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PART I. VA CHILD CARE SUBSIDY PROGRAM

1. PURPOSE. This handbook establishes Department of Veterans Affairs (VA) procedures for
the VA Child Care Subsidy Program (CCSP), which permits the use of appropriated funds,
including revolving funds otherwise available for salaries, to subsidize childcare costs for
[qualified] employees.

2. RESPONSIBILITIES.

a.

[The Assistant Secretary for Human Resources and Administration (HRA) has overall
responsibility for the VA CCSP.]

[The Chief Human Capital Officer (CHCO), HRA, has responsibility for the administration of
the program and issuing departmental policy.]

[The Executive Director, Management, Planning & Analysis (MPA), HRA is responsible for
oversight of the operational component of the CCSP.]

[The Director, Worklife and Benefits Service (WLB), OCHCO, HRA, must provide oversight
of the VA CCSP policy, provide advisory service to the CCSP Service on the interpretation
and application of the CCSP policy, and submit the CCSP Data Call Report to the Office of
Personnel Management (OPM) upon request.]

The Director, CCSP Service, MP&A, HRA, is responsible for administering day-to-day
operations of the CCSP and tracking the utilization of child care subsidy funds.

Field HR offices are responsible for informing and advising their employees about the
CCSP and certifying the submission of completed applications to the CCSP Service via the
Child Care Records Management System (CCRMS).

VA Employees must:

(1) Complete the online CCSP application via the CCRMS which includes the submission
of all required and supporting documents electronically;

(2) Report accurate information on all VA forms and any additional supporting
documents in connection with their application to participate in the CCSP. Employees
are responsible for reporting any changes, such as marriage, divorce, family income,
child care provider, a change in appointment, or any information for which the CCSP
Service will need to update the participant’s file;
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g. Legal Guardian. An individual, who by written court appointment, is charged with the legal
responsibility for the care and management of a minor child.

r. Parent. An individual who lives with the VA employee and is the biological, adoptive, step,
or foster parent or the legal guardian of a child eligible to participate in the CCSP.

s. Parent-Child Relationship. A regular parent-child relationship means that the employee
is exercising parental authority, responsibility, and control over the child by caring for,
supporting, disciplining, and guiding the child, including making decisions about the child's
education and health care. This excludes employees who are grandparents unless they
are serving as court appointed custodians or legal guardians.

t. Qualified Child Care Center. A qualified child care center and qualified day care center
are used interchangeably and are centers that:

(1) Comply with all applicable laws and regulations of the state and town, city or village in
which it is located; and

(2) Are licensed and/or regulated to provide child care services in the state or location in
which the child care center operates; and

(3) Provide care for more than five individuals (other than individuals who reside at the
child care center); and

(4) Receive a fee, payment or grant for services for any of the individuals to whom it
provides services (regardless of whether the facility is operated for a profit).

u. [Qualified Employee. An employee who meets the eligibility criteria in section 6. of this
part.]

v. Qualifying Child. Child(ren) of an employee from birth under the age of 13 and child(ren)
with disabilities under the age of 18 who meets the definition of Child in 4(d) of this part.

w. Qualifying Child Care Services.
(1) Qualifying child care services are services:
(a) Performed at a qualified child care center as defined in this part.

(b) Performed to enable the participant and participant’s spouse, civil
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(1) Approval to participate in the VA CCSP does not constitute a financial arrangement
with the employee or the employee’s child care provider(s). Child care subsidy
benefit distribution is made after services are rendered by the daycare provider and/or
facilities). Employees are responsible for the payment of their total child care costs.

(2) The employee’s (couple, domestic partner, or unmarried parent living in the same
household, if applicable) The employees’ TFI, child care cost, and [share of the
monthly child care costs] will be used to determine the amount of VA child care
subsidy that they are eligible for. Waivers will not be approved to reduce the TFI for
any reason.

(3) [VA may change the monthly subsidy amount of total child care costs paid by VA at
any time.]

b. Eligibility Determinations

(1) The CCSP Service will receive employee applications for enrollment and will evaluate
applications to determine employee eligibility using the criteria provided on the CCSP
website. An individual must be employed by VA for a minimum of 60 continuous days
before they are eligible to participate in the CCSP.

(2) If the employee is eligible to participate in the program, the CCSP Service takes the
required steps to facilitate appropriate payments, including notifying employees if
their application has been approved.

(3) If the application is incomplete, employees will be notified that they have 10 calendar
days to submit the missing/incomplete forms and/or supporting documents into the
CCRMS. If forms and/or supporting documents are not received within the 10-day
timeframe, the package will be denied on failure to submit complete supporting
documents.

c. Reconsideration of Denials. If an application is denied, the applicant may request, in
writing, that the CCSP Service review the application again. Upon receipt of a request for
review, the CCSP Service will review the decision and respond to the employee within 30
calendar days of receipt of the written request. If the CCSP Service upholds the original
denial of the application, the employee may submit a written request for reconsideration to
the CHCO. The decision of the CHCO is final and there are no administrative rights for
further review or appeal.

d. Employee Participation. Participation in the CCSP must be in effect from the time the

employee is notified in writing that they have been approved to participate in the program
until one of the following occurs:
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(1)

(2)
3)
(4)
()

The qualifying child(ren) is/are no longer enrolled in the program with the licensed
child care facility or certified child care provider that is listed on the application;

The employee is no longer employed by VA;
[The employee is no longer a qualified employee;]
The qualifying child(ren) reaches age 13 or if disabled, reaches the age of 18;

The qualifying child(ren) ceases to meet the definition of Child in Definitions 4(d) of
this part;

The employee changed their name; position or position location;

The employee is going on planned or unplanned Family Medical Leave Act (FMLA)
/Leave Without Pay (LWOP); exceptions as noted in 8a(5)(a) and (b)

The employee receives subsidy from any other source (state, city, etc.);

The employee does not submit an invoice to the CCSP Service for two consecutive
months; and/or

(10) The VA no longer administers the CCSP.

8. PAYMENTS.

a. Payments

(1)

(2)

Employees are responsible for ensuring the information provided on the CCRMS
online benefit payment request form matches information on invoices before
submission for payment to the CCSP Service. Benefit payment requests must be
submitted through the CCRMS no later than the 15th of each month following the
month for which a benefit payment is requested. For example, if payment is
requested for June, the invoice must be received no later than the 15th of July of the
same year. Invoices that are not received within this time frame will not be paid.
Exceptions to this timeframe will not be approved for any reason except for
employees on approved FMLA or on military duty. Invoices will not be mailed by HR
offices, participants or child care providers. Faxed or email submissions will not be
accepted unless they have been requested by the CSSP office.

Payments will be made to child care providers by EFT through VA form 10091, FSC
Vendor File Request form for vendor payments 30th will be notified by the CCSP
Service and must reapply by submitting a complete initial application. Employees will
not be reinstated retroactively. Documentation requirements for recertification
packages are contained in paragraph 12c of this part. No exceptions will be made for
this requirement.
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11.TAX IMPLICATIONS. There are tax implications for employees receiving child care subsidy
greater than [$7,500] per year and/or a combination of Dependent Care Flexible Spending
Account and Child Care Subsidy Benefits greater than [$7,500] per year. The benefits
received under this plan (up to the amounts set forth above) may be excluded from gross
income if an employee’s child meets the IRS definition of a dependent. If the child does not
meet the IRS definition, the employee may still receive the subsidy, but the subsidy will be
treated as taxable income.

a. If employee applies for both the CCSP and Dependent Care Flexible Spending Account
(DCFSA) during the same calendar year, part or all the CCSP benefits received will be
treated as taxable income.

12.FORMS AND APPLICATION PACKAGES.

a. Forms. Child care subsidy forms/automated application can be accessed at:
http://vaww.va.gov/OHRM/ccsp/Application.asp and the VA Child Care Subsidy Program

Website that outlines the procedures can be accessed at:
http://vaww.va.gov/OHRM/ccsp/Application.asp.

b. Initial Applications. The following online forms and supporting documents must be
submitted online using the CCRMS. No paper or faxed applications will be accepted by the
CCSP Service. Application packages will not be processed until all required documents
are provided:

(1)
(2)

3)
(4)

VA Form 0730a, VA Child Care Subsidy Employee Application Form;

VA Form 0730b, Child Care Provider Information (for the Child Care Subsidy
Program);

Copy of provider(s) license and schedule of fees;
Copy of most recent SF-50, Notification of Personnel Action;

Copy of W-2 forms for the previous year for applicant and couple, domestic partner,
and/or unmarried parent living in the same household;

Copy of last two Leave and Earning (L&E) Statements. New employees may provide
a copy of their Appointment Letter in lieu of the L&E Statements in their application
package. Employees who provide a copy of their Appointment Letter must provide
copies of their last two L&E Statements to the CCSP Service as soon as the
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[APPENDIX A

APPENDIX A. VA CHILD CARE SUBSIDY PROGRAM (CCSP) BENEFIT PLAN

VA will pay the child care subsidy at a flat-rate structure, for all approved,
qualified employees.

Participant Cost-Sharing Requirement. OPM issued Guidance for Agency-
Specific Policies on Child Care Subsidy Programs in January 2025 that

recommended agencies measure financial need of eligible employees against
the Department of Health and Human Services’ rule that establishes 7
percent of a family’s income as the benchmark for an affordable co-payment.

(1)

3)

The participant is responsible for contributing at least 7% of their adjusted monthly
gross income towards the actual cost of child care per month.

(@) The Total Family Income (TFI) from the previous Federal tax year divided by 12
is used to calculate the adjusted monthly gross income.

(b) The adjusted monthly gross income is used to calculate the 7% cost-sharing
requirement.

The CCSP will pay up to $625 for the remaining child care expenses each month
after the 7% of the employee cost-sharing requirement.

The participant is responsible for any additional child care costs remaining after the
CCSP subsidy is paid.

IRS Tax Limitation — IRS permits an annual tax-free employer provided
dependent care programs, which include CCSP and the Dependent Care
Flexible Spending Account (DCFSA), up to $7,500. Subsidy benefits and/or a
DCFSA combination of amount paid more than $7,500 in a calendar year will
be considered taxable income on the employee’s bi-weekly salary dollars.

(1)

(2)

To help prevent participants from exceeding the annual IRS tax-free limit and
incurring tax liability, CCSP subsidy payments are capped at $625 per month.

This maximum helps to eliminate VA employees from facing end of year tax
implications from using the VA program. Participants’ benefits under this plan will be
reduced by the amount of other state or local care subsidies received by the
employee or the other parent on behalf of the child to reduce the cost of daycare.
Employees are responsible for determining whether acceptance of the VA CCSP
benefit affects their eligibility for child care subsidies from other sources.

Total Family Income (TFI) The TFI threshold is $149,000 annually.]
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