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STABLE Application Guidance 

ATTENTION PROVIDERS: DECAL recommends that prior to submitting a STABLE application that 

providers read all guidance.  YOU WILL BE UNABLE TO SAVE YOUR APPLICATION so please be prepared 

to complete it once you begin.  DECAL recommends that providers use the worksheet included in this 

guidance document to total their attendance counts and calculate an estimate of their eligible funding 

to help them decide how they wish to allocate their budget.  Please know that if a provider submits an 

application that they later say was submitted incorrectly, this may result in a significant delay receiving 

any eligible funding. For questions regarding the application you can contact DECAL at 

STABLE@decal.ga.gov.  

In developing the STABLE payment application, DECAL determined that the most credible way to 

know which providers in the state remained open during the public health emergency and which had 

closed was to use the status (opened or closed) each provider indicated in DECAL KOALA. We used a 

provider’s self-reported status as of April 27, 2020 (the last Monday of April) to determine their 

payment, thereby giving providers as much time as possible to record their status in KOALA.  

At the beginning of the public health emergency, DECAL created a way for you to self-report to DECAL 

and to the general public if you were open or temporarily closed during the crisis. We regularly 

advised providers through email, engagement with statewide stakeholders, social media posts, 

website messaging, and direct telephone calls to update your status in DECAL KOALA. The continuous 

outreach began March 16, 2020, and more than 90% of you self-reported your status as open or 

closed. Your doing so allowed DECAL to better inform families, determine capacity statewide, and in 

specific geographic areas, gauge if the demand for child care was being met and connect essential 

workforce to critically needed child care. 

DECAL decided that your status, as reported by you at our requests, was the most equitable way to 

determine your STABLE payment. Then, we chose a date on which to review a provider’s status that 

gave providers enough time to self-report.  

DECAL will not change the decision to base a provider’s payment on their self-reported operating 

status as of April 27, 2020. 
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Guidance Summary 

• For licensed provider locations to be considered eligible to receive a STABLE Payment they must 

accurately report their attendance information for all children who attended the program at 

least one day in the month of February 2020. The total payment amount will be based upon a 

provider’s reported Open or Temporary Closed status as of 4/27/2020 at 5:00pm and offset by 

ongoing payments to providers for children with CAPS scholarships and for children enrolled in a 

Georgia’s Pre-K Program classroom. Total payments will be calculated using the following 

amounts per child reported in accordance with the application instructions. 

 

Section 1: Entering Eligible Attendance from February 2020 

1. Licensed providers must apply using their KOALA Self-Service account. The application requires 

providers to enter attendance information for each licensed site based on the month of 

February. Providers must use the attendance worksheet to enter Total Attendance, Early Head 

Start/Head Start Attendance, CAPS/QRSG Attendance, and Georgia’s Pre-K Attendance.  Please 

note that Early Head Start/Head Start Attendance, CAPS/QRSG Attendance, and Georgia’s Pre-K 

Attendance will represent portions of the Total Attendance entered.  By entering the number of 

children counted in Total Attendance that are in these programs the application will be able 

calculate the appropriate Total Private Attendance.  The rates for each type of attendance 

entered are as follows: 

o No funding will be provided based on children counted as Early Head Start/Head Start. 

o The prorated rate of $120 for Open and $90 for Temporary Closed will apply to the 

count of children in CAPS/QRSG Attendance. 

o The prorated rate of $79 for Open and $59 for Temporary Closed will apply to the count 

of children in Georgia’s Pre-K Attendance. 

o The base rate of $240 for Open and $180 for Temporary Closed will be applied to Total 

Private Attendance up to licensed capacity for CCLC’s and 8 for FCCLH’s after 

considering counts for children in Early Head Start/Head Start, CAPS/QRSG, and 

Georgia’s Pre-K. 

 

2. The Attendance Worksheet 

o Providers that operate at least one Georgia’s Pre-K Program classroom will see this 

worksheet: 
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o Providers that do not operate a Georgia’s Pre-K Program classroom will see this 

worksheet: 

 

 

3. Column Definitions and Guidance for the Attendance Worksheet 

o Age 

▪ This column is for describing the age categories we are asking for providers to 

use when completing the worksheet. For children age 5 and under in February 

2020, who are not in kindergarten, we are asking you to use the actual age of 

the child and not the type of classroom they are in. 

▪ A provider may not see all age groups in their application if they are not licensed 

to care for those ages. 
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Age Category Description of Age Category 

Under 1 year • Children under the age of 1 

• Cannot be used for Georgia’s Pre-K 
Attendance 

1 year • Children age 1 but less than age 2 

• Cannot be used for Georgia’s Pre-K 
Attendance 

2 years • Children age 2 but less than age 3 

• Cannot be used for Georgia’s Pre-K 
Attendance 

3 years • Children age 3 but less than age 4 

• Cannot be used for Georgia’s Pre-K 
Attendance 

4 years • Children age 4 but less than age 5 

• Can be used for Georgia’s Pre-K 
Attendance 

5 years (pre-k only) • Children age 5 but less than 6 that are 
not in kindergarten 

• This is for children who are in any pre-
kindergarten setting such as a Georgia’s 
Pre-K Program classroom, a Head Start 
Pre-Kindergarten classroom, or a private-
pay Pre-Kindergarten classroom 

• ATTENTION Family Child Care Learning 
Home providers 

o This age category will not appear 
to you and you should place all 
children that are age 5 in the age 
category “5 years & older” for 
the purpose of completing the 
application. 
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5 years & older (kindergarten & up) • Children age 5 and over that are school 
age 

• School age means that they are in a 
public or private K-12 class 

• Cannot be used for HS/EHS Enrollment 

• Cannot be used for Georgia’s Pre-K 

Total • This is a calculated field and not an entry 
field 

• This field calculates the sum of 
attendance for each column for all age 
categories. 

o Total Attendance 

▪ This column is for entering the total program attendance for all children that 

attended at least one day in the month of February 2020. 

▪ Providers should enter this attendance by age based on the age categories on 

the table above. 

▪ Each child should only be counted once 

▪ Once Total Attendance is entered, providers will be asked to count which of 

those in Total Attendance should be counted by as Early Head Start/Head Start, 

CAPS/QRSG, or Georgia’s Pre-K. 

▪ Children not counted in one of these program columns will be Total Private 

Attendance. 

o Early Head Start/Head Start Attendance 

▪ This column is for entering the total number of children eligible for Early Head 

Start/Head Start and in attendance at least one day in the month of February 

2020 that are included in the Total Attendance entered. 

▪ Providers should enter this attendance by age based on the age categories on 

the table above. 

▪ Children that are counted as Early Head Start/Head Start should not be counted 

in the columns for CAPS/QRSG Attendance or Georgia’s Pre-K Attendance. 

▪ No funding will be provided for children counted as Early Head Start/Head Start 

since those programs are continuing to be funded while DECAL may also be 

providing funding through CAPS and Georgia’s Pre-K. 

o CAPS/QRSG Attendance 

▪ This column is for entering the total number of children with either a CAPS 

Scholarship or in a Quality Rated Subsidy Grant (QRSG) slot in attendance at 

least one day in the month of February 2020 that are included in the Total 

Attendance entered. 

▪ Providers should enter this attendance by age based on the age categories on 

the table above. 
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▪ If a child has a CAPS Scholarship but can also be counted in the Early Head 

Start/Head Start Attendance, they should not be counted in the CAPS/QRSG 

Attendance. 

▪ If a child has a CAPS Scholarship but can also be counted in the Georgia’s Pre-K 

Attendance, they should not be counted in the CAPS/QRSG Attendance. 

▪ The prorated rate of $120 for Open and $90 for Temporary Closed will apply to 

the count of children in CAPS/QRSG Attendance. 

o Georgia’s Pre-K Attendance 

▪ This column is for entering the total number of children in attendance at least 

one day in February 2020 and on the February roster for Georgia’s Pre-K that 

are included in the Total Attendance entered. 

▪ Providers should enter this attendance by age based on the age categories on 

the table above. 

▪ Children counted as Georgia’s Pre-K Attendance should not be counted in the 

columns for Early Head Start/Head Start Attendance or CAPS/QRSG Attendance. 

▪ The prorated rate of $79 for Open and $59 for Temporary Closed will apply to 

the count of children in Georgia’s Pre-K Attendance. 

o Total Private Attendance 

▪ No data entry 

▪ This column is calculated based on what was entered in the other columns for 

each age category. 

▪ Total Private Attendance is the attendance balance after subtracting Early Head 

Start/Head Start Attendance, CAPS/QRSG Attendance, and Georgia’s Pre-K 

Attendance from Total Attendance. 

▪ The base rate of $240 for Open and $180 for Temporary Closed will be applied 

to Total Private Attendance up to total capacity for CCLC’s and 8 for FCCLH’s 

after considering counts for children in Early Head Start/Head Start, CAPS/QRSG, 

and Georgia’s Pre-K. 

 

4. Entering Attendance Information in the Attendance Worksheet 

o First, providers should enter Total Attendance for February 2020 by age based on the 

age categories on the table above. 

▪ In this example below, the provider entered a Total Attendance of 96 
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o Next, providers should enter Early Head Start/Head Start Attendance for February 2020 

included in the Total Attendance by age based on the age categories on the table above. 

▪ In this example below, the provider is not an Early Head Start/Head Start 

provider, so of the 96 in Total Attendance, 0 should be counted in Early Head 

Start/Head Start Attendance. 

 

o Next, providers should enter CAPS/QRSG Attendance for February 2020 included in the 

Total Attendance by age based on the age categories on the table above. 

▪ In this example below, the provider is a CAPS provider, so of the 96 in Total 

Attendance, 12 are counted as CAPS/QRSG Attendance 

▪ As the CAPS/QRSG Attendance is entered the Total Private Attendance will be 

reduced by the CAPS/QRSG Attendance to 84. 
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o Last, providers should enter Georgia’s Pre-K Attendance based upon the roster for 

February 2020 included in the Total Attendance by age based on the age categories on 

the table above. 

▪ In this example below, the provider is a Georgia’s Pre-K provider and has 1 

classroom, so of the 96 in Total Attendance, 22 are counted as Georgia’s Pre-K 

Attendance 

▪ As the Georgia’s Pre-K Attendance is entered the Total Private Attendance will 

again be reduced by the total of CAPS/QRSG Attendance (12) and Georgia’s Pre-

K Attendance (22) to 62. 

 

▪ Attendance entry is now complete and if you add Early Head Start/Head Start 

Attendance, CAPS/QRSG Attendance, Georgia’s Pre-K Attendance and Total 

Private Attendance you will equal your Total Attendance. 

 

5. Calculating the STABLE Payment 

o At this point providers will be able to calculate an estimate of their eligible STABLE 

payment amount by using their reported operating status on their application and the 

rates outlined above. 

▪ DECAL KOALA will not do this until the application is submitted. 

o For a provider with a reported operating status of Open in the example above, the 

calculation would be: 
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▪ CAPS/QRSG Attendance: 12 x $120 = $1,440 

▪ Georgia’s Pre-K Attendance: 22 x $79 = $1,738 

▪ Total Private Attendance: 62 x $240 = $14,880 

▪ These 3 amounts would be added together to get the total estimated payment. 

▪ Total February Attendance of 96 and a total estimated STABLE payment of 

$18,058. 

o For a provider with a reported operating status of Temporary Closed/Not Reported in 

the example above the calculation would be: 

▪ CAPS/QRSG Attendance: 12 x $90 = $1,080 

▪ Georgia’s Pre-K Attendance: 22 x $59 = $1,298 

▪ Total Private Attendance: 62 x $180 = $11,160 

▪ These 3 amounts would be added together to get the total estimated payment. 

▪ Total February Attendance of 96 and a total estimated STABLE payment of 

$13,538. 

6. Maximum Payment Amount 

o For a child care learning center, when calculating the total STABLE payment amount, the 

calculation will not take into account any attendance that exceeds a location’s total 

capacity. 

o For a family child care learning home, when calculating the total STABLE payment 

amount, the calculation will not take into account any attendance that exceeds 8. 

o To show how this can impact the total STABLE payment amount we can use the previous 

example. 

 

o If this provider’s location had a licensed capacity of 90 and their Total Attendance is 96, 

the calculation would reduce the total number in the Total Private Attendance total by 

the 6 over capacity to be 56. 

o This would reduce the total payment amount previously calculated in the prior example 

since Total Private Attendance was reduced from 62 to 56. 
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Section 2: Entering the Budget Allocation Plan 

1. Providers will be required to declare how they intend to use the eligible payment amount for 

each provider location.  They will do this by entering the percent of the payment they wish to 

use in each of the budget allocation categories in this portion of the application. 

 

 

2. The eligible budget allocation categories are: 

o Retaining or Hiring for Lead and Assistant Teachers 

▪ This category is intended for planned spending related to employing teaching 

staff.  Eligible costs include but are not limited to salary and wages, bonus pay, 

hazard pay, health insurance benefits, life insurance benefits, flexible benefits 

such as dental or vision, the providers portion of federal and state taxes and 

withholdings, and costs associated with hiring a new teacher. 

o Retaining or Hiring Other Employed Staff 

▪ This category is intended for planned spending related to employing non-

teaching staff.  Eligible costs include but are not limited to salary and wages, 

bonus pay, hazard pay, health insurance benefits, life insurance benefits, flexible 

benefits such as dental or vision, the providers portion of federal and state taxes 

and withholdings, and costs associated with hiring a new non-teacher 

employee. 

o Substitute Teachers 

▪ This category is intended for planned spending on costs associated with 

employing substitute teachers 

o Classroom Materials and Supplies 
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▪ This category is intended for planned spending related to ensure that all 

classrooms are safe, healthy, and nurturing educational spaces.  Eligible costs 

include but are not limited to typical materials and supplies for classroom 

environments for all ages, furniture, books, art supplies, blocks and accessories, 

curriculum, as well as instructional technology. 

o Unreimbursed Food 

▪ This category is intended for planned spending related to food services that are 

not reimbursed through another public funding stream such as the USDA Child 

and Adult Care Food Program, USDA Summer Nutrition Program, or Georgia’s 

Pre-K. 

o Facilities Cost 

▪ This category is intended for planned spending related to the costs necessary to 

maintain the program’s facility.  Eligible costs include but are not limited to 

lease payments, mortgage payments, building insurance, utilities, and facility 

maintenance. STABLE funds cannot be used for major improvements such as 

capital improvements. 

o Supplies to adhere to CDC guidelines for COVID-19 

▪ This category is intended for planned spending related to the additional costs 

that may be incurred due to adhering to CDC guidance related to group size and 

space to prevent the spread of COVID 19.   Eligible costs include but are not 

limited to cleaning services, cleaning supplies, obtaining personal protective 

equipment, or the costs of measures to limit contact between individuals. 

o Tuition Relief for Families 

▪ This category is intended for planned spending that would be as a result of 

providing tuition relief for families that are paying to maintain their child care 

slot at a program. 

 

3. Providers will enter the percent they intend to use in each category 

o The total must equal 100%. 

o Providers must use at least one category. 

o Providers do not have to use all the categories. 

o All funds may apply to cost as early as 3/27/2020 

o All funds must be expended by 9/30/2020 

o When using the funds, actual cost cannot differ from the planned amount by more than 

10% from the budget allocation percentage. 

▪ An example of this would be if a provider had a total eligible payment of $1,000 

and planned to use 50% for Classroom Materials and Supplies. 
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▪ In order to be compliant with the 10% difference amount, the actual spending 

for Classroom Materials and Supplies cannot be below 40% of the total payment 

amount or more than 60% of the total payment amount. 

▪ In terms of dollars, 50% of $1000 is $500 and in order to be compliant the actual 

spending for Classroom Materials and Supplies can be as little as $400 and no 

more than $600. 

 

 

Section 3: Acknowledgement of Terms, Submission, and Payment 

1. Read and acknowledge the terms of receiving this benefit 

o Prior to submitting the application providers must acknowledge the STABLE payment 

requirements and enter an electronic signature. 
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2. Submitting the Application 

o Once the application is complete providers must click the “Submit” button at the 

bottom. 

o If the application has passed all validity checks it will change to a submitted status and 

this message will appear. 

 

o Providers will then receive an email detailing their submission. 

 

3. Receiving Payment 

o Maximus, Inc., DECAL’s current payment vendor for the CAPS program, will be 

processing STABLE payments on behalf of DECAL.   

o Providers that have completed the CAPS annual renewal process in the last 12 months 

will not need to take any further action to receive their payment. 

o All other providers will be required to complete the required payment verification 

process with Maximus, Inc. Providers required to complete the payment verification 

process will receive the necessary forms that must be returned to complete the 

required payment verification process once a provider has submitted their application 

and the STABLE payment amount has been sent to Maximus, Inc. to begin the payment 

process. 

▪ This process includes returning a completed W-9 and Direct Deposit Form to 

Maximus, Inc. and they will conduct the required IRS verification. 

▪ DECAL is required to ensure that the entity paid is the same as the entity that is 

licensed and able to receive the benefit. 

▪ In order for the W-9 to pass for approval the W-9 must have the legal name or 

location name that is on the provider’s child care license.  One of those names 

must pass the IRS verification match with the TIN provided. 

▪ The Direct Deposit Form must also show that the account being paid is in the 

name of the child care license holder. 

o If a provider would like to contact Maximus, Inc prior to this direct outreach they can do 

so by email and phone. 

▪ Email: CAPSCOVID-19Compliance@Maximus.com  

▪ Phone: 1-877-755-6522 

o DECAL intends to ensure that payments are processed multiple times a week to 

expedite payments to providers. For providers that must go through the payment 

verification process, please take care to ensure the required forms are completed 

correctly and in a timely manner so that payments are not delayed. 

mailto:CAPSCOVID-19Compliance@Maximus.com
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o As noted at the beginning, please take the time to submit the application in a manner 

that is informed by the guidance provided and as accurate as possible.  If a submitted 

application requires correction, this could mean a significant delay in receiving funds. 
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Attendance and Estimated Payment Worksheet 

Attendance 

1. Refer to the guidance for how to complete the attendance. 

Age Total 
Attendance 

Early Head 
Start/Head 

Start 
Attendance 

CAPS/QRSG 
Attendance 

Georgia’s Pre-
K Attendance 

Total Private 
Attendance 

Under 1 year      

1 year      

2 years      

3 years      

4 years      

5 years (pre-k only)      

5 years (kindergarten & up)      

Total      

  

Calculation of an Estimate of Total Payment 

 

1. Use the attendance totals and appropriate rate to calculate the total for each group. 

2. Then add the totals for each group to get a total estimate. 

3. Remember, if the Total Attendance is greater than capacity for CCLC’s and 8 for FCCLH’s then the Total 

Private Attendance will be reduced for calculating the payment amount.  Please refer to the guidance and 

example provided. 

      Total  Rate  Total Amount 

Early Head Start/Head Start Attendance   ____         X $0    = $0 

CAPS/QRSG Attendance     ____         X ____         = ___________ 

Georgia’s Pre-K Attendance    ____         X ____         = ___________ 

Total Private Attendance     ____         X ____         = ___________ 

 

             CAPS/QRSG Amount      Georgia’s Pre-K Amount      Total Private Amount     Total Estimate 

Total Amount:   ________________   +  ___________________   +  _________________  =  _____________ 


