
 For Parents Applying for Subsidized Child Care 
 At the Early Learning Resource Center (ELRC), we understand just how important finding the right child care 
 is for you. The process of applying for subsidized child care under the Pennsylvania Department of Health’s 
 “Child Care Works” program takes time and involves several steps. The following is a guide to help know 
 what to expect with regard to the time involved in and associated with the various steps in the process. 

 Please note that these are guidelines and some steps may vary greatly, based on several factors, such as 
 the time of the year, the number of applications currently being processed, the number of openings in your 
 preferred facility and available funding at the time of your application. The ELRC team is committed to help 
 you through this process and we will do whatever we can to answer your questions along the way. You may 
 call us at 800-860-2281, Monday through Friday, from 8:30 a.m. – 5:00 p.m. 

 Please take the time to properly complete the application and be sure to submit all the required documentation 
 with your completed application (or as soon as possible) to move along the process as stated below. If you fail 
 to complete sections of the application or do not submit documentation by the deadlines you are provided, you 
 may risk having your case closed; if that happens, you must then start the process over again from the 
 beginning. 

 The following is an example of the steps in the application process and the time it might take for your case 
 to move from one step to the next. As stated, this is but a guide and your actual case may vary: 

 Day Zero –  The process begins when you request an  application. The ELRC makes note of all 
 applications requested and mailed out or picked up at our office for tracking purposes. At this time, 
 we will collect some basic information which will be confirmed when your application is formally 
 submitted. 

 Day One – Day 10 –  Once submitted, The ELRC has 10  days to review and to process an application 
 submitted by a parent. Even if documentation might still be missing, the ELRC will begin its efforts. 

 Day One – Day 30 or Day 43 –  A parent has 30 days  to submit any missing documentation which was 
 not included with the initial application. A notice will be sent reminding the parent of the items missing 
 and under special circumstances a parent may have an additional 13 days* to submit any missing 
 documents before the case may be closed. (*Please call the ELRC at 800-860-2281 for more details.) 

 TBD (To Be Determined) –  Based on caseloads and other  circumstances you will be assigned to a 
 family specialist who will schedule a face-to-face meeting at the ELRC office (3823 West 12  th  Street)  to 
 discuss your situation. If you are found to be eligible, the process will continue with the goal of placing 
 your child/children in one of your preferred child care facilities as soon as possible. 

 TBD + 30 Days –  If eligible for subsidized care, a  parent must select a provider and enroll the 
 child/children within 30 days from the date that funds become available. The ELRC may create a future 
 enrollment if care is not needed immediately (ex. school-age summer only). 

 As mentioned, there may be many specific factors associated with your particular case which could affect 
 your individual timeline, but we hope this may help you understand the basic steps in this process. Should 
 you have any questions, please call the ELRC at 800-860-2281.  Thank you! 
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