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 Field Operations Memo 2007-62 
 November 14, 2007 
 
 

To: Transitional Assistance Office Staff  
 

From:  John Augeri, Assistant Commissioner for Field Operations 
 

Re: Full-time Homeless Child Care Assistance 
 

 
 

Overview 
 
Homeless child care assistance is available to all DTA families who are 
placed into temporary emergency shelter.  These families are automatically 
eligible for homeless child care assistance through the Early Education and 
Care (EEC) Homeless Child-Care Voucher Program.  In addition to families 
placed into EA shelters, families who are placed into Domestic Violence 
(DV) shelters, substance abuse shelters and other non-EA shelters are 
automatically eligible as well. 
 
Effective December 3, 2007, EEC and DTA are authorizing full-time 
homeless child care assistance to the aforementioned families immediately 
upon entering shelter.  However, using the child care assistance is optional 
for the families.  
 
In addition to the benefit of allowing homeless children to participate in 
Early Education and Care programs, homeless child care assistance facilitates 
the family’s participation in shelter activities such as housing search, 
counseling sessions, meetings with social workers, parenting workshops and 
training sessions. 
 

 
Purpose of 
Memo 

 
This memo describes procedures to provide referrals to facilitate full-time 
homeless child care assistance to the following homeless families who are: 

• in receipt of TAFDC and EA; 
• in receipt of EA-only; and 
• TAFDC and/or EA eligible and housed in non-EA shelters. 
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Child Care 
Assistance for 
Homeless 
Families 

 
Child care assistance is available for a child, age infant through 12, or, 
through age 16 if the child has a special need.  To receive full-time homeless 
child-care assistance, families must: 
 
• have age eligible children; and 
 
• be residents of an EA shelter, or be eligible for EA, but housed in a non-

EA shelter such as a DV shelter, substance abuse shelter or other non-EA 
shelters. 

 
Homeless families receiving part-time child care for participating in the 
Employment Services Program (ESP) for less than 30 hours per week may 
have their part-time child care converted or supplemented to full-time 
through the Homeless Child-Care Voucher Program. 
 

 
Homeless Child 
Care Referral 
Form 

 

 
A special homeless child care referral form called the Child Care Referral 
Notice for Homeless Families (EA-CCRN (12/2007)) (Attachment A) 
developed jointly by EEC and DTA will be used to refer homeless families in 
receipt of TAFDC and EA, EA-only housed in EA shelters, as well as 
TAFDC and/or EA eligible families who are housed in non-EA shelters, 
including DV shelters and substance abuse shelters, for full-time child care 
assistance. 
 
Previously, the BEA/CCA (Rev.3/2007) paper child care referral form was 
used when a BEACON generated Child Care Referral notice was not 
available to refer homeless families for child care assistance.  Effective 
December 3, 2007, the BEA/CCA (Rev.3/2007) paper child care referral 
form will no longer be used for homeless child care referrals. 
 
Note:  DTA will continue to use the BEA/CCA (Rev.3/2007) paper referral 

form when a BEACON Child Care Referral notice is not available for 
TAFDC clients requesting ESP related child care. 
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CCR&R, Shelter 
and DTA 
Contacts Lists 
 

 
EEC and DTA have compiled a list entitled Child Care Resource and 
Referral (CCR&R) Shelter Contact List.  The list includes the CCR&Rs and 
the corresponding shelters in each CCR&R service area for use in the 
homeless child care referral process.  The list also includes contact 
information, such as telephone and fax numbers for the CCR&Rs and 
shelters.  There is a separate list of DTA TAO Liaisons for use in this referral 
process as well.  Both lists will be sent electronically to the TAOs with this 
memo. 
 
The CCR&Rs and shelters will receive the Child Care Resource and Referral 
(CCR&R) Shelter Contact List and the DTA TAO Liaisons List prior to 
implementing these procedures.  
 

 
Authorizing 
Child Care 
Assistance 
 
AU Manager or 
Homeless 
Coordinator 
Responsibilities  
 

 
When the AU Manager or Homeless Coordinator determines that a family 
with a child care age child is eligible for shelter benefits or the DV Specialist 
assists the family with a DV shelter placement, he or she must: 
 
• complete Section I of the Child Care Referral Notice for Homeless 

Families form and at the bottom of the form, enter his or her name, 
telephone and fax numbers, and the date the referral is faxed to the 
shelter; 
Note: If the family is actively participating in an ESP job-related activity, 

the AU Manager or Homeless Coordinator should print any 
existing BEACON Child Care Referral notice or generate a 
BEACON Child Care Referral notice, if no current notice exists. 

 
• make a copy of the Child Care Referral Notice for Homeless Families 

form and the BEACON Child Care Referral notice for the DTA case 
record; 

 
• give the family the original Child Care Referral Notice for Homeless 

Families form and the BEACON Child Care Referral notice;  
 
• fax the Child Care Referral Notice for Homeless Families form and the 

BEACON Child Care Referral notice to the shelter. 
 
IMPORTANT: The AU Manager or Homeless Coordinator will notify the 
CCR&R if a TAFDC family receiving homeless child care begins 
participating in an ESP activity by generating a current BEACON Child Care 
Referral notice and faxing it to the CCR&R.   
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Authorizing 
Child Care 
Assistance 
 
Shelter Staff 
Responsibilities 

 
Shelters will receive a supply of Child Care Assistance for Families Living In 
Shelters (Attachment B) pamphlets which gives families information on 
homeless child care assistance, including eligibility criteria, how to access the 
assistance and information on choosing child care.  Shelter staff should 
review this pamphlet with the family and explain their options of either full-
time or part-time homeless child care assistance and the option of delaying 
the child care assistance to a later time or choosing not to access it at all. 
 
Shelter staff will be responsible for referring all families in the shelter to the 
local CCR&R using the Child Care Referral Notice for Homeless Families 
form and the BEACON Child Care Referral notice.  
 
When the family is ready to utilize the child care assistance, designated 
shelter staff will: 
 
• provide the family with the EEC Child Care Assistance for Families 

Living In Shelters pamphlet; 
 
• explain the option of going to the CCR&R for resource and referral 

information to complete the voucher process or completing the voucher 
process by telephone, mail and/or fax;  

 
• complete Section II of the Child Care Referral Notice for Homeless 

Families form;  
 
• fax the Child Care Referral Notice for Homeless Families form and the 

BEACON Child Care Referral notice to the appropriate CCR&R; 
 
• assist the family with scheduling appointments, telephone contacts or 

faxes with the CCR&R; and 
 
• if the family receives the child care voucher from the CCR&R by fax or 

mail, the shelter staff will assist the family with mailing the voucher with 
the grantee’s original signature to the CCR&R. 
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Authorizing 
Child Care 
Assistance 
(continued) 
 
CCR&R 
Responsibilities 
 

 
The CCR&R provides all shelter families with informational pamphlets 
regarding EEC child care assistance, including the Child Care Assistance for 
Families Living In Shelters pamphlet.   
 
The CCR&R will provide the family with resource and referral information 
and will help the family decide on a child care provider.  Once the CCR&R 
intake process is completed with the family, the CCR&R will write the 
voucher for a period determined by EEC and give it to the family or fax or 
mail it to the shelter for the grantee’s signature. 
 
Note:  The family must complete the enrollment process with the child care 

provider before the child care can begin. 
 
As the voucher end date approaches, the CCR&R will send a notice to the 
family at the shelter address or with the help of shelter staff, contact the 
family by telephone to determine continued eligibility for child care. 
 

 
Child Care 
Assistance For 
Families 
Currently In 
Shelter 

 
Families currently living in temporary emergency shelter must be informed 
about full-time homeless child care assistance and receive a Child Care 
Referral Notice for Homeless Families form as soon as possible but not later 
than January 3, 2008.   
 
To facilitate full-time homeless child care to these families by January 3, 
2008, the AU Manager or Homeless Coordinator must: 
 
• inform each family about homeless child care assistance at the next 

meeting with the family or with the assistance of the shelter contact 
person and ensure the family receives a Child Care Assistance for 
Families Living In Shelters pamphlet; 

 
• complete Section I of the Child Care Referral Notice for Homeless 

Families form and, at the bottom of the form, enter his or her name, 
telephone and fax numbers, and the date the referral is faxed to the 
shelter;  

 
• if the family is actively participating in an ESP job-related activity, print 

out any current BEACON Child Care Referral notice or generate a 
BEACON Child Care Referral notice, if none exists;  
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Child Care 
Assistance For 
Families 
Currently In 
Shelter 
(continued) 

 
• make copies of the Child Care Referral Notice for Homeless Families 

form and the BEACON Child Care Referral notice; 
 
• give or mail the original Child Care Referral Notice for Homeless 

Families form and the BEACON Child Care Referral notice to the 
family;  

 
• fax a copy of the Child Care Referral Notice for Homeless Families form 

and a copy of the BEACON Child Care Referral notice to the shelter; and
 
• file a copy of the Child Care Referral Notice for Homeless Families form 

and a copy of the current BEACON Child Care Referral notice in the 
case record.  

 
Once the family is informed of the full-time homeless child care assistance, 
shelter staff will follow up with the family regarding their eligibility for 
homeless child care assistance and their option of choosing the assistance.   
 
Shelter staff will assist families following the instructions on page 4 of this 
memo, Shelter Staff Responsibilities. 
 

 
Families In EA 
Alternative 
Placements: 
Hotels/Motels 

 
Families temporarily placed in hotels or motels until appropriate family 
shelter space becomes available must be informed about full-time homeless 
child care by the AU Manager or Homeless Coordinator at the time of the 
hotel/motel placement.   
 
To facilitate full-time homeless child care to these families, the AU Manager 
or Homeless Coordinator must: 
 
• complete Section I of the Child Care Referral Notice for Homeless 

Families form and, at the bottom of the form, enter his or her name and 
telephone and fax numbers; 

 
• if the family is actively participating in an ESP job-related activity, print 

out any current BEACON Child Care Referral notice or generate a  
BEACON Child Care Referral notice, if none exists;  

 
• make copies of the Child Care Referral Notice for Homeless Families 

form and the BEACON Child Care Referral notice; 
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Families In EA 
Alternative 
Placements: 
Hotels/Motels 

 
• give the family the original Child Care Referral Notice for Homeless 

Families form and the BEACON Child Care Referral notice; and  
 
• file a copy of the Child Care Referral Notice for Homeless Families form 

and a copy of the current BEACON Child Care Referral notice in the 
case record.  

 
When notified by the Centralized Placement Unit that the family has been 
moved to a family shelter, the AU Manager or Homeless Coordinator must 
fax a copy of the Child Care Referral Notice for Homeless Families form and
the BEACON Child Care Referral notice to the appropriate shelter. 
 

 
When the Family 
Moves Out of 
Shelter 

 
The shelter will notify both DTA and the CCR&R when a family utilizing 
homeless child care assistance is moving out of the shelter and provide the 
family’s new address, if known.   
 
If possible, prior to the family leaving the shelter, shelter staff will help the 
family contact the CCR&R and assist in setting up an appointment or 
telephone interview for the family. 
 
If a family leaves the shelter before contacting the CCR&R, the CCR&R will 
send a notice to the family at the shelter address or the family’s new address, 
if known, advising them of the need to complete a reassessment for child care 
not related to homelessness.  This reassessment must be completed within 30 
days of the family leaving the shelter for child care to continue. 
 

 
Child Care 
Assistance After 
Shelter 

 
A family that leaves shelter and continues to meet EEC income and activity 
eligibility requirements may have their voucher continued by the CCR&R.   
 

 
Obsolete 
Material 

 
This Field Operations Memo obsoletes Field Operations Memo 2004-21. 

 
Questions 

 
If you have any questions, please have your Hotline designee call the Policy 
Hotline at 617-348-8478. 
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REFERRAL INFORMATION 
 

      
Please check the referral category that applies: 
 

 Enrolled and participating in a Employment Services Program (ESP) activity (attach BEACON Child Care Referral notice) 
 

 No current ESP activity  
 
Section I 

Shelter Name and Address: 

Shelter Contact: 

Shelter Email:    Fax:   Telephone Number: 

Grantee Name:  

Grantee Date of Birth:   Grantee Social Security Number:  

Other Grantee Name: (if applicable)  

Other Grantee Date of Birth:    Other Grantee Social Security Number:  

Primary Language:  

Child Name:       D.O.B.    SSN: 

Child Name:       D.O.B.    SSN:  

Child Name:       D.O.B.    SSN:  

Child Name:       D.O.B.    SSN:  
 
Section II 

CCR&R Name and Address:        

CCR&R Contact:         

CCR&R Email:    Fax:   Telephone Number:  
 
 
 
AU Manager Name    AU Manager Telephone Number   AU Manager Fax Number 
  
 

Massachusetts Department of Transitional Assistance

Child Care Referral Notice  
for Homeless Families

TAO Address 

EA-CCRN (12/2007) 
13-320-1207-05 

DATE REFERRAL FAXED TO SHELTER 
 

Attachment A 
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Attachment B 
 

Child Care Assistance for  
Families Living In Shelters 

 
 

The Department of Early Education and Care (EEC) works closely with the Department of Transitional 
Assistance (DTA) to help homeless families living in shelters find, enroll in and pay for child care. 
High quality child care provides safe, stimulating learning environments while families participate in 
housing search, training, and/or work. 

 
 

WHO IS ELIGIBLE FOR CHILD CARE ASSISTANCE? 
If you are placed into a temporary emergency 
assistance shelter, a domestic violence shelter or a non- 
emergency assistance shelter by DTA, any child living 
with you in the shelter who is age birth through 12 
years old (or age 16 with a documented special need) is 
eligible. 

 
WHEN CAN I ENROLL MY CHILD? 
You can access child care assistance when you first 
arrive at the shelter or at a later date as long as you are 
still living in the shelter. 

 
WHAT DO I NEED TO DO TO GET CHILD CARE? 
The shelter staff will work with you and the local Child 
Care Resource and Referral Agency (CCR&R) to help you 
get a child care voucher. 

 
• You may complete the voucher process with the 

CCR&R by telephone and fax or you can visit the 
CCR&R in person; 

 
• The CCR&R staff will help you understand your child 

care choices and explain the voucher process to you. 
 

HOW MUCH CHILD CARE DO I GET? 
You are eligible for full time care, but it is up to you to 
decide whether you want a part-time or full-time 
schedule for your child. 

WHAT TO LOOK FOR IN AN EARLY 
EDUCATION AND CARE PROGRAM 
 
√    The EEC license! 
 
√    Space is clean and inviting. 
 
√    You can imagine your child learning 

and having fun. 
 
√    Activity level in the program matches 

your child’s personality. 
 
√    The behavior management policies of 

the program are compatible with your 
parenting philosophy. 

 
√    The daily routine includes indoor and 

outdoor play and a mix of active and 
quiet activities. 

 
√    Teachers/providers are qualified to 

work with children and are warm and 
welcoming. 

 
√    Snacks and meals are well balanced 

and nutritious. 
 
√    Parents are invited to play an active 

role. 
 
√    Staff engage children in activities and 

conversation. 
 
√    Books and toys match the age of 

the children. 
 

WILL I HAVE TO PAY A FEE FOR CHILD CARE? 
You do not pay a child care fee when you have a DTA 
referral and you are living in a shelter. 

 
 

HOW DO I GET MY CHILD TO AND FROM CHILD CARE?  
 
Your child may be transported to and from the shelter to 
child care when the program you choose offers 
transportation. 

 
A T-pass may also be available for families living in 
shelters within the Boston and Greater Boston transit  

 
WHAT IS A CHILD CARE 
RESOURCE AND REFERRAL 
AGENCY (CCR&R)? 
 
CCR&R agencies are funded by the 
state to provide information for 
families about enrolling in child 
care. They help families 
get a child care voucher and 
choose a high-quality program. 

    areas. 
 

EEC CENTRAL OFFICE ◘ 51 Sleeper Street ◘ 4th Floor ◘ Boston, MA 02210 ◘ (617) 988-6600 ◘ www.eec.state.ma.us 
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CAN MY CHILD CONTINUE IN CHILD CARE WHEN I LEAVE THE SHELTER? 

 

 
You can continue to receive your child care voucher if you meet EEC income and activity 
requirements.  (See below) 

 
 

1. INCOME REQUIREMENT 
Your family may continue to be eligible if your family’s gross (before taxes) annual income is at 
or below 85% of the State Median Income or SMI. A family with a child or parent with a 
diagnosed and documented special need may be eligible to continue their voucher if the 
family’s annual gross income is at or below 100% SMI. 

 
Please look at the chart.  Find your family size. If your family’s gross annual income is at or 
below the income amount provided for your family size, your family may be eligible for EEC 
financial assistance. 

 
 
 
% of State Median Income (SMI) 

 
Family of 
Two 

Family of 
Three

Family of 
Four

Family of 
Five

 
Family of 
Six 

Family of 
Seven

 
85% SMI 

 
$49,372 

 
$60,990 

 
$72,607 

 
$84,224 

 
$95,841 

 
$98,019 

100% SMI (when a child or parent has a 
documented special need) 

 
$58,086 

 
$71,753 

 
$85,420 

 
$99,087 

 
$112,754 

 
$115,317 

 
 

2. ACTIVITY REQUIREMENT 
If you meet the income requirement above, you must also meet an activity requirement for a 
minimum of 20 hours per week in order to be eligible for EEC financial assistance. 

 
All parent/guardians in the household must be in one of these categories: 
◘  seeking employment; ◘  working; ◘  retired (if older than age 65 years only);OR 
◘  enrolled in an education or training program (not including graduate/law/medical school). 

 
Also, if you or your child has a diagnosed and documented special need, this may meet EEC’s 
activity requirement to continue your voucher. These special needs include: Autism, Emotional 
Impairment, Developmental Delay, Physical Impairment, Cognitive Impairment, Specific 
Learning Disability, Sensory Impairment, Health Impairment, Communication Impairment, and 
Neurological Impairment. 

 
The shelter staff will work with you and the CCR&R to complete the re-assessment process and 
continue your voucher before you leave the shelter, but you have up to one month after you 
leave the shelter to renew your voucher. 

 
 
 
 
 
 
 
 

EEC CENTRAL OFFICE ◘ 51 Sleeper Street ◘ 4th Floor ◘ Boston, MA 02210 ◘ (617) 988-6600 ◘ www.eec.state.ma.us 

 




