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ESSENTIAL WORKER DOCUMENTATION CHECKLIST 
 

To complete your application for Child Care Services for Essential Workers, you will need: 
 

1. RESIDENT OF THE CITY OF AUSTIN 
☐ Current Utility bill or Lease / Mortgage statement to show residence address  or 
☐ Public Assistance/Social Service Records -or- Section 8 Award Letter     or 

 ☐ School Records  or 
☐ Pay Stubs (if address is printed on stub)      

   

2. CHILD/REN CITIZENSHIP/AGE VERIFICATION  
  ☐ Birth Certificate   or 
  ☐ US Passport   or  
  ☐ Hospital or public health birth record   or  

☐ Church or Baptismal Record    or 
☐ School Records/School ID Cards    or 
 

3. CHILD/REN IMMIGRANT/“QUALIFIED ALIEN” VERIFICATION 
 ☐ Naturalization Certification or 
 ☐ Lawful Permanent Resident: Alien Registration Receipt Card (“green card” - Form I-551) or 

☐ Asylee: Forms I-94, I-688B (Employment Authorization Card), or I-766 (Employment Authorization 
Document); grant letter from the Asylum Office of the U.S. Citizen and Immigration Services (USCIS); or  

 ☐ Refugee: Forms I-94, I-688B, or I-766 or 
 ☐ Cuban/Haitian Entrant: Form I-551, unexpired temporary I-551 stamp in foreign passport or Form I-94 

4. HOUSEHOLD INCOME VERIFICATION DOCUMENTS 
Ø If employed: 

 ☐ Paycheck stubs for each adult in the household for the last 30 days of employment  
Note: Earnings include wages, salaries, commissions, tips, piece-rate payments, and cash bonuses 
earned. 

Ø If Self-employed: 
 ☐ Self-employment business income statement AND 
 ☐ Quarterly federal tax returns; or 
 ☐ Signed year-to-date profit and loss statements for each business owned; or 
 ☐ Business ledgers, records, receipts, check receipts, and business statements; or 
 ☐ Customer contracts or work orders; or  
 ☐ Calendar of work appointments and money earned through these appointments. 

Ø In addition, verification of other household income: 
 ☐ Pensions, annuities, life insurance, 
 ☐ Taxable capital gains, dividends, and interest. 
 ☐ Rental income.  
 ☐ Income from estate and trust funds.  
 ☐ Lottery payments of $600 or greater 
 ☐ Workers' compensation income, disability payments (SSDI) 
 ☐ Spousal maintenance or alimony 
 ☐ Court settlements or judgment 
 
5. CHILD CARE PROVIDER INFORMATION (if known) 

Provider Name: ________________________________ License Number: ___________________ 
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CHILD CARE SERVICES WAGE VERIFICATION FORM 
 

To be completed by employee: 
Release of Information 
I, _______________________________, authorize the release of the following information to Workforce Solutions. I 
understand that additional information may be required from my employer and/or clients.  
Signature: _________________________________ SSN: (Optional) ________________________________ 
 

To be completed by Employer: 
Do you currently employ the individual named above?      Yes        No 
 
Employee’s Job Title: ___________________________ Duties: ___________________________________ 
 
Pay Frequency:    Daily  Weekly    Bi-Weekly  Semi-monthly  Monthly 
 
Hourly rate of pay: $ _________ Number of hours worked per week: ____________________ 
 
How is employee paid?    Cash  Check  Direct Deposit Other  Bonus/Incentive  Tips 
 
Is overtime offered:   Frequently  Rarely  Never 

Work Schedule 
Please mark the days and times employee is scheduled to work each week. (Ex. 8am – 5pm) 

Days  Monday  Tuesday  Wednesday  Thursday  Friday  Saturday  Sunday 

Times        
 

Comments: ________________________________________________________________________________ 
Please list the employee’s wages for the last FOUR pay periods below. 

Pay Date Pay Period Dates 
From:        To: Hours Worked Gross Wages 

1.   $ 

2.   $ 
3.   $ 
4.   $ 
FOR NEW EMPLOYEES Business/Employer Name: 
Date Hired: Address: 
Date of First Paycheck: Phone #: 
FOR EMPLOYEES NO LONGER WITH THE 
COMPANY Employer Representative Name: 

Last Date of Employment: Title: 
Date of Final Paycheck: Date: 

This information pertains to the employee’s eligibility for Child Care Services and is subject to validation against state and 
federal databases, in-person interviews, and/or submittal of additional supporting documentation. I acknowledge this the 
information is true and correct. I understand that a person who provides false or incorrect information for someone to 
obtain or attempt to obtain, by fraudulent means, services to which the person is not entitled may be prosecuted under 
applicable state and federal laws. 
_______________________________________________   ___________________________ 
Employer Representative Signature      Date 

For Office Use 
Telephone verification completed by: _____________________________ Date: ______________________ 
Representative Name, Title: ____________________________________ Phone: _____________________ 
Comments  _____________________________________________________________________ 
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SELF-EMPLOYMENT/BUSINESS INCOME STATEMENT (If Applicable) 
 

For the month of: __________________     Type of Business: __________________________________ 
 

Date Business EXPENSES Amount   Date Business INCOME Amount 
             
            
            
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             

Total Business Expenses  $   Total Business Income  $ 
     Total Business Expenses  - 
     Adjusted Business Income $ 

 
I understand that my recorded income will be divided by the Federal Minimum Wage of $7.25 per hour to 
establish whether or not I am meeting the required participation hours of 25 hours per week single parent 
family/50 hours per two parent family. 
 
Note: Adjusted Business Income = Total Business Income minus Total Business Expenses. 
 
The above information is true, correct, and complete to the best of my knowledge. I understand that giving 
false information to the CCS contractor may result in my childcare being reduced, delayed, denied, or 
terminated, with consequences up to and including prosecution. 

             
Print Name  Date 

             
Signature  TWIST ID 

Office Use Only 

  Verifiable income provided?  □ Yes  ___________   ÷  $7.25   ÷    4.33     =    ______ 

  □ No      Income          Min. Wage   Wks/mo     Work Hours 


