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AUDIENCE The instructions in this policy directive are for staff in the Job Centers 

and are informational for all other staff. 
 

  

POLICY Applicants/participants deemed eligible for or in receipt of public 
assistance (PA) may now choose to receive child care assistance 
instead of PA. If the applicant/participant is determined to be eligible 
for this benefit, child care payments are guaranteed for as long as the 
household’s income continues to be within the PA income guidelines.  
 

   

BACKGROUND 
 
 
 
 
 
 
 
CILOPA: Child care in 
Lieu of Public 
Assistance 

Currently, an individual must be an applicant for/recipient of PA and 
engaged in a work-related activity to be eligible for HRA child care 
payments. If the PA case is closed due to excess income, eligible 
households may continue to receive child care payments for a 
maximum of 12 months as Transitional Child Care (TCC) assistance.  
 
Effective August 1, 2005, certain employed individuals may receive 
HRA child care payments “in lieu of” PA. Households in receipt of 
Child care in Lieu of PA (CILOPA) will be required to pay only $1 per 
week as their family share/fee for child care assistance. Only one 
family share/fee is required, regardless of the number of children 
requiring care. If an applicant/participant’s child care provider charges 
more than the HRA market rate, s/he will need to either find a 
different provider or pay the difference between the HRA market rate 
and the rate charged by the provider.   

 
 

 
CILOPA will assist certain low-income families in achieving self-
sufficiency by guaranteeing the child care subsidies needed to 
maintain their employment without requiring them to receive PA 
benefits. 
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Eligibility 
Requirements 

When determining eligibility for CILOPA, the income and resources of 
all members of the household who would otherwise be required in the 
public assistance filing unit must be counted.  
 
In order to be eligible for CILOPA the household must: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 See PD #03-48-ELI 

• 
• 

• 
• 
• 

Be in receipt of PA or apply and be deemed eligible for PA; and 
Be employed at least 20 hours per week (single parent with a child 
under the age of six); 30 hours per week (single parent whose 
children are all six or older); or a combined total of 55 hours per 
week (two-parent families with at least one parent working 30 or 
more hours per week); and either: 

 
� earning wages at a level equal to or greater than the minimum 

amount required under Federal and State labor law for the type 
of employment; or 

� self-employed and able to demonstrate that such self-
employment produces personal income equal to or greater 
than the minimum wage or has the potential for growth 
earnings to produce such an income within a reasonable 
period of time; and  

 
Be in need of child care for a child(ren) under the age of 13; and 
Use an eligible child care provider; and 
Be in receipt of, or actively pursuing, court-ordered child support 
or have good cause not to be actively pursuing child support. 

 
Note: If a parent/caretaker fails to comply with efforts to pursue a 
child support claim against non-custodial parent(s), the household 
is ineligible for CILOPA but may still be eligible for PA. Please see 
PD #03-48-ELI, Public Assistance Sanctions and Reduction 
Budgeting, for more information on this process. 

  

Child-only cases are not 
eligible for CILOPA. 

There must also be at least one parent/guardian applying for or in 
receipt of assistance who meets both the immigrant/citizenship status 
requirement and the Social Security number requirement for PA to 
qualify for CILOPA.  
 
Any CILOPA recipient who voluntarily reduces his/her income or the 
number of hours s/he works in order to maintain CILOPA eligibility will 
lose the child care assistance guarantee. 
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Benefits of 
Choosing CILOPA 

• Unlike PA, if the household has not used all of their 60/24 months 
of cash assistance eligibility, the child care assistance subsidy 
does not count against the cash assistance time limits. Therefore, 
the remaining months of eligibility for cash assistance can be 
saved for a time when greater financial assistance is needed.  

 • There are no eligibility periods attached to this guarantee. A family 
can continue to receive the child care subsidy for as long as it 
meets the eligibility criteria for CILOPA and remains financially 
eligible for PA.  

 • An individual in receipt of CILOPA who is employed for less than 
35 hours a week is not required to participate in additional work 
activities.  

• Participants who choose CILOPA instead of PA will now receive 
all child support money paid by the noncustodial parent.  

  

 Individuals choosing CILOPA are not subject to the substance abuse 
or domestic violence screening requirements and are not required to 
sign a property lien. However, they must still comply with all other 
eligibility requirements including, but not limited to, referrals to the 
Bureau of Eligibility Verification (BEV), the Office of Child Support 
Enforcement (OCSE) and finger imaging.  

  
New forms for PA 
Application/ 
Recertification Kits. 

A Child Care Guarantee Letter (M-528m), informing households of 
the availability of this child care guarantee, must be provided to all 
participants at every contact and placed in all application and 
recertification kits. 

  
New NYCWAY 
Action Codes 
 

If an applicant/participant 
requests CILOPA 

New NYCWAY action codes have been developed for CILOPA: 
 
• 
• 

• 
• 

918L (Request for CC in Lieu of PA – Applicant)  
118L (Request for CC in Lieu of PA – Participant)  

 
These two codes are used to identify applicants/participants 
requesting CILOPA. They only indicate an applicant/participant’s 
intention to pursue CILOPA. They also trigger the Employment Plan 
(EP) to only display the language and child care sections required for 
CILOPA. 

  
 

If an applicant/participant 
withdraws his/her 
request for CILOPA 

918D (Withdrawal Request for CC in Lieu of PA – Applicant)  
118D (Withdrawal Request for CC in Lieu of PA – Participant)  

 
These two codes are used after a request for CILOPA has been 
entered in NYCWAY with code 918L or 118L, to indicate an 
applicant/participant’s intention to withdraw his/her request for 
CILOPA and pursue/continue PA instead. These codes are not used 
for persons already in receipt of CILOPA.  
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New WMS 
Rejection/Closing 
Code 

A new WMS rejection/closing code, F98 (PA Denied/Closed Because 
of Request for Child Care in Lieu of PA), has been developed to 
identify applicants/participants who have completed the eligibility 
process and are deemed eligible for CILOPA.  
 

In order for child care payments to continue seamlessly through the 
transition from PA to CILOPA, the Automated Child Care Information 
System (ACCIS) reads the F98 posted in WMS to provide/continue to 
provide child care payments for these rejected/closed cases.  
 

ACCIS will check the data in NYCWAY and WMS weekly to ensure 
that the F98 status has not changed. Once a PA case has been 
rejected/closed with the F98, the TCC Unit handles all further child 
care activity on the case. 

  

 
 

Twelve months after the F98 is posted in WMS, and every year 
thereafter, the TCC Unit will conduct a recertification to determine if 
the household remains income eligible for PA and therefore eligible 
for continued CILOPA. 
 

If, at recertification, excess income causes a household to become 
ineligible for CILOPA, the household’s eligibility is then evaluated for 
12 months of TCC payments. 
 

 During breaks in work-related activities (e.g., vacation), the 
continuation of the guaranteed child care payments is limited to a 
period of up to two weeks. However, the guaranteed child care 
payments may be authorized for up to one month if the child care 
arrangements would be lost if payments were not continued. The 
extended payments can be granted as long as the employment 
activity is scheduled to restart within that one-month period. 
 

If a household in receipt of CILOPA moves to another county outside 
New York City, HRA is responsible for the child care benefits during 
the month of move and through the end of the following month. 
 

 

REQUIRED 
ACTION 

 

 
 

Workers must actively discuss the option of CILOPA with all qualifying 
applicants/participants. When an individual reports that s/he is 
employed and in need of child care, s/he may not be aware of the 
availability of CILOPA. It is the Worker’s responsibility to inform 
him/her of this program. However, under no circumstance is an 
individual required to accept CILOPA. 
 
Note: It is critical to inform all applicants/participants that if they 
choose to receive/continue to receive PA, child care assistance can 
still be provided if they are in compliance with all engagement/work- 
related activity requirements.  
 

   
FIA Policy, Procedures and Training                                          4                                         Office of Procedures 

 

 



                                                                                                                        PD #05-25-ELI 

Applicants When interviewing an applicant who is already employed, the Worker: 

• 

• 

Verifies that the applicant requires child care assistance in order 
for him/her to work.  

Discusses the availability of the guaranteed CILOPA subsidy (for 
aid in this discussion, see the attached Child Care in Lieu of PA 
(CILOPA) Discussion Guide [M-528p]). 

 
 When an applicant informs the Worker that s/he wants only child care 

assistance and does not want PA, the Worker: 
 

• 

• 

• 

Checks the Case is a Child Care In Lieu of TA (PA) box on the top 
of the Paperless Office System (POS) Disposition/Withdrawal 
screen. The Disposition/ Withdrawal screen can be accessed at 
any time, allowing the Worker to indicate an applicant’s choice of 
CILOPA or change of mind about choosing CILOPA at any point in 
the process up until the denial/closing code F98 posts in WMS. 

 
 POS will then indicate to NYCWAY that the applicant is choosing 

CILOPA, and NYCWAY will post Action Code 918L. When POS is 
not available, Action Code 918L must be manually entered into 
NYCWAY. 

 Continues the application interview: 
 
� Explores availability of resources, other income, household 

composition and filing unit requirements, alien/citizenship 
requirements and makes referrals to: 

 

- Finger Imaging Unit 
- BEV 
- OCSE, etc. 

 At the end of the POS activity, prints the Request for Child Care 
Assistance or Request to Close My Public Assistance (PA) Case 
(M-528n) and electronically captures the applicant’s signature. 

Once Applicant Is 
Deemed Income 
Eligible 

• 

• 

• 

Completes an FIA-3A that will result in the automatic posting of 
Action Code 167D (FIA-3A Data Entry Completed) in NYCWAY. 

 

If an employed applicant does not have proof of employment, the 
FIA-3A is still completed and action code 910R (FA Job Center 
Return Appointment – Other) is entered to schedule a return 
appointment for the applicant to provide proof of employment. 

 Initiates an EP. The CILOPA EP will require entry of the language 
and child care information only. 

 
 Note: If an EP is attempted before the FIA-3A is completed on a 

case with CILOPA Action Code 918L, NYCWAY will prompt the 
Worker to first complete the FIA-3A. 

 
 

Enters the appropriate child care code for each child in the 
household. 
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Child care not in place at 
time of application 

For most applicants, child care will not be in place at the time of 
application. In this case the Worker: 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
	 See PD #02-27-EMP 
for more information 
regarding enrolling PA 
children into the Agency 
for Child Development’s 
(ACD) contracted slots.  

� Indicates child care type 3 (No Child Care in Place – 
Arrangement Required) and transmits. 

� Chooses the type of referral (Provider and Documentation 
Required or Documentation Only Required [Provider Is in 
Place]) and transmits. 

� Discusses child care options with the applicant. 

� Fills out the Child Care Appointment Confirmation and Contact 
List (W-667C) with the names of two regulated and confirmed 
available providers and gives it to the applicant with a Child 
Care Provider Form (W-273B) and an Administration of 
Medication Enrollment for Child Care Providers form            
(W-273W). As per current procedure, the parent/guardian 
completes both of these forms with the child care provider. 

� Schedules a return appointment on the EP Child Care screen 
(Action Code 933S Child Care Return Appointment – Provider 
Needed). 

 
Child care in place at 
time of application 

 
For applicants with child care in place at the time of application, 
the Worker: 

 
 � Gives applicant a W-273B and a W-273W for him/her to 

complete with the child care provider. 

� Schedules a return appointment on the EP Child Care screen 
(Action Code 933D Child Care Return Appointment – 
Documentation Needed). 

 
At Return 
Appointment 
 
 
 
 
 

When the applicant returns to the Center, the Worker: 
 
• 

• 

• 

Reviews the W-273B and W-273W for accuracy and 
completeness. If incomplete, they are returned to applicant to 
correct. Another return appointment can be scheduled to allow the 
applicant time to complete these forms or obtain necessary 
information.  
If forms are complete, enters information from the W-273B into 
ACCIS and gives the applicant the Authorization for Child Care 
Payment form (W-273K). 
Scans and indexes all completed child care forms, including the 
W-273B, into POS. 
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Once all child care 
documentation is 
in place 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• 

• 

• 

Enters child care Type 1 or 2 and transmits. NYCWAY will post a 
933T (Child Care Is in Place – Applicant).  

 
Note: In order for the system to accept an applicant’s request for 
CILOPA, there must be at least one child in the household 
requiring either child care type 1 (formal childcare in place at cost 
to the city) or child care type 2 (informal childcare in place at cost 
to the city). 
 

Closes out the EP with Action Code 119U (EAEP assessment 
completed – participant exemption).  
Denies/closes PA case with F98. 

 
ACCIS will read the F98 denial/closing code and enter a 12-month 
recertification date. ACCIS will send out the paper recertification 
notice in the 11th month. 

 
If child care is in place at the time of application, the child care 
subsidy is paid from the date of application. If child care is not in place 
at the time of application, the subsidy will be paid from the date the 
provider began caring for the child(ren). 
 

If applicant decides s/he 
doesn’t want CILOPA 

At any time until the F98 is posted in WMS an applicant may change 
his/her mind as to whether s/he wants CILOPA. If an applicant 
changes his/her mind before the F98 is posted, the Worker must: 

 
 
 
 
 
 
 
 
 
 
 

 
• 

• 

• 

Check the Child Care In Lieu of TA (PA) box in the Wishes to 
Withdraw Case From: section of the POS Disposition/Withdrawal 
screen.  

 
� POS will indicate to NYCWAY that the applicant has withdrawn 

his/her request for CILOPA, and  
� NYCWAY will post Action Code 918D. 
 
Print the M-528n and recapture the applicant’s electronic 
signature.  

Initiate a new EP addressing all barriers and required referrals. 
 

Applicant/participant 
wants to return to PA  
 
 

If an applicant/participant changes his/her mind after the F98 is 
posted in WMS, s/he must reapply for PA. Upon reapplication, the 
Job Center Worker must update ACCIS to reflect the new reason for 
care. A new case must not be established in ACCIS. If child care is no 
longer required, the Worker needs to manually end the child care 
case in ACCIS. 
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Participants 
 
 
 
 
 
 
 
 
 
 
 
 
 

When a participant reports that s/he is now employed or when 
interviewing a participant who is already employed, the Worker: 
 

• 

• 

Reviews the case to see if the participant meets the CILOPA 
eligibility requirements. If s/he does, then the Worker: 
Discusses the availability of the guaranteed CILOPA subsidy (for 
aid in this discussion, see the attached M-528p). 

 

When a participant informs the Worker that s/he wants to receive the 
child care assistance only (no longer wants PA and wants to close 
his/her PA case), the Worker: 
 

• 

• 

Enters action code 118L in NYCWAY to indicate that this 
participant is requesting CILOPA. 
Verifies current employment and/or income and calculates a 
budget. 

 

� If the participant’s employment information or income has 
changed, the Worker starts a new FIA-3A (auto-budget).  

� If the participant’s employment information or income has not 
changed, ensure that an FIA-3A has been completed within 
the past six months. To verify that the information is current/ 
correct, scan and index either the participant’s paystub(s) 
documenting all income from the past 30 days or a letter from 
his/her employer, on official stationery, listing salary and hours 
worked, into POS (documentation cannot be more than 30 
days old). Obtaining employment documentation will probably 
require a return appointment for the participant.  

� If the FIA-3A is more than six months old but the information 
has not changed, create an information-only FIA-3A to show 
that the information used to determine eligibility for PA is the 
same and up to date.  

� If the participant is newly employed or no FIA-3A exists, initiate 
one. 

 

 • Initiates a new EP, which will require only language and child care 
information. 

 
Note: If an EP is attempted before a current (within the past six 
months) FIA-3A is completed on a case with CILOPA Action Code 
118L, NYCWAY will prompt the Worker to first complete the  
FIA-3A. 
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 • Enters the appropriate child care code for each child in the 
household. 

 

Because of engagement requirements, most participants will 
already have child care in place. For those participants who do not 
have child care in place, the Worker: 

 

� Discusses child care options with participant. 
� Fills out W-667C with the names of two regulated and 

confirmed available providers, if required. 
� Indicates child care type 3 (No Child Care in Place – 

Arrangement Required), transmits and schedules a return 
appointment via Action Code 133S (child care return 
appointment – provider required) or 133D (child care return 
appointment – documentation required). 

� Provides the W-273B and W-273W. Enters the appropriate 
child care code for each child in the household. 

 
 
 
	 See PD #02-27-EMP 
for more information 
regarding child care for 
persons on PA. 

At the return appointment:    
 

� Reviews the W-273B and W-273W for completeness. 
� Scans and indexes all completed child care forms, including 

the W-273B and W-273W. 
� Ensures that child care is in place and enters the completed 

child care information into the EP. NYCWAY will post a 133T 
(Child Care Is in Place – Participant).  

 
Note: In order for the system to accept a participant’s request 
for CILOPA, there must be at least one child in the household 
requiring either child care type 1 or child care type 2. 

 � Enters the child care information in ACCIS. 
 

• 

• 

Selects the F98 closing code in POS and enters “CILOPA” in the 
comments section.  
Prints the M-528n and electronically captures the participant’s 
signature. 

 
 ACCIS will read the F98 closing code and enter a 12-month 

recertification date. ACCIS will send out the paper recertification 
notice in the 11th month. 
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If participant decides 
s/he doesn’t want 
CILOPA 

At any time until the F98 is posted in WMS a participant may change 
his/her mind as to whether s/he wants CILOPA. If a participant 
changes his/her mind before the F98 is posted, the Worker must: 

  

• 

• 

• 

Manually enter action code 118D in NYCWAY to indicate that this 
participant has withdrawn his/her request for CILOPA. 
Print the M-528n, have the participant check the box under 
Withdrawal from the child care subsidy guarantee “in lieu of PA,” 
and recapture the participant’s electronic signature.  
Settle in Conference (SIC) the pending F98 closing. If the Worker 
cannot SIC the closing in time to prevent the case closing, the 
case must be reopened using Closed in Error code 066. 

 

If a participant changes his/her mind after the F98 is posted in 
WMS, s/he must reapply for PA. 

  
	  See PD #01-49-EMP 
for more information 
regarding TCC. 

Once the PA case is rejected/closed and the person is in receipt of 
CILOPA, all further child care activities are handled by the TCC Unit 
of the Work Related Benefits Program. 
 

The TCC Unit will conduct the CILOPA eligibility recertification 12 
months after the F98 posts in WMS. 
 

CILOPA 
Recertification 
 
 
 
 
 
CILOPA recipient 
remains income eligible 
for PA 

On a monthly basis ACCIS will create a report of CILOPA recipients 
who are in their 11th month and mail them a recertification package. 
 

Upon recertification, any child support income redirected to a CILOPA 
client becomes part of his/her household’s countable income. 
 

If the household is deemed income eligible for continued CILOPA, the 
TCC Worker makes system annotations/changes needed to 
guarantee 12 additional months of CILOPA. A notice is mailed to 
inform recertified CILOPA recipients that they will continue to receive 
CILOPA for another 12 months. 

 
CILOPA recipient 
becomes financially 
ineligible for PA  

If the income renders the household ineligible for PA, the TCC Worker 
determines eligibility for 12 months of TCC benefits. If eligible for 
TCC, the weekly fee will vary depending on the amount of household 
income. The CILOPA recipient will be informed of the TCC payment 
and fee change via the Notice of Intent to Change Child Care Benefits 
(LDSS-4781). If ineligible for TCC, recipients will be mailed the Notice 
of Intent to Discontinue Child Care Benefits (LDSS-4782). 

  

CILOPA recipient wants 
PA (no longer wants 
CILOPA) 

A CILOPA recipient who wishes to discontinue CILOPA and return to 
PA is considered a new applicant.  S/he must return to the Job Center 
to apply for and file a new PA application.  
 
If child care is still required, DO NOT create a new case in ACCIS for 
the child(ren) in care. Instead, update the reason for care code and 
provider information. 
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PROGRAM  
IMPLICATIONS 
 

 

Model Center 
Implications 
 
 
 

• 
• 
• 

• 

For further information 
on the CILOPA child 
care process, refer back 
to page 5 for applicants 
or page 8 for 
participants.    

At the Model Centers, the Front Door Reception must forward all 
CILOPA child care return appointments to the Customer Service and 
Information Center’s (CSIC) Child Care Specialist who will: 
 

Enter all child care related information into ACCIS. 
Close the EP with Action Code 119U. 
Close the Model Office Number Identification Queue (MONIQ) 
ticket. 
Issue a new MONIQ ticket in the PA Other queue to refer the 
applicant/participant back to the original PA Worker, who will 
complete the CILOPA process as appropriate. 

 
Food Stamp 
Implications 

The receipt of CILOPA has no effect on Food Stamp eligibility. If the 
applicant/participant withdraws the PA application or closes the PA 
case, a separate determination is required for food stamps. If the 
CILOPA recipient is paying the difference between the market rate for 
child care and the rate his/her child care provider charges, this 
difference is an out-of-pocket expense and must be counted as a 
child care deduction in the Food Stamp calculation. 

  
Medicaid 
Implications 

Receipt of CILOPA has no effect on Medicaid eligibility. If the 
applicant/participant withdraws only his/her PA application or closes 
his/her PA case, a separate determination is required for Medicaid. 

   
  
FAIR HEARING 
IMPLICATIONS 

 

  
Avoidance/ 
Resolution 

Ensure that all case actions are processed in accordance with current 
procedures and that electronic case files are kept up to date. 
Remember that applicants/participants must receive either adequate 
or timely and adequate notification of all actions taken on their case. 

  
Conferences An applicant/participant can request and receive a conference with a 

Fair Hearing and Conference (FH&C) AJOS/Supervisor I at any time. 
If an applicant/participant comes to the Job Center requesting a 
conference, the Receptionist must alert the FH&C Unit that the 
individual is waiting to be seen. 
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 The FH&C AJOS/Supervisor I will listen to and evaluate the 
applicant/participant’s complaint. After reviewing the case file and 
discussing the issue(s) with the JOS/Worker responsible for the case 
and/or the JOS/Worker’s Supervisor, s/he will determine if the action 
taken was correct. If the determination is that the action taken was 
correct, the FH&C AJOS/Supervisor I will explain the reason for the 
determination to the applicant/participant. If the explanation is 
accepted, no further action is necessary. The AJOS/Supervisor I must 
complete a Conference Report (M-186a).  

  
If the determination is that the action taken was incorrect or correct 
but lacking the supporting documentation, the FH&C 
AJOS/Supervisor I will settle in conference (SIC), enter detailed case 
notes in NYCWAY and forward all verifying documentation submitted 
by the applicant/participant to the appropriate JOS/Worker for 
corrective action to be taken. 
 

 In addition, if the adverse case action still shows on the Pending (08) 
screen in WMS, the AJOS/Supervisor I must prepare and submit a 
Fair Hearing/Case Update Data Entry Form (LDSS-3722) if the case 
was granted aid continuing (ATC) to change the 02 to an 01, or a PA 
Recoupment Data Entry Form (LDSS-3573) to delete a recoupment. 
The M-186a must also be prepared. 
 

 Should the applicant/participant elect to continue his/her appeal by 
requesting or proceeding to a Fair Hearing which has already been 
requested, the FH&C AJOS/Supervisor I is responsible for ensuring 
that further appeal is properly controlled and that appropriate follow-
up action is taken in all phases of the Fair Hearing process. 
 

Evidence Packets All Evidence Packets must contain a detailed history, copies of 
relevant WMS screen printouts, other documentation relevant to the 
action taken and copies of NYCWAY Case Notes screens. 

  
  

REFERENCES 04-OCFS-ADM-01 New York State Office of Children & Family 
Services, Administrative Directive, June 29, 2004 

 PD #03-48-ELI 
 PD #02-27-EMP 
 PD #01-49-EMP 
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ATTACHMENTS  
� Please use Print on 
Demand to obtain copies 
of forms. 

M-528m 
M-528m (S) 
 
M-528n 
 
M-528n (S) 
 
 
M-528p 
 
LDSS-4781 
 
LDSS-4782 

Child Care Guarantee Letter  
Child Care Guarantee Letter (Spanish)  
 
Request for Child Care Assistance or Request to 
Close My Public Assistance (PA) Case  
Request for Child Care Assistance or Request to 
Close My Public Assistance (PA) Case (Spanish)  
 
Child Care in Lieu of PA (CILOPA) Discussion Guide  
 
Notice of Intent to Change Child Care Benefits 
(Rev. 12/2004) 
Notice of Intent to Discontinue Child Care Benefits 
(Rev. 12/2004) 
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Child Care in Lieu of Public Assistance (CILOPA) Discussion Guide 
 

 
The goal of the CILOPA initiative is to assist families in becoming financially independent. CILOPA can only help a family toward financial independence if choosing 
it is the best option for that family at that time. It is therefore very important for you as the Worker to not only present the option of CILOPA wholly and clearly, but to 
listen to and ask appropriate questions to help each applicant/participant discern if CILOPA is the best choice for his/her family. The following is simply a guide – 
not a script. When discussing CILOPA, tailor the conversation to each individual circumstance. 
 

 
Applicants: (once it’s been established during an initial conversation that s/he is employed) 
 
You mentioned that you are employed, and I notice that you have children in your household under the age of 13 – do any of these children need day care 
in order for you to work? (If the applicant answers “Yes,” then continue as follows.  If s/he answers “No,” continue with the PA application process). 
 
Did you know that you may be eligible for child care assistance instead of Public Assistance (PA)? You may decide that instead of receiving PA, what you 
really need is help paying for child care. If you meet the eligibility requirements of the CILOPA program (CILOPA is Child care in Lieu of Public Assistance), 
HRA must pay an eligible child care provider for your child care!! 
 
Of course, if you are working and need child care while on PA, HRA will also pay for your child care. However, while in receipt of PA, you are using up your 
60-month lifetime limit on cash assistance. What is great about CILOPA is that it does not count against your time limit. Therefore you can save your 
months of eligibility for cash assistance for a time when you are in greater need of financial help! If at any time while in receipt of CILOPA you decide that 
you need or want PA, you can always apply for it. Also, choosing CILOPA has no effect on your Food Stamp or Medicaid eligibility, and if you ever become 
financially ineligible for CILOPA, you will be evaluated for an additional year of Transitional Child Care benefits. 
 
Another benefit of choosing CILOPA instead of PA is that you don’t have to make up the difference between the hours you already work and the hours of 
work activity required to receive PA. For example, to qualify for PA you must work and/or be engaged in a work activity for 35 hours per week. If you are 
working 30 hours per week, to qualify for PA you would have to participate in a work-related activity for an additional five hours per week. But if you choose 
CILOPA, you would not be required to be engaged those additional hours to qualify. Lastly, if you receive child support payments while in receipt of PA, 
HRA keeps most of your child support money as reimbursement for assistance paid to you.  You will only receive a maximum of $50 per month of the 
support money paid. With CILOPA, you will receive all of your child support money! 
 
So, if all you really need is child care and you chose not to receive PA, you can let me know at any time during the application process! 
 
Would you be interested in learning more about CILOPA and seeing if you qualify for it?  
(If the applicant answers “Yes,” then continue as follows.  If s/he answers “No,” continue with the PA application process). 
 
How many hours per week are you working?  
(only continue this discussion if the applicant qualifies for CILOPA by working:   

20 hours/week   Single parent with at least one child less than 6 years old 
30 hours/week   Single parent with all children 6 years old or older 
55 hours/week Two-parent household with at least one parent working 30 or more hours per week) 
 

From here, continue the rest of the eligibility verification, budgeting and child care processes as outlined in the CILOPA PD #05-XX-ELI. After those 
processes are complete, reinforce to the applicant that s/he may change his/her mind and reapply for PA at any time. 
 
Do you have any questions for me for me regarding CILOPA? (Please refer to PD #05-25-ELI to answer any questions the applicant might have.) 
 



 
Participants: 
 
(For a participant who verbally reports that s/he is employed) You mentioned that you are employed.  Do you need child care services for your child(ren) 
while you are working? (Only continue as follows if the participant answers “Yes.”) 
(For a participant whose case notes indicate that s/he is employed) I noticed that you are employed and HRA pays your child care provider.  
 
Did you know that you may be eligible to receive child care assistance instead of Public Assistance (PA)?  You may decide that instead of receiving PA, 
what you really need is help paying for child care.  If you meet the eligibility requirements of the CILOPA program (CILOPA is Child care in Lieu of Public 
Assistance), HRA must pay an eligible child care provider for your child care! 
 
Of course, you know that while on PA, HRA will also pay for your child care if you need it to work. If at any time while in receipt of CILOPA you decide that 
you need or want PA, you can always apply for it. Also, choosing CILOPA has no effect on your Food Stamp or Medicaid eligibility, and if you ever become 
financially ineligible for CILOPA, you will be evaluated for an additional year of Transitional Child Care benefits. 
(Please check the participant’s case record to determine the number of cash assistance months left, if any. If there are no months remaining, proceed to 
next paragraph.) According to our records, you have only _____ months of cash assistance left. What is great about CILOPA is that it does not count 
against your time limit. Therefore you can save your remaining months of eligibility for cash assistance for a time when you are in greater need of financial 
help.  
 
Another benefit of choosing CILOPA instead of PA is that you don’t have to make up the difference between the hours you already work and the hours of 
work activity required to receive PA. For example, to qualify for PA you must work 35 hours per week. If you are working 30 hours per week, to qualify for 
PA you would have to participate in a work-related activity for an additional five hours per week. But, if you choose CILOPA, you would not be required to be 
engaged those additional hours to qualify. Lastly, if you receive child support payments, you will no longer just receive a maximum of $50 per month.  With 
CILOPA, all of the support money collected will be sent to you!!! 
 
So, if all you really need is child care and you chose not to receive PA, let me know at any time! 
 
Would you be interested in learning more about CILOPA and seeing if you qualify for it?  
(Only continue as follows if the participant answers “Yes.”) 
 
How many hours per week are you working?  
(only continue this discussion if the participant qualifies for CILOPA by working either:   

20 hours/week   Single parent with at least one child less than 6 years old 
30 hours/week   Single parent with all children 6 years old or older 
55 hours/week Two-parent household with at least one parent working 30 or more hour per week) 
 

Since you are already receiving  PA, you must close your PA case in order to receive CILOPA. Your Food Stamp and Medicaid eligibility will not be affected 
if you request to close your PA case to get CILOPA. 

Human Resources Administration
Family Independence Administration

 
(From here, continue the rest of the eligibility verification, budgeting and child care processes as outlined in the CILOPA PD #05-XX-ELI.) 
 
Once the participant’s eligibility has been verified, reinforce to the participant that s/he may change his/her mind and reapply for PA at any time. 
 
Do you have any questions for me regarding CILOPA? (Please refer to PD #05-25-ELI to answer any questions the participant might have.) 
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OCFS-LDSS-4781 (Rev. 12/2004)  
NEW YORK STATE 

OFFICE OF CHILDREN AND FAMILY SERVICES 

NOTICE OF INTENT TO CHANGE CHILD CARE BENEFITS 
NOTICE  
DATE:       

EFFECTIVE DATE  

      
CASE NUMBER 

      
CIN NUMBER 

      

CASE NAME (And C/O Name if Present) AND ADDRESS 

NAME AND ADDRESS OF AGENCY/CENTER OR DISTRICT OFFICE 

      

GENERAL TELEPHONE NO. FOR 
QUESTIONS OR HELP       

OR Agency Conference        
 Fair Hearing information 

and assistance       
 Record Access       

      

 
Legal Assistance information       

OFFICE NO. 

      
UNIT NO. 

      
WORKER NO. 

      
UNIT OR WORKER NAME 

      
TELEPHONE NO. 

      

This notice is to inform you that this agency intends to change your Child Care benefits. The changes are explained below. 

Payment will be provided on behalf of the following: 
Child(ren): For this Provider: Change from $ to $:* Effective: Full Time or Part Time 

                              

                              

                              

                              

                              

*Payment may vary based on fluctuations in your approved activity and/or absences.  

You are responsible for a family share which must be paid to       in the amount of 

$        per week effective       .

The reason for this action is:       

The LAW(S) AND/OR REGULATION(S) that allows us to do this is:       

 

 

 

 

 

YOU HAVE THE RIGHT TO APPEAL THIS DECISION. 
BE SURE TO READ THE BACK OF THIS NOTICE ON HOW TO APPEAL THIS DECISION 

CLIENT/FAIR HEARINGS COPY 
 
 

 



OCFS-LDSS-4781 (Rev.12/2004) Reverse  
 
RIGHT TO A CONFERENCE: You may have a conference to review these actions. If you want a conference, you should ask for one as 
soon as possible. At the conference, if we discover that we made a wrong decision or if, because of information you provide, we determine 
to change our decision, we will take corrective action and give you a new notice. You may ask for a conference by calling us at the number 
on the front of this notice. This number is used only for asking for a conference. It is not the way you request a fair hearing. If you ask 
for a conference you are still entitled to a fair hearing. If you want to have your benefits continue unchanged (aid continuing) until 
you get a fair hearing decision, you must request a fair hearing in the way described below. A request for a conference, alone will 
not result in continuation of benefits. Requesting an agency conference does not affect your right to also request a fair hearing.  
Read below for fair hearing information. 
 

RIGHT TO A FAIR HEARING: If you believe that the above action is wrong, you may request a State fair hearing by: 

(1)  Telephoning:  (PLEASE HAVE THIS NOTICE WITH YOU WHEN YOU CALL) 1-800-342-3334. 
OR 

(2)  Writing: Complete the information, sign and mail to the New York State Office of Administrative Hearings, Office of Temporary and 
Disability Assistance, P.O. Box 1930, Albany, New York 12201-1930. Please keep a copy for yourself. 

OR 

(3)  FAX: Your fair hearing request to (518) 473-6735. 

OR 

(4) Email:  Your fair hearing request to http://www.otda.state.ny.us/oah/forms.asp 
 

  I want a fair hearing.  The Agency’s action is wrong because: 

      

Signature of Client:   Date       

YOU HAVE 60 DAYS FROM THE DATE OF THIS NOTICE TO REQUEST A FAIR HEARING 
If you request a fair hearing, the State will send you a notice informing you of the time and place of the hearing.  You have the right to be 
represented by legal counsel, a relative, a friend or other person, or to represent yourself.  At the hearing you, your attorney or other 
representative will have the opportunity to present written and oral evidence to demonstrate why the action should not be taken, as well as 
an opportunity to question any persons who appear at the hearing.  Also, you have a right to bring witnesses to speak in your favor.  You 
should bring to the hearing any documents such as this notice, paystubs, receipts, child care bills, medical verification, letters, etc. that 
may be helpful in presenting your case. 

  I understand I may be eligible for aid continuing.   My benefits have been reduced and I wish to have my benefits restored 
(aid continuing): If you request a fair hearing within ten (10) days of the date of the postmark of the mailing of this notice, your child 
care will be reinstated and will be unchanged until the fair hearing decision is issued. However, if you lose the fair hearing, you will owe 
any child care that you should not have received. We are required to recover any child care overpayments. We must make a claim against 
you for any child care you receive that you were not entitled to, which may be collected by reduction of future child care allotments, lump 
sum installment payments, or through legal action. If you want to avoid this possibility you can check the box below. You can also indicate 
over the telephone or in a letter that you do not want reinstatement of your child care. 

 I do not want my benefits continued unchanged until the hearing decision is issued. 

LEGAL ASSISTANCE: If you need free legal assistance, you may be able to obtain such assistance by contacting your local Legal Aid 
Society or other legal advocate group.  You may locate the nearest Legal Aid Society or advocate group by checking your Yellow Pages 
under “Lawyers” or by calling the number indicated on the first page of this notice. 

ACCESS TO YOUR FILE AND COPIES OF DOCUMENTS: To help you get ready for the hearing, you have a right to look at your case 
file. If you call or write to us, we will provide you with free copies of the documents from your file which we will give to the hearing officer at 
the fair hearing. To ask for documents or to find out how to look at your file, call us at the Record Access telephone number listed at the 
top of page 1 of this notice or write us at the address printed at the top of page 1 of this notice.  Also, if you call or write to us, we will 
provide you with free copies of other documents from your file which you may need to prepare for your fair hearing.  If you want copies of 
documents from your case file, you should ask for them ahead of time. They will be provided to you within a reasonable time before the 
date of the hearing. Documents will be mailed to you only if you specifically ask that they be mailed.   

INFORMATION: If you want more information about your case, how to ask for a fair hearing, how to see your file, or how to get additional 
copies of documents, call us at the telephone numbers listed at the top of page one of this notice or write to us at the address printed at 
the top of page one of this notice. 

 



OCFS-LDSS-4782 (Rev. 12/2004)  

NEW YORK STATE 
OFFICE OF CHILDREN AND FAMILY SERVICES 

NOTICE OF INTENT TO DISCONTINUE CHILD CARE BENEFITS 
NOTICE 
   DATE:       
CASE NUMBER 

      
CIN NUMBER 

      

CASE NAME (And C/O Name if Present) AND ADDRESS 

NAME AND ADDRESS OF AGENCY/CENTER OR DISTRICT OFFICE 

      

 

GENERAL TELEPHONE NO. FOR 
QUESTIONS OR HELP       

OR Agency Conference        
 Fair Hearing information 

and assistance       
 

Record Access       

      

 
 
 

 
Legal Assistance information       

OFFICE NO. 
      

UNIT NO. 
      

WORKER NO. 
      

UNIT OR WORKER NAME 
      

TELEPHONE NO. 
      

This notice is to inform you that your case will be closed effective       .

This agency intends to stop your payment of Child Care benefits effective        

The reason for this action is:       

The LAW(S) AND/OR REGULATION(S) that allows us to do this is:        

 

 

 

 

 

 

 

 

 

 

 

 

 

YOU HAVE THE RIGHT TO APPEAL THIS DECISION. 
BE SURE TO READ THE BACK OF THIS NOTICE ON HOW TO APPEAL THIS DECISION 

 
CLIENT/FAIR HEARINGS COPY 
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RIGHT TO A CONFERENCE: You may have a conference to review these actions. If you want a conference, you should ask for one as 
soon as possible. At the conference, if we discover that we made a wrong decision or if, because of information you provide, we determine 
to change our decision, we will take corrective action and give you a new notice. You may ask for a conference by calling us at the number 
on the front of this notice. This number is used only for asking for a conference. It is not the way you request a fair hearing. If you ask 
for a conference you are still entitled to a fair hearing. If you want to have your benefits continue unchanged (aid continuing) until 
you get a fair hearing decision, you must request a fair hearing in the way described below. A request for a conference, alone will 
not result in continuation of benefits. Requesting an agency conference does not affect your right to also request a fair hearing.  
Read below for fair hearing information. 

RIGHT TO A FAIR HEARING: If you believe that the above action is wrong, you may request a State fair hearing by: 

(1)  Telephoning:  (PLEASE HAVE THIS NOTICE WITH YOU WHEN YOU CALL)  1-800-342-3334. 
OR 

(2)  Writing: Complete the information, sign and mail to the New York State Office of Administrative Hearings, Office of Temporary and 
Disability Assistance, P.O. Box 1930, Albany, New York 12201-1930. Please keep a copy for yourself. 

OR 

(3)  FAX: Your fair hearing request to (518) 473-6735. 

OR 

(4) Email:  Your fair hearing request to http://www.otda.state.ny.us/oah/forms.asp 
 

  I want a fair hearing.  The Agency’s action is wrong because: 

      

Signature of Client:   Date       

YOU HAVE 60 DAYS FROM THE DATE OF THIS NOTICE TO REQUEST A FAIR HEARING 

If you request a fair hearing, the State will send you a notice informing you of the time and place of the hearing.  You have the right to be 
represented by legal counsel, a relative, a friend or other person, or to represent yourself.  At the hearing you, your attorney or other 
representative will have the opportunity to present written and oral evidence to demonstrate why the action should not be taken, as well as 
an opportunity to question any persons who appear at the hearing.  Also, you have a right to bring witnesses to speak in your favor.  You 
should bring to the hearing any documents such as this notice, pay-stubs, receipts, child care bills, medical verification, letters, etc. that 
may be helpful in presenting your case. 

 I understand I may be eligible for aid continuing. My benefits have been stopped and I wish to have my benefits restored (aid 
continuing): If you request a fair hearing within ten (10) days of the date of the postmark of the mailing of this notice, your child care will 
be reinstated and will be unchanged until the fair hearing decision is issued. However, if you lose the fair hearing, you will owe any child 
care that you should not have received. We are required to recover any child care overpayments. We must make a claim against you for 
any child care you receive that you were not entitled to, which may be collected by reduction of future child care allotments, lump sum 
installment payments, or through legal action. If you want to avoid this possibility you can check the box below. You can also indicate over 
the telephone or in a letter that you do not want reinstatement of your child care. 

 I do not want my benefits continued until the hearing decision is issued. 

LEGAL ASSISTANCE: If you need free legal assistance, you may be able to obtain such assistance by contacting your local Legal Aid 
Society or other legal advocate group.  You may locate the nearest Legal Aid Society or advocate group by checking your Yellow Pages 
under “Lawyers” or by calling the number indicated on the first page of this notice. 

ACCESS TO YOUR FILE AND COPIES OF DOCUMENTS: To help you get ready for the hearing, you have a right to look at your case 
file. If you call or write to us, we will provide you with free copies of the documents from your  file, which we will give to the hearing officer 
at the fair hearing. To ask for documents or to find out how to look at your file, call us at the Record Access telephone number listed at the 
top of page 1 of this notice or write us at the address printed at the top of page 1 of this notice.  Also, if you call or write to us, we will 
provide you with free copies of other documents from your file which you may need to prepare for your fair hearing.  If you want copies of 
documents from your case file, you should ask for them ahead of time. They will be provided to you within a reasonable time before the 
date of the hearing. Documents will be mailed to you only if you specifically ask that they be mailed.   

INFORMATION:  If you want more information about your case, how to ask for a fair hearing, how to see you file, or how to get additional 
copies of documents, call us at the telephone numbers listed at the top of page one of this notice or write to us at the address printed at the 
top of page one of this notice.  
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