A EBOCRATON

Child Care Subsidy Program (CCSP) Provider Application Guide
Local Ordinance Approved Home

Definition of Local Ordinance Approved: A child day program offered in the residence of the
provider or the home of any of the children in care that does not hold a state license but is
approved by local ordinance according to § 15.2-741 and § 15.2-914 of the Code of Virginia. Four
localities (Alexandria, Arlington County, Fairfax County, and Norfolk) approve home-based child
care providers under local ordinance.

Step 1: Optional and Recommended Trainings
To help you prepare for success, we strongly encourage you to take advantage of these Child Care
Aware of Virginia free On-Demand and Online Trainings.

On-Demand (self-paced, available anytime):
e Introducing the Virginia Child Care Subsidy Program
e Subsidy Provider Applicant Support Series (Subsidy Vendor Applicant Support Series)
Live Online (virtual, instructor-led at scheduled times):
e Child Care Subsidy Program Orientation
e Subsidy Provider Health and Safety Training for Home-Based Child Care Part 1 and Part 2
(Unlicensed Family Day Homes Child Care Part 1 and Part 2)

Step 2: Submit Application and Required Documents
Complete and upload the following documents through the Subsidy Provider Application Portal:

[0 Subsidy Provider Application

e On page 1 of the application, enter either your Social Security Number (SSN) or
Employer Identification Number (EIN), depending on how you file your federal taxes.
List your Tax ID#/EIN instead of SSN if the IRS has issued an EIN for your business and
you file your taxes using your EIN.

IRS Form W-9

IRS Supporting Documentation

(Submit one document that matches the number listed on your W-9.)

e Ifyou file using an SSN, provide your Social Security card.

e Ifyou file using an EIN, provide IRS documentation showing your EIN (such as IRS Form
SS-4, IRS Notification Letter 147C or CP575, an IRS tax transcript showing the full
SSN/EIN, or IRS correspondence).

e Other acceptable documentation includes SSA-1099, a state-issued 1099-G with full
identifying information, or other IRS/SSA correspondence showing the full SSN/EIN.

O Permit, license, registration, or certificate issued by your local government (Norfolk,
Fairfax County, Arlington County, or Alexandria ONLY)

Ood
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https://law.lis.virginia.gov/vacode/title15.2/chapter7/section15.2-741/
https://law.lis.virginia.gov/vacode/title15.2/chapter9/section15.2-914/
https://learn.vachildcare.com/collections
https://stage.worklifesystems.com/ProfessionalDevelopmentClassSearch/Index/25
https://vdoecs.hylandcloud.com/formserver/fs?form=CCSP%20Capture%20Form
https://www.childcare.virginia.gov/home/showpublisheddocument/23325/638925924284730000
https://www.irs.gov/forms-pubs/about-form-w-9
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[ Transcript or Certificates of Completion of the Virginia Preservice Training for Child
Care Staff for the Subsidy Provider Applicant or Designee that Includes:
e Virginia Preservice Training for All Child Care Staff: Foundations for Health and Safety (3
hours); and

e Virginia Preservice: Home-Based Child Care (Virginia Preservice: Family Day Home

Care) (3 hours); or
e Virginia Preservice Training for Child Care Staff, available prior to May 2026 (10 hours)

Note: If the name on your certificate does not match the name on your application,
please submit a brief written explanation.

For more information, visit VDOE’s Training and Professional Development webpage.

If additional documentation is required, you will receive a VDOE system-generated email, and the
CCSP Provider Services team will follow up with specific instructions to submit the documents
through the portal. You do not need to re-apply.

Step 3: Prepare for your Initial SHSI
An SHSI is required before approval as a subsidy provider. This inspection verifies compliance with
Home-Based Subsidy Vendor Requirements (linked below):

Home-Based Subsidy Vendor Requirements

1. CCSP Provider Services will submit an inspection request to the OCCHS.

2. Your assigned licensing inspector will contact you to schedule the inspection.

3. Afterthe inspection, you will receive an inspection report to review, sign, and return to the
licensing inspector. Any noncompliance may result in violations, and CCSP may follow up
through a desk audit to obtain additional information or proof of correction.

To prepare for your SHSI, please visit the Subsidy Inspection and Training Requirements page and
review the resources listed below:

e Home-Based Subsidy Vendor Requirements

e Subsidy Program Training Requirements

e Health and Safety Inspection Brochure
e Protocolfor Inspections of Child Day Programs

Step 4: Subsidy Vendor Agreement Attestation Form
While your application is pending final approval, you will receive an email with the Subsidy Provider
Agreement Attestation Form with the Subsidy Provider Agreement linked within.

[0 Read the Subsidy Vendor Agreement
[0 Sign the Attestation Form to confirm you have read and agree to abide by the Agreement
O Upload the signed Attestation Form into the Subsidy Provider Application Portal
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https://od.bkc.psu.edu/lesson/2656/information
https://od.bkc.psu.edu/lesson/2666/information
https://www.childcare.virginia.gov/providers/training-and-professional-development
https://www.childcare.virginia.gov/home/showpublisheddocument/3924/637996190078370000
https://www.childcare.virginia.gov/providers/child-care-subsidy/subsidy-inspection-and-training-requirements
https://vdoecs.hylandcloud.com/formserver/fs?form=CCSP%20Capture%20Form
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Next Steps for Approved CCSP Providers

After your Attestation Form is received and your application is approved, you will receive an email
with your Vendor ID number (starts with “511...”) and next steps for new CCSP providers. Please
visit the Current Child Care Subsidy Provider page for more information.

Additional Information and Resources

Questions about CCSP Participation or the application process:
Please contact VDOE Provider Services at providerservices@doe.virginia.gov.

Early Childhood Navigator Support:

Early Childhood Navigators are available to support you with becoming a CCSP provider. If you
would like more individualized support, offered by an Early Childhood Navigator, contact
providerservices@doe.virginia.gov. The Provider Services team can connect you to a Navigator.

Child Care Aware of Virginia Professional Development Resources:

Child Care Aware of Virginia can provide assistance with completing the CCSP Provider application
as well as offer free training for Virginia’s CCSP providers. Child Care Aware of Virginia’s services
are outlined in the Services and Support Guide.
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https://www.childcare.virginia.gov/providers/child-care-subsidy/current-child-care-subsidy-vendors
mailto:providerservices@doe.virginia.gov
mailto:providerservices@doe.virginia.gov
https://vachildcare.com/providers/request-ta/
https://vachildcare.com/about-us/whatwedo/

