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Discussion/interpretation: Improvements are being implemented in the ERDC 
program effective October 1, 2015. HB 2015 and Federal Reauthorization changes will 
assist working families maintain quality child care services. The program has a dual 
purpose of promoting family self-sufficiency and fostering healthy child development 
and academic success.  
 

ERDC 12-month certification 
Twelve-month eligibility is designed to benefit the child. Staying with the same provider 
over a long period of time has been proven to be beneficial to child development and 
family stability. ERDC will continue when the family experiences some short-term 
changes in employment or wage increases during the ERDC certification period. 
 

Effective October 1, 2015, ERDC cases will be certified for 12 months. Cases will no 
longer be placed in the Simplified Reporting System (SRS). Do not align with SNAP 
unless both are certifying at the same time. A new automated ERDC approval notice 
will be mailed to customers. The notice is generated when the APR date is updated. 
 

Priority processing  
Priority child care processing will begin child care benefits for homeless youth and 
foster children immediately, even if they do not have proof of income or a work 
schedule. Eligibility is determined and if verification is needed, the customer is given a 
Notice of Pending Status (DHS 210) with the ‘priority child care processing’ box 
marked.  
 

For a foster child, a customer must indicate that they need child care for a child 
receiving foster care. Remember, children receiving foster care qualify for child care up 
through 17 (SNA) if there is a child care need.  
 

Homeless families are defined as an individual who is lacking a fixed regular and 
adequate nighttime residence this includes living in an emergency shelter, shared 
housing with others due to loss of housing or economic hardship, staying in motels, 
cars, parks, public places, tents, trailers, or other similar settings.  
 
Questions regarding care for a foster child and homeless status have been added to 
the applications. Review these questions to determine if the customer qualifies for 
priority processing during the intake interview. If the worker determines that the 
customer qualifies for priority processing complete the following: 
 

 Complete a pend notice (DHS 210) requesting verification of income and/or work 
schedule, providing 45 days from DOR; 

 Ask the customer what they anticipate to be their ongoing income and code on 
the case; 

 Open the ERDC case with a 12-month certification; 

 Once verification is received, update the case accordingly and send 10-day 
notice if necessary; 

https://olis.leg.state.or.us/liz/2015R1/Downloads/MeasureDocument/HB2015/Enrolled
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019-approval.pdf
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/de0210.doc
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/de0210.doc
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 If verification is not received, close the case the end of the month following the 
45th day from DOR. No closure notice is required if the family does not respond to 
the DHS 210.  

 

Priority processing benefits are only for the months that are represented by the 45-day 
application period, which is between two to three months. 
 

If the customer provides insufficient income during the intake and the worker is able to 
verify income with a phone call to the employer, the case is processed with the 
standard ERDC processing.  
 

Higher income limit during the ERDC certification and at reapplication  
 

The income limit for new applicants remains at 185 percent FPL.  
 

Family size: 2 3 4 5 6 7 8 
Monthly gross 
income 

 
$2,457 

 
$3,099 

 
$3,739 

 
$4,381 

 
$5,023 

 
$5,663 

 
$6,305 

 

During the certification and at recertification the income limit is higher. This is referred 
to as the ongoing income limit or exit limit. This means the family can continue ERDC 
eligibility when their income exceeds 185 percent FPL and remains under the income 
limit in the chart below.  
 

Family size: 2 3 4 5 6 7 8 
Monthly gross 
income 

 
$3,994 

 
$4,362 

 
$5,089 

 
$5,919 

 
$6,785 

 
$7,652 

 
$8,519 

 
Self-employment for ERDC 
ERDC can cover self-employment hours. When determining if a customer is self-
employed follow the criteria in FSM, Chapter 11, section C.  
 
To determine if the self-employment income is under 185 percent, look at the total 
gross income with no deductions. If the gross income is under 185 percent FPL, 
continue with eligibility determination. If the gross income is over, deny the application. 
 
Coding the SLF income for ERDC 

 Gross amount if no costs; 

 50 percent deduction is self-employed customer has at least $1 in allowable 
costs associated with their business; 

 Actual costs if the customer’s allowable costs exceed 50 percent of their gross 
income (costs must be verified). 

 
Note: The SLF code does not calculate the income at a percentage. Code SLF with 

the amount after the deduction is calculated. 
 

https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/de0210.doc
http://dhsmanuals.hr.state.or.us/EligManual/10ca-c.htm
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Example: Monthly gross self-employment is $1,000 and a 50 percent 
deduction was given; code SLF C $500.00.  

 
Child care hours for self-employed  
Child care hours can be authorized during the time a parent or caretaker is solely self-
employed. Child care hours are determined by taking the gross income after costs and 
dividing it by Oregon’s current minimum wage.  
 
If the customer needs additional hours, workers can divide their gross income without 
costs by Oregon’s minimum wage. This will provide additional child care hours. 
However, this will also increase their copay as this will be the income used to 
determine their copay. The customer can decide which option to use. Be sure to 
narrate. 
 
ERDC for working students 
Customers applying for ERDC and found eligible can also request child care for 
student hours. Existing customers can request student hours using the Change Report 
for Employment Related Day Care (ERDC) (DHS 862), by phone, in person or email. 
The customer must meet the following: 

 Be employed; 

 Have an allowable child care need under the ERDC program prior to adding 
student hours; 

 Be enrolled at a higher education institution approved to receive federal financial 
aid; 

 Be enrolled in a program of study or training oriented toward improving 
employment opportunities including completion of a degree, certificate or 
comparable credential. Online coursework for an approved institution is 
allowable. 
 

Total authorized working and student child care hours cannot exceed 215 (172 CC 
Wrk Hrs + 25% commute time). Extra hours (EXH) will not be allowed when authorizing 
student hours. 
 
A minimum of 50 percent of the Child Care Work Hours must be for employment before 
authorizing student hours. The student hours authorized cannot exceed the working 
hours. 

 
Two-parent households must meet ERDC eligibility and have a child care need prior 
to considering authorization of student hours. Overlapping work hours must make up a 
minimum of 50 percent of the total authorized child care hours. When determining the 
student hours review the overlapping work hours first to determine how many student 
hours can be allowed. Then review the overlapping class hours to determine the child 
care need. 

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_0862.pdf
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The following documentation is required in order for workers to authorize student 
hours: 

 Verification of registration; 

 Current or upcoming class schedule. 
 

If at initial application, the customer is applying for ERDC for both work and student 
hours, employment hours are not authorized until all school hours can be determined. 
 
Workers will determine eligibility, update the case with the STU case descriptor and 
code the additional hours on the CC WRK HRS field. Approved student hours must be 
narrated along with the reason for the schooling (i.e., the certificate or degree being 
completed). Customers can continue attending school during their work search, 
medical leave or military transition period. ERDC benefits for both employment and 
education will end if the case is closed for any reason before the APR date. 
 
Customers who stop attending school or have completed their schooling will see no 
change in their authorized hours until recertification.  
 
Commission based and on call jobs for new employment 
 

When the customer is a new hire and states they do not know their hours or pay at the 
time of application: 
 

 Prospective income and hours must be obtained. The employer can provide an 
estimate based on the position, or other employees who have performed similar 
duties; 

 If applicant is unable to supply verification the eligibility criteria has not been met 
and ERDC is denied. 

 
New ERDC reporting requirements – SRS is ending 
A system action is occurring to remove all ERDC cases from SRS effective 
September 30, 2015. A letter is being mailed September 15, 2015, to all ERDC families 
to explain the new reporting requirements.  
 
Effective October 1, 2015, all ERDC cases will be in CRS and follow the new ERDC 
reporting requirements listed below. Changes must be reported within 10 days of 
occurrence. Families will begin using the new ERDC change report form (DHS 862). 
 
Changes that must be reported for ERDC: 

 Address change; 

 Changes in provider; 

 Increase in income at or above the ERDC ongoing income limit (see chart 
above); 

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_letter.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_0862.pdf
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 Job loss or break in employment; 

 Changes in membership of the filing group (including parent or spouse of an 
unborn child); 

 A discharged military member returning from active duty in a war zone; 

 New employment or return to work when the family is approved for Authorized 
Work Search (AWS), Authorized Medical Leave (AML), or Authorized Military 
Transition (AMT); 

 Request for student hours. 
 
Actions on income changes during the ERDC certification period are limited. The 
authorized child care hours can be increased and the income can be decreased. The 
family may be eligible for a time period of continued ERDC eligibility when a job 
separation or temporary break in work occurs or a discharged military member returns 
from active duty in a war zone. 
 
When a lower copay is requested because income decreased 

 Ask if the change is expected to continue; 

 Request verification of income, pend using a Notice of Information or Verification 
Needed (DHS 210A); 

 If the customer does not respond to the pend notice, no action is taken on the 
case; narrate; 

 When verification is received, update copay and the SNAP dependent care 
deduction; 

 Do not adjust child care work hours. 
 
Remember: An increase in benefits does not require 10-day notice. 
 
When more child care hours are requested because income increased 

 Ask if the change is expected to continue; 

 Request verification of the increase in work hours only. Pend with a DHS 210A; 

- If the customer does not respond to the pend notice no action is taken on the 
case; 

- When verification of hours is received, adjust hours up (10-day notice is not 
required). 

 Do not adjust the copay; 

 If the verification of income received shows the income is higher than what is 
currently coded, do not take action unless it is at or above the ongoing income 
limit. Close ERDC with 10-day notice if the income exceeds the limit.  

 

https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/dw0210a.doc
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/dw0210a.doc
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When a change in the filing group is reported 

 If an individual is leaving the filing group, remove the person and their income, 
update the #ERDC field and send 10-day notice if the change causes an 
increase in the copay; 

 If an individual is entering the filing group, add the person and any income to the 
ERDC case and update the #ERDC field. Allow for and send 10-day notice if the 
change causes an increase in the copay or if they are over the ongoing ERDC 
income limit; 

 When a parent or spouse who is not employed enters the home: 

- Add three-month work search code and date to that person; 

- Do not adjust the child care work hours; 

- Remind them of the reporting requirements. 
 

Authorized Work Search (AWS) – Waives the copay 
Families may qualify for AWS when a job loss or break in work occurs during the 
ERDC certification. The case will auto close if the customer does not report new 
employment or return to work before the end of the AWS period. When employment or 
return to work is reported the worker must remove the AWS code. If it is not removed 
the case will close.  
 

A job loss can either be permanent or temporary: 
 

 Permanent job loss means the employee was either fired, voluntarily left 
employment, a short-term job that has ended or the employee was permanently 
laid off; 

 Temporary job loss is when an employee has a break in work and their employer 
expects them to return. This can include when someone is laid off with a return to 
work date, employed for school system and not working during summer break 
and seasonal jobs. 
 

When a job loss or temporary break in work situations occur:  

 Ask the customer why they are off work, fired/quit, laid off, seasonal break, etc. 

- Fired/quit – determine good cause;  

- No good cause, close the case with 10-day notice; 

- When good cause is determined – code a full three-month work search 
period starting the month after the job loss (if reported timely); 

- Break in work (laid off, seasonal, break, etc.) – ask if a return to work date 
was given: 

o Customer has a return to work date – code AWS with the return to 
work date (Important: Do not code more than three months past the 
certification end date, even if return-to-work date is farther out); 
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o No return-to-work date given – code AWS with a full three-month 
work search period. 

- If the job loss is not reported timely AWS can be coded for any time 
remaining. However, the copay waiver will begin the month after the report 
was received. 

 

Nonspecific return to work date – When the employer gives the customer a 
nonspecific return to work, such as three to four months, the worker will code the 
shortest time period. 
 

When adding AWS: 

 Do not adjust the APR date; 

 Do not adjust the child care work hours; 

 Do not adjust the income; 

 When the AWS code is added, it will trigger computer-generated notices to the 
customer (AWS work search notice/AWS close notice). 

 

Important: When a customer reports they have new employment or have returned to 
work, the AWS code is removed with 10-day notice. Once the code is 
removed the copay will no longer be waived. The copay amount will be 
based on the income prior to the job loss or layoff. The income is only 
adjusted if it is lower (must be verified first). The child care hours remain 
the same (unless higher hours are verified). 

 

Second parent moves in and is unemployed 
If customer reports that the second parent has moved in and is unemployed, determine 
if the family is still eligible for ERDC benefits. First verify and add any income to the 
case. Give 10-day notice if this results in a copay increase. Code AWS for the third 
month after the second parent moved into the household.  
 
Authorized Medical Leave (AML) – Copay is not waived 
Families who have a parent on medical leave can continue to use their ERDC during 
the leave. The date will be the month and year listed on the prognosis from the 
verification received. Maternity leave may be authorized for up to three months without 
medical documentation. 
 
The AML period for medical leave is based on when the customer is cleared to return 
to work. If the customer chooses not to return to work at the date they are cleared by 
their doctor, the case will close at the end of the AML period. 
 
As a worker you will need to do the following: 

 Request verification of medical leave, including diagnosis, prognosis and 
expected time period off work (use DHS 210A) – except maternity leave can be 
authorized for up to three months without verification; 

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_aws-work.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_aws-close.pdf
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/dw0210a.doc
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 Ask customer if they are or will be receiving workers compensation, disability or 
any other income during this time; 

 If the customer will receive workers compensation, disability or other income, not 
already coded on the case and their income will be less, request verification of 
the income using a DHS 210A; 

 Adjust income based on the verified medical leave income if it is lower; 

 Ask customer if they are planning to return to their current employer; 

 Code AML as a need resource with the expected last month of medical leave that 
is provided by verification (up to three months is allowed for maternity leave 
without verification). 

The AML date can be extended with additional verification (maternity leave 
extending beyond three months must be verified); 

 When the customer returns to work, change the income back to the income 
coded prior to their medical leave, unless new income verification shows lower 
income. If the copay increases as a result, send the customer a 10-day notice; 

 Medical leave cannot be extended more than three months beyond the APR 
date; 

 Returning to work at recertification will require new income verification. 
 

If the customer reports a permanent job loss from their employer due to medical leave, 
they may need the additional three month work search (AWS code) after the medical 
leave ends. If the customer reports that they are cleared to work and it was a 
permanent job loss, remove the medical leave code and add the AWS code to waive 
the copay. 
 
Two-parent households would follow the same process as above including: 

 Removing any income not received during AML period. Make a notation stating 
income amount in the explanation field, or TRACS narration number when coding 
AML; 

 AML code cannot be on two people in the same filing group at the same time. 
 
Authorized Military Transition (AMT) – Copay is waived 
Military parents who have been discharged and are returning home after active duty in 
a military war zone are allowed up to six months’ time to transition. The intent of AMT 
is to allow child care usage (at the same level) for the purpose of family transition 
activities, work search, medical appointments and other activities needed for the 
caretaker returning from a military war zone to acclimate to civilian life. This allows the 
children to maintain a routine and continuity of care during the six-month transition. 
The family does not need to identify the transition activities:  

 By adding AMT need resource code (N/R) and six months, starting the month 
after they return home. Do not adjust the income, child care hours or APR date; 

https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/dw0210a.doc


SS-PT-15-019-re-issued 09/29/2015 DHS 0079 (08/15) 

 The AMT code will waive the copay and close the case at the end of the six 
months. The six months can extend beyond the certification period, overriding 
the APR date; 

 If they do not report timely, start the six-month count the month after they 
returned home. However, the waiver will begin the month after the change is 
reported; 

 The AMT code ends before six months if the military member returns to active 
duty. 

 

If the military member becomes employed during the six-month period 

 Only adjust the income if it is less than the amount prior to AMT; verification is 
required. Do not adjust the income if it is higher; the child care hours may be 
adjusted up if they need more hours (verification of hours is required); 

 Do not remove the AMT when new employment is reported prior to the end of the 
six-month transition; AMT allows the copay to continue to be waived for the full 
six months. Track the case to remove the AMT code at the end of the six months: 

- A reapplication is needed if the end of the six-month transition occurs in the 
recertification month or if AMT extends beyond the APR date; 

- If there are months remaining in the certification, remove AMT at the end of 
six months; allowing ERDC to continue through the end of the certification.  

 Follow policy for acting on filing group changes if a discharged military member 
returning from active duty in a war zone joins a household. Their income will 
need to be considered. 

 
Note: Active duty means they are in the military full time. If a military member returns 

home and is still in active duty or a member of a National Guard or U.S. Armed 
Forces Reserve Unit (not discharged), there is no need for a transition period. 
The ERDC case will remain the same.  

 
Child Care Billing Forms and Copays 
Child Care Billing (CCB) forms can be canceled and reissued in the month of a job loss 
or decrease in income if reported in that month and:  

 The job loss was early in the month and customer does not have enough income 
to cover the copay; 

 A permanent reduction in income has occurred early in the month and the 
customer does not have enough income to pay; 

 The change in the copay amount is $25.00 or more. 
 
The adjusted copay amount is based on the actual verified income for that month. The 
worker will need to use the copay calculator to determine the copay amount. Contact 
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your DPU Representative by email to arrange for the CCB to be canceled and reissued 
with the new copay. Do not change the income on the case if coding AWS or AMT. 
 
Verification requirements – reminder 
With 12-month certification, it is important that verification requirements are met at the 
initial certification and at recertification. The following must be provided: 

 Income from the last 30 days – pay stubs, employer letter, phone call to 
employer, or the Work Number. For new employment use the first full pay stub or 
verification from employer; 

 Work hours – use the same sources as above; 

 Work schedule – copy of the work schedule, an employer statement via phone or 
letter, completed calendar signed by the employer. A copy of the work schedule 
can be a picture taken from a smart phone as long as the worker can see the 
customer’s name and schedule; 

 Noncitizen status of a child needing care; 

 Second parent/spouse in home not able to provide adequate care. 
 
ERDC cases can be closed with 10-day notice when: 

 Total household income is at or above the ongoing income limit;  

 The caretaker has a permanent job loss and does not have good cause; 

 No DHS listed provider is connected to the case; 

 The family moves out of state; 

 A request to end benefits is made; 

 The family is eligible for TANF; or 

 ERDC was determined based on fraudulent information. 
 
Implementation/transition instructions:  
 
Training/communication plan: 
Five full-day, in-person classes will be offered by the training and policy unit for a 
Training of the Experts. The training will be scheduled through the training unit and not 
the Learning Center. Districts will need to provide the staff information (name, OR#, job 
title and session they want to attend) to Denise Gidley in the training unit to have staff 
enrolled.  
 
In-person class (full day) 

 Monday, September 14 @ St. Johns – Training pilot; 

 Thursday, September 17 @ Tigard; 

 Friday, September 18 @ Salem; 
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 Monday, September 21 @ Salem; 

 Tuesday, September 22 @ Eugene. 
 
Five Netlink sessions will be offered by the training unit to all staff on the Oct. 1 
changes. Additional sessions will be added based on need. Staff will register for these 
courses through the Learning Center as they normally would for other training.  
 
Netlink (3 hours) 

 Monday, September 28, 1pm – 4pm; 

 Thursday, October 1, 8am – 11am and 1pm – 4pm; 

 Tuesday, October 6, 1pm – 4pm; 

 Wednesday, October 7, 1pm – 4pm; 

 Thursday, October 8, 8am – 11am. 
 

In addition to the in-person training and Netlink there will be an ERDC Q&A 
session via conference call two times a week in October. 
 

Need help? – ERDC policy analysts will be available for a conference call from 
8:00 a.m. to 9:00 a.m., Tuesday and Thursday mornings in the month of October. Any 
questions related to ERDC policy are welcome, or if you need clarification about the 
October 1 changes. If there is a need, we will continue the calls on Tuesday morning in 
the month of November. 
 
To access the ERDC Q&A session: 
Call 877-336-1829 
Participation code: 625761 

Local/branch action required:  
Manager review with SSP staff including: front line, eligibility workers and case 
managers. 
 
Central Office action required: 

FSM restructure and incorporation of new policy changes which includes added 
examples; 

Rules revisions; 

Training material updates; 

Mailing of notification of new reporting requirements to ERDC families and providers; 

Notification to partners; 

Form updates: DHS 210, DHS 415R, DHS 415F, DHS 456M, DHS 487, DHS 852, 
DHS 853, DHS 854, DHS 862 (new form), DHS 943, DHS 7470, DHS 7476; 

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019-0862.pdf
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New notices created: ERDC approval, AWS work, AWS close, AML and AMT 
notification and closure; 

Weekly Q&A line with Child Care Policy Analysts will be scheduled. 

 
Field/stakeholder review:  Yes   No 

If yes, reviewed by:       
 
Filing instructions:       
 
 
If you have any questions about this policy, contact: 

Contact(s): Annette Palmer – 503-945-6110 
Jennifer Irving – 503-945-5729 
Karen Collette – 503-945-6247 
Alma Amador – 503-945-6087  

Email: CHILDCARE.POLICY@dhsoha.state.or.us 

 

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019-approval.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_aws-work.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_aws-close.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_aml-notification.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_amt-notification.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_amt-notification.pdf
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-pt-15-019_amt-close.pdf
mailto:CHILDCARE.POLICY@dhsoha.state.or.us

