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•  In a mixed-age home, this includes EarlyLearn (infants, toddlers) and 3-K children, you or your full-
time assistant (whoever is the primary person responsible for instruction) must have or be working 
towards a minimum of a Family Child Care or Infant and Toddler Child Development Associate (CDA) 
credential. If working toward a CDA, a study plan must be completed, with the support of Network staff, 
within eighteen months from the start of services with the Network. 

•  In a program providing services only to EarlyLearn children (infants and toddlers), you and  your full-
time assistant must:  

− 		 complete at least 30 hours of specialized infant/toddler development training on an annual basis, and 

− 		 have either 2 years of experience caring for children under six years of age, or 1 year of experience car
ing for children under six years of age plus 6 hours of training or education in Early Childhood Develop
ment. 

•  In a program providing services to 3-K children only, you or your full-time assistant (whoever is the 
primary person responsible for instruction) must have or be working toward a minimum of the Family 
Child Care or Preschool CDA credential. If working toward a CDA, a study plan must be completed, with 
the support of Network staff, within eighteen months from the start of services with the Network. 

­
­

1111
 



 

 

   

 

 

  

 

Comprehensive Background Clearances 
All of your program staff must strictly adhere to the Comprehensive Background Clearance (CBC) 
requirements, including fingerprinting by IdentoGo, and deadlines set forth by OCFS. 

In addition, OCFS requires all residents within a Family Day Care (FDC) or Group Family Day Care (GFDC) over 
the age of 18 to complete these background clearances. Your Network will ensure that the following steps are 
completed for each individual: 

• Be fingerprinted by IdentoGo

• Submit the OCFS Comprehensive Background Check (OCFS-6000) packet

After these steps are completed, individuals can be eligible to receive a CBC approval letter. Individuals will 
be eligible to work, volunteer or live in an affiliated provider home upon receipt of the CBC approval letter. 
Additional guidance, policy and allowances may be released aligned to City, State and Federal policies. 

*Please note, the CBC must be renewed every 5 years. All substitutes must be pre-approved by OCFS and
have completed the CBC process in order to work. 

Staff Member NYC DOE 
Fingerprinting 
Required? 

OCFS 
Fingerprinting 
Required? 

Tracking 
System 

CBC 
Required? 

Affiliated Provider No Yes OCFS Yes 

Assistants No Yes OCFS Yes 

Residents over the age of 18 No Yes OCFS Yes 

Substitutes No Yes OCFS Yes 

Volunteers No Yes OCFS Yes 

Resources 

• OCFS Comprehensive Background Check Packet: https://tinyurl.com/OCFS6000

• OCFS Visitor Log: https://tinyurl.com/OCFS6009

• OCFS Information for Providers: https://tinyurl.com/OCFSInfoforProviders
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Program Supervision and Ratio Requirements 
Your Network will work with you to make sure there is proper supervision of children throughout the 
day. Following OCFS guidance, competent supervision includes awareness of and responsibility for the 
ongoing activity of each child, and must take into account the child’s age, emotional, physical and cognitive 
development. Line of sight (within view) supervision of all children must be maintained by your program staff 
who have a Comprehensive Background Clearance (CBC) approval letter. 

Please make sure the following happens at all times with all enrolled children in your program: 

• Only OCFS approved and CBC cleared caregivers are left unsupervised with children.

• No one under the age of 18 is left in charge of any number of children at any time.

• Network staff can never be counted towards the supervision ratios of children.

Group Size and Staffing Ratios 
The following table summarizes the maximum group size and staffing requirements for each age group and 
service model as defined by the OCFS requirements (18 N.Y.C.R.R. Parts 413, 416 & 417). 

Type of License or 
Registration 

Maximum Group 
Size 

Staffing Requirements Maximum Children Under 2 

Group Family Day 
Care (GFDC) 

12* (+after school) A minimum of one lead 
affiliated provider and 
one assistant provider 

May only serve a maximum 
of 4 children under 2 years 
(24 months) 

Family Day Care 
(FDC) 

6* (+after school) A minimum of one lead 
affiliated provider 

May only serve a maximum 
of 2 children under 2 years 
(24 months) 

*If your own children under the age of six are present, they must be included in the total group size.

* Please remember that the same ratios must be maintained during any off-site activities such as neighborhood  
walks and field trips. Field trips involving transportation are not permitted for EarlyLearn children 
(infants and toddlers not in their 3-K year). 

Provider Absences 
You may be absent for a short or long term under the following conditions as outlined by OCFS (per Part 
416.8(g) and Part 417.8(g) of the NYS OCFS Regulations): 

• If you are absent for three or fewer consecutive days, OCFS does not need to be notified in advance;
however the program must keep a written record of the caregiver present in your absence. 

•  If you are absent for more than three consecutive days or have reason to be absent on a recurring basis,
OCFS and the Network must be notified in advance and the program must keep a written record of the 
caregiver present in place of the absent provider. 

Note: All absences, short or long term, must be communicated with your Network team. Additionally, written 
OCFS approval is required for an assistant to work in place of the affiliated provider for long-term absences up 
to a total of 30 days per year. 
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Other than in an emergency situation, such as illness or accident, families must be notified in writing two weeks 
prior to any long-term absence of the affiliated provider. This notice must include specific start and end dates of 
the absence and who will be taking the affiliated provider’s place in the day care program. 

In the event that an affiliated provider or assistant is absent, the FDC or GFDC must arrange  
appropriate coverage▪  

• Substitutes in FDCs/GFDCs must have advance written approval from OCFS before they are able to care
for children in the program. Your Network will support you in developing a substitute staffing plan that 
ensures that substitute staff are pre-approved by OCFS before they care for any children in the program. 
You need to maintain on file a list of approved substitutes who are available to care for the children when 
you or your assistant must be absent. This list must be available for inspection by OCFS, DECE, and the 
Network at any time. 

Staffing for Field Trips and Neighborhood Walks 
EarlyLearn children (infants and toddlers) are not permitted to utilize transportation for field trips. 
3-K children may use private transportation for field trips. 

During field trips and neighborhood walks children must be accompanied by affiliated provider staff at all  
times. No child may be left unsupervised during any phase of a trip; line of sight supervision must be 
maintained at all times. 

At a minimum, affiliated provider staff-to-child ratios apply to field trips and neighborhood walks. The exact 
number of chaperones needed will vary depending on the type of trip and must be approved in advance by  
your Network. 

For additional information on field trip and neighborhood walk requirements please contact your FCC Network team. 

Resource 

• OCFS Parts 416 and 417 with all regulations can be found here: https://tinyurl.com/OCFSRegulation
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PROGRAM OVERSIGHT 
This section provides an overview of the policies that your Network in collaboration with your program must 
follow regarding outreach and admissions processes, eligibility, attendance, program calendars and hours, meals, 
allergy guidance, program assessments, and data systems in accordance with City, State and Federal regulations. 

Calendar and Hours of Operation 
Your Network will support you in ensuring that you meet the service model requirements for the children 
enrolled in your program. 

You will provide services for one or both of the below: 

• 3-K for All school day/year services: This option is open to all families who live in New York City and
provides services typically aligned to the DOE school year calendar for three-year-olds. This program
model operates DOE contracted services from September–June.

• Extended day/year services: This option is open to families who meet income and other eligibility
requirements. Services are provided to eligible children Birth to 3-K for 8-10 hours a day and 225 or 260
Services days per year. This program model operates year-round from July 1–June 30.

Please note the age definitions below in relation to the services in your program: 

Age Group Definition 

EarlyLearn Infants: Under 2 years Children between the ages of 6 weeks and 24 months 

Toddlers: 2-year-olds Children over the age of 24 months who are not yet age-
eligible to participate in 3-K for All 

3-K Preschool: 3-year-olds Children who turn 3 by December 31 of the program year 

Your Network will support you in understanding the types of seats you may offer to families. In most cases, you 
may offer two different types of seats including extended day/year seats for children of all ages, 0-3 and/or 3-K 
school day/year. 

*Please consult with your Network for details.

Service Model Hours per Day Days per Year Ages Served Other Require-
ments 

3-K for All School 
day/year 

6 hrs 20 min 180 days 3-year-olds NYC residency 

Extended day/year 
for children under 
2, 2-year-olds, and 
3-K for All children 
(CCBG) 

8-10 hrs 225 or 260 days All ages, 0-3 Child Care 
subsidy eligibility 
requirements for 
children in these 
slots* 

*See the enrollment section for more information.
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Hours Per Day 

The actual number of hours your program is open is dependent on the service model and Network 
expectations. Sample hours might be: 

• 3-K for All school day/year services: 08:00 am – 02:20 pm 

• Extended day/year services for 8 hours per day: 08:00 am – 04:00 pm 

• Extended day/year services for 10 hours per day: 08:00 am – 06:00 pm 

Depending on the needs of the families enrolled in your program, these hours may be shifted. Hours of service 
must be consistent throughout the year, clearly communicated to families, and approved by your Network and 
the DECE. Services must begin no later than 10:00 am and no earlier than 7:00 am. 

Your  Network will work with you to ensure your program operates for the number of required hours, based on 
the approved services offered in your program. 

Annual Calendar 

Your Network will create and share 
an annual calendar that will include 
the required days of operation and 
indicate the days your program is open 
and closed (for holidays, professional 
learning, and clerical work). If you would  
like to open or close on different days, 
a written statement of your requested 
calendar changes must be submitted to 
your Network for approval before the 
start of the calendar year. Your Network 
will inform you of your requested 
approval or denial after submitting the 
request to the DOE FCC support team. 

Your Network will support you in 
making the calendar available in Arabic, 
Bengali, Chinese, English, Haitian  
Creole, Korean, Russian, Spanish and/ 
or Urdu upon request by the families 
enrolled in your program. The calendar 
must be posted and made available  
to all families of children enrolled in 
your program. 

Resource 

• DOE Calendar: https://www.schools.nyc.gov/calendar 
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School Day/Year Eligibility 
Children must meet all of the below requirements to participate in the school day/year 3-K for All program. 

1  	Age: 3-K for All: Children must turn 3 by December 31 of the school year. 

2  	Residency: Children must be residents of New York City to participate in 3-K for All. Children participating 
in this service model do not need to have documented proof of citizenship or legal immigration status. 

3  	Income: There are no family income requirements for children to be eligible to participate in 3-K. All 
children meeting the age and residency requirements listed above are eligible to participate in this free 
program. 

4  Family Share: There are no family fees to participate in school day/year 3-K for All programs. Programs 
are permitted to offer fee-based services outside of DOE-funded hours; however, participation in these 
fee-based services is completely voluntary for families attending a school day/year 3-K for All program. 
You and your Network may not require families to participate in any fee-based service as a condition of 
their child’s enrollment in school day/year 3-K for All program. 

School Day/Year Application and Admission Process 

The school day/year 3-K for All admission process allows families to apply to full-day free 3-K for All programs 
at Family Child Care (FCC) Networks, District Schools, Pre-K Centers, and NYCEECs utilizing the same 
application. 

Your Network will assist families in completing their 3-K for All application and welcome families who  
receive offers. Families may apply online, over the phone, or in person. If a family does not receive an offer  
from the program of their choice, they will automatically be placed on the waitlist for the programs listed  
on their application.  

Extended Day/Year Eligibility 
Children must meet all applicable Federal and State eligibility requirements, including New York State Child 
Care Block Grant (CCBG) and OCFS guidelines, to participate in an extended day/year program. You and your 
Network are responsible for helping families utilize the DOE’s enrollment system and submitting eligibility 
documentation. 

Children must meet all of the below requirements to participate in extended day/year services. 

1  	Age: Children are eligible to participate in extended day/year services between six weeks and when they 
begin Pre-K for All. 

2 	Residency: Children must be residents of New York City. Children participating in the extended day/year 
service model must have documented proof of citizenship or legal immigration status. 

3 Family Income and Work Requirements: Families seeking extended day/year services will provide doc-
umentation through a central enrollment system to determine whether they meet the following income 
and work requirements: 

• Children and families receiving extended day/year services are required to meet an income limit of 200% 
of the State Income Standard (SIS). This standard is established according to CCBG funding guidelines. 

• Families of participating children must document an approved reason for care. For two-parent 

households, each parent must have a reason for care. 
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