OCFS-4401 (02/2019)
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
NEW YORK STATE 
OFFICE OF CHILDREN AND FAMILY SERVICES
ADOPTION SUBSIDY
ELIGIBILITY DOCUMENTATION FILE
 FILE TEMPLATE  
Title IV-E Adoption Assistance 

To best document your adoption assistance or state subsidy determination, the local district should create a file on each child. This file template provides the outline for each eligibility folder.  Enter the child’s name and Client Identification Number (CIN) in the footer, then print the template. Each section addresses certain eligibility criteria and contains specific eligibility requirements that must be met. A list of the acceptable documentation to support these requirements is included for each section.

Section A includes the LDSS-3912, Adoption Assistance Eligibility Checklist; executed subsidy agreement; adoption decree or order of adoption; and annual parental certifications.

Section B contains the citizenship or qualified immigrant documentation.

Section C contains the age documentation. 

Section D contains the special needs documentation.

Section E contains the financial needs documentation.
State Adoption Subsidy
Section F contains the documentation for state adoption subsidy.
Medicaid or State Medical Assistance
Section G contains the documentation for COBRA.

Section H contains the documentation for medical subsidy.
Termination of Subsidy
Section I contains the documentation for termination of subsidy.
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SECTION A

[bookmark: Check1]|_| Adoption Assistance Eligibility Checklist (LDSS-3912)
|_| Adoption Subsidy and Non-Recurring Adoption Expenses Agreement (or “Subsidy Agreement;” LDSS-4623A or LDSS-4623B)
|_| Any and all amendments to the Subsidy Agreement (LDSS-4623 C-1 or LDSS-4623 C-2) 
|_| Adoption Decree or Order of Adoption
|_| Annual Parental Certifications completed by adoptive parents
SECTION B 

|_| Citizenship Documentation (must have at least one of the following):
						
|_| For U.S. Citizens 
· Birth certificate
· U.S. passport
· Naturalization certificate

|_| For Qualified Immigrants* 
· WMS non-services screen indicating child received Family Assistance (FA), Medical Assistance (MA), Supplemental Nutrition Assistance Program (SNAP) or Home Energy Assistance Program (HEAP)
· United States Citizenship and Immigration Services (USCIS) document
*See Appendix B of the Eligibility Manual for Child Welfare Programs for more information regarding the Qualified Alien and the Immigration Status List.
SECTION C

 |_|  Age Documentation (must have at least one of the following):
· For all youth 
· Non-services WMS screen reflecting child’s date of birth
· Birth certificate
· Baptismal certificate
· Hospital records
· U.S. passport
· Naturalization certificate
· Court records 
· School records
· Family Assessment and Service Plan (FASP)/progress notes substantiate that one of the above certificates was seen by the caseworker; should include the child’s name, date of birth, parents’ names and certificate number.

· Additional documentation for youth ages 18 and older (must have the following from the applicable list below):
· For a person completing secondary education or a program leading to an equivalent credential, e.g., a youth age 18 or older finishing high school or taking classes in preparation for a general equivalency diploma exam: 
· Name, location and type of school or program, AND
· Grades, or
· Progress notes, or
· Evaluation or other document from school or program that establishes youth’s attendance or enrollment
· For a person enrolled in an institution that provides post-secondary or vocational education, e.g., a youth could be enrolled full-time or part-time in a university or college or enrolled in a vocational or trade school: 
· Name, location and type of institution, AND
· Grades, or
· Progress report, or
· Evaluation or other document from the institution that establishes the youth’s attendance or enrollment.
· For a person participating in a program or activity designed to promote, or remove barriers to employment, e.g., a youth could be in Job Corps or attending classes on resume writing and interview skills: 
· Name, location, and program or activity description; AND
· Statement from program or activity that establishes the youth’s participation.
· For a person employed for at least 80 hours per month, e.g., a youth could be employed part-time or full-time at one or more places of employment: 
· Name of employer, company, agency or organization, location and nature of employment; AND 
· Statement from employer that establishes hours worked per month.
· For a person Incapable of any of the activities described above due to a medical condition, and whose incapability is supported by regularly updated or recorded information in the child’s case plan:
· The child’s medical condition must be documented by a physician, a physician’s assistant or a nurse practitioner under the supervision of a physician or a licensed psychologist.





[bookmark: _Hlk1141162]SECTION D
[bookmark: _Hlk1140974] |_| Documentation for Special Needs 
· To verify that the child cannot or should not be returned to the parents’ home, any combination of the following (covering both parents):
· A copy of the court order terminating parental rights 
· A copy of the signed surrender 
· A copy of the Article 10, 10-A or 10-C order indicating birth parents are deceased
· To verify that the child meets the criteria in 18 NYCRR 421.24(a)(2) or 421.24(a)(3)(iii) as either handicapped or hard to place; one of the following: 
· Medical documentation indicating physical, mental or emotional handicap 
· FASP/progress notes documenting the child meets the criteria of a child w/special needs (See Appendix B of the Eligibility Manual for Child Welfare Programs/Adoption Definitions handout). 
· To verify that reasonable but unsuccessful efforts have been made by the agency to place the child without providing assistance; one of the following: 
· FASP/progress notes listing the specific factors making the child difficult to place and describing the efforts made by the Agency to place the child for adoption without providing assistance (e.g. photo listing, adoption exchanges and referral to specialized adoption agencies) 
· FASP/progress notes explaining significant emotional ties with the prospective foster adoptive parent(s) or placement for adoption with a relative (best interests of the child)
SECTION E
|_| Financial Needs Documentation
|_| If linked to AFDC:
· For court-placed children, the Initial Foster Child Eligibility Checklist (LDSS-4809)* showing Title IV-E categorically eligibility and relevant back-up documentation for that eligibility
· For voluntarily placed children, the WMS screen showing Title IV-E Foster Care payments.
*All supporting documentation for the Initial Foster Child Eligibility Checklist (LDSS-4809) must be located in the Title IV-E Foster Care Eligibility Determination File.
|_| If eligible for Supplemental Security Income (SSI): 
· A Letter from the Social Security Administration verifying eligibility for SSI, or
· A copy of the SSI check confirming receipt of SSI at the time the adoption proceedings are initiated, or 
· State Data Exchange (SDX) screen indicating child is receiving SSI
|_| If minor parent:
· Linked to AFDC
· WMS screen showing minor parent receives Title IV-E Foster Care (expanded subsidy) payments for herself and her child
· Delinked from AFDC
· A court order with a judicial determination indicating that it contrary to the welfare of the minor parent to remain in the home, or 
· A copy of the voluntary placement agreement, or 
· A copy of the voluntary surrender 

|_| If Delinked Child: 
· To verify that the child reached the qualified age: 
· A copy of the Adoption Subsidy and Non-Recurring Adoption Expenses Agreement indicating that the Agreement was executed during the same year the child reached the qualified age Non-services WMS screen reflecting the child’s date of birth
AND one of the following:
· Birth certificate
· Baptismal certificate
· Hospital records
· U.S. passport
· Naturalization certificate
· Court records
· School records
· FASP/progress notes substantiate that one of the above certificates was seen by the caseworker; should include the child’s name, date of birth, parents’ names and certificate number 
· To verify that the child has been in foster care for 60 consecutive months; one of the following:
· CONNECTIONS Activity window with placement/movement and/or legal activity history, documenting time in foster care
· WMS POS history, authorizing foster care payments for the required time period
· Court records
· The FASP/progress notes providing the case history and indicating that the child has been in placement for 60 consecutive months
· To verify that the child is a sibling of an eligible child; one of the following:
· Birth certificates of both children that indicate children share at least one biological parent
· Baptismal certificates that indicate children share at least one biological parent
· Hospital records that indicate children share at least one biological parent
· Court records with this information
· FASP/Progress notes that substantiate that that children are siblings
· To verify that at the initiation of adoption proceedings, the child was in the care of a public or licensed private child placement agency or Indian tribal organization pursuant to an involuntary removal with a judicial determination that was contrary to the welfare of the child to remain in the home:
· The removal order indicating that it was contrary to the welfare of the child to remain in the home and that the child is in the legal custody of the LDSS/ACS
· To verify that at the initiation of adoption proceedings, the child was in the care of a public or licensed private child placement agency or Indian tribal organization pursuant to a voluntary placement agreement or a voluntary surrender:
· A copy of the voluntary placement agreement; or 
· A copy of the voluntary surrender 

|_| If previously adopted and receiving Title IV-E Adoption Assistance in that adoption episode
· Death certificate of adoptive parent(s) or 
· Court documents verifying termination of previous adoption, a surrender by the previous adoptive parent or a Termination of Parental Rights for the previous adoptive parent; 
AND
· FASP/Progress Notes indicating the child received Title IV-E Adoption Assistance in a prior adoption
|_| If fair hearing determined adoption assistance was wrongfully denied  
· Copy of the Fair Hearing decision
SECTION F

|_| Documentation for State Adoption Subsidy
· To verify the child’s age; one of the following: 
· Non-services WMS screen reflecting the child’s date of birth
· Birth certificate
· Baptismal certificate
· Hospital records
· U.S. passport
· Naturalization certificate
· Court records 
· School records
· FASP/progress notes substantiate that one of the above certificates was seen by the caseworker; should include the child’s name, date of birth, parents’ names and certificate number
· To verify the transfer of guardianship and custody (check age of child at time petition to free the child for adoption is filed):
· Court order indicating guardianship and custody transferred to the local department of social services (LDSS) or a voluntary authorized agency or a certified or approved foster parent; or
· Voluntary Surrender (section 383-c or 384 of the SSL).
· To verify that the foster parent is certified or approved:
· Official proof of certification or approval as foster parent
· To verify that the child was in foster care as an abused or neglected child:
· Court order indicating Article 10 removal
· To verify the death of the parent(s); one of the following:
· Death certificate of the parent(s)
· Other legal document that verifies that the court appointed a legal guardian or custodian for the child due to death of the parent(s) such as:
· Court order of guardianship, or
· Court order of custody.
· To verify ineligibility for Title IV-E or SSI:
· The Initial Foster Child Eligibility Checklist (LDSS-4809) indicating the child was ineligible at initial determination for Title IV-E Foster Care
· To verify the child is handicapped:
· Medical documentation indicating physical, mental or emotional handicap
· To verify the child is determined hard-to-place; one of the following:
· Surrender or TPR court order indicating freed date 
· Copy of the signed Adoption Placement Agreement (APA) indicating date child was placed 
· Death certificate if parents are deceased 
· FASP/progress notes document that there exists a specific factor or condition such as the child’s ethnic background, age or membership in a minority or sibling group because of which it is reasonable to conclude that such child cannot be placed with adoptive parents without providing financial or medical assistance
· Post-finalization eligibility 
· Certification from a physician indicating the child had a physical or emotional condition that existed prior to adoption and that condition qualifies the child as handicapped.
SECTION G
|_| COBRA
· To verify the special medical or rehabilitative need, use the same documentation that verified eligibility for the State Adoption Subsidy; AND
· To verify that the child was in receipt of or eligible for Medicaid in the three-month period prior to the signing of the Adoption Subsidy and Non-Recurring Adoption Expenses Agreement, if the child was in foster care placement and receiving Medical Assistance, the child meets the requirement. See GIS-05 MA/04.
SECTION H
|_| State Medical Documentation
· To verify the handicapping condition and the hard-to-place status, use the same documentation that verified eligibility for the State Adoption Subsidy; or
· To verify that a hard-to-place child was adopted by parents who age 62 or older, use the prospective adoptive parents’ birth certificate; or
· To verify that a hard-to-place child was adopted by parents who are within five years of mandatory retirement, use documentation from the prospective adoptive parent’s place of employment indicating the mandatory retirement age; AND
· To verify that the child was found ineligible for MA under Title IV-E or COBRA, use the FASP/Progress notes
SECTION I
|_| Termination of Subsidy Documentation
· A copy of the letter of termination; AND 
· Any correspondence received from parent in response to termination
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