSLA referral service declaration

For the TULSA referral letter, ensure the letter
- Is on headed paper and is dated
- Includes the child’s name and PPSN
- States the childcare start and end dates
- States if there is a service level agreement for funding or that TUSLA is paying the balance of
the childcare fee. In the case of a TUSLA referral, the parent cannot be charged a fee.
- Is signed by the TUSLA social worker

TUSLA service declaration

An Roinn Leanai

agus Gndthal Cige
\ Department of
Children and Youth Afiairs

Service Declaration — To be attached to TUSLA Referral
For Community Childcare Subvention Plus (CCSP)

/ \ - TUSLA referral: TUSLA refemral letter must be included and must indicate the

The DCYA name(s) of each child(ren) being specifically referred for CCEP “Band A" Funding. It
must also state in this letter the financial arangemernt with the service onhow the

reference; balance ofthe childcare feesis being funded by TUSLA.

name of - CCBP Service Manager: Please complete form for eachindividual child referred,
and attach via Online CCSP (PIF) Portal to the child’s completed CCSPregistration.

service; The TUSLA letter must also be included forit to be considered a valid referral.

childcare start DCYA Ref ID-

& end date;

. Name of CCSP Service:

child’s D.O.B,;

child’s PPSN CCSP Placement: Start Date:

and parent / End Date:

guardian name

Name of Child:
must match the Block letiers)
details on the ) _ _
registration on DOB of Child: - — —
PIP. . Figures Letter|z]
\ / Child PPSN ‘ | | l

The TUSLA
social worker
who signed the
referral letter,
must also sign
and date the
service
declaration.

Parent/Guardian Name
(Block letters)

Signature of TUSLA Socizl Worker: . Date:
(Block letterz)
(Please note signamre should match letter attached)

To be completed by CCSP Service:

I declare that childcare fees forthis child, who is attendingthe above-named childcare service
is being metby DCYA andthe balanceis being metby TUSLA underthe CCSP programme
asa "TUSLA Peferral’.

Signature of CCSP Service Manager: _.Date:

The service manager must sign and date the
service declaration. The manager’s name
must be the same as that specified in PIP




PHN Referral

For a PHN referral, 2 documents are required
- Referral letter from the Public Health Nurse
- PHN referral service declaration

For the PHN referral letter, ensure the letter
- Is on headed paper and is dated
- Includes the child’s name and PPSN
- States the childcare start and end dates
- Is signed by the Public Health Nurse
- If relevant, states the HSE is paying the balance of the childcare fee*. In the case of a PHN
referral, the parent cannot be charged a fee.
*In the case of a PHN referral, the childcare service may fund the balance of the childcare fee.

PHN service declaration

Cenova )

The DCYA " Children and Youth Affairs
reference; . .
! Service Declaration — To be attached to PHN Referral
name of For Community Childcare Subvention Plus (CCSP)
rvice;
se ce; - PHM (Public Hezlth Murse) referrsl: Please complete form and submit to CCS Childezre
chilacare star Service Provider. The PHIN letter and thiz Declaration must be complsted by the same PHIN
hild tart 1 5
person. The PHN letter must also be included for it to be considered a valid referral.
; - CCSP Service Manager: Pleaze complets form, and attach wiz Online CCSP (PIP) Portzl to
& end date . p
. the child’s o leted CCSP registration.
child’s D.O.B.; = comp rREirEhon
child’s PPSN DEYA ReflD:
and parent PHMN Referral made by:
Z, / (Block letters) Enter PHN name
guaraian name .
Mame of CCS5P Service: in block letters
must match the
details on the CCSP Placement: Start Date: ! !
registration on EndDate: ___ /  /
PIP. MName of Child:
\ ) (Block letters)
DOB of Child: ! !
Child FFSHM Figures Letter[s]

The PHN who
signed the
referral letter,
must also sign
the service
declaration.

Parent'Guardian Mame
(Block letters)

To be completed by HSE Public Health Nurse:

I, (signature of Public Health Murse)referthe abowve named childfor
CCSF funding according to the understanding that:

a) There is a particularneedforthis child to attend childcare without childcare fees
being a barrierto same.

by DCYA will subventthe childunder CCSF at a Band A Rate {(where eligibility criteria
has beenmet), having been referred by a HSE Public Health Murse

cy) It has been agreedthatthe HSE/Childcare Service will fundthe balance between
CCSP subvention andthis child’'s full childcare costs.

To be completed by CCSP Service:

| declare that childcare fees forthis child, who is attending the above-named childcare service
is being metby DCYA and HSE/Childcare Service underthe CCSF programme as a ‘FPHM
Referral’

Signature of CCSF Service Manager: _Date: ! !

The service manager must sign and date the service declaration.
The manager’s name must be the same as that specified in PIP

10



HSE Medical Card or GP Visit Card (6+)

Ensure the relevant card has not expired prior to the week of the childcare start date.

Pobal will check the parent and child details on the HSE database. Where the database does
not confirm the parent or child has a medical card/GPVC in the childcare start week, further
evidence must be provided by the parent.

Pobal will accept a letter from the HSE Primary Care Reimbursement Service (PCRS). This letter
must contain the parent and/or child name and PPSN. This letter must contain the card start
date and end date

Note: Letters from GPs are not acceptable evidence.

Note: GP visit card for children 0 — 6 years of age does not qualify for CCSP

Miscellaneous

For those who show proof of Supplementary Welfare Allowance please ensure it does not also
state Direct Provision as this does not entitle the parent to subvention. Direct Provision is paid
to Asylum Seekers who fall under the Department of Justice. If a DEASP document provided
to Pobal relates to Supplementary Welfare Allowance, we may ask you to provide further
evidence that it is not Direct Provision.

Parents who no longer qualify for Band A/AJ this year but who were verified as being on Band
A /AJ at the end of the previous school year will be entitled to Band D.

The opening paragraph states that the list of Social Welfare payments under Band A/AJ in the
table is not exhaustive. The following payments are not on the list on page 41 of the Rules for
DCYA Childcare Funding Programmes 2017/18, but are eligible for CCS

o Jobseekers transition payment: eligible for Band B or Band AJ with a medical card

o Job Path: eligible for Band B or Band AJ with a medical card
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