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When our smallest 
students shine,  
Cleveland thrives.
Congratulations! By enrolling your child into a high-quality preschool 

program, you’re taking a big step toward ensuring future success for 

your young scholar in both school and life. If you have any questions 

regarding enrollment, please call 216.575.0061 and we’ll be happy to 

help you through the process.
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Required Documents

 Child’s birth certificate

 Complete and up-to-date immunization record (baby shots)

 A current physical with blood work (within one year)

 Dental exam (within one year)

 Proof of residency

 Valid driver’s license or state ID

 Guardianship/custody documents (if applicable)

Additional Required Documents (depending on program)

 Child’s health insurance card

 Proof of income, attending a training program or school schedule

 Child’s social security card

 Social security cards for all individuals in the household

 If receiving WIC, some programs would like to see the WIC book

 Child’s doctor and dentist contact information

 Emergency contacts (2 people)

 Allergen or special needs information

Enrollment Checklist
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How to obtain a Birth Certificate
INFORMATION NEEDED

 Full name as listed on the birth certificate*

 Sex (male or female) 

 Date of birth* 

 Mother’s maiden name (her name prior to first marriage) 

 Father’s full name (if available) 

 Hospital of birth

 City of birth 

 Record of legal name change (if applicable)

*Required Documents

PLACE OF BIRTH WHERE TO GO PAYMENT TIME

ONLINE Ohio  
and other states

www.vitalchek.com/
birth-certificates

credit card  
(fee applies)

3-10 
business 
days

MAIL Ohio only Mail items above along 
with contact name, 
phone number and a 
self-addressed, stamped 
envelope to:

Office of Vital Records
601 Lakeside Avenue  
Room 122
Cleveland, OH 44114

check or money 
order

2-4 weeks

PHONE Ohio  
and other states

Vitalcheck 
866.691.1914

credit card  
(fee applies)

3-10 
business 
days

IN-PERSON Ohio only 601 Lakeside Avenue
(Cleveland City Hall)  
Room 122
8:00 a.m.-4:00 p.m. M-F
Note: Photo ID required 
to enter building, but 
accommodations can be 
made.

$25 cash, check, 
money order, or 
credit card (fee 
applies)

immediate

For more information about obtaining birth certificates, visit clevelandhealth.org
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How to obtain a Social Security Card
U.S. BORN CITIZEN

ORIGINAL REPLACEMENT

CITIZENSHIP Proof of U.S. citizenship through either 
a U.S. birth certificate or U.S. passport

If you have not already established the 
child’s U.S. citizenship, you will need 
to supply proof of U.S. citizenship. 
Accepted documents include a U.S. 
birth certificate or U.S. passport.

AGE If your child has or can obtain a 
U.S.-State-Issued birth certificate that 
recorded his or her birth before age 
5, you must submit it. If not, other 
documents will be considered, such as 
your child’s passport, to prove his or 
her age.

N/A

IDENTITY • State-issued non-driver’s 
identification card

• Adoption decree
• Doctor, clinic or hospital record
• Religious record
• School daycare center record
• School identification card
• US Passport

• State Issued non-drivers 
identification card

• Adoption decree
• Doctor, clinic or hospital record;
• Religious record
• School daycare center record; or
• School identification card

GUARDIANSHIP • U.S. driver’s license
• State-issued non-driver identification card
• U.S. passport
•  I-551 Permanent Resident Card
• I-94 Arrival/Departure Record with unexpired foreign passport or admission 

stamp in the unexpired foreign passport
• I-766 Employment Authorization Document, (EAD, work permit) from DHS
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How to obtain a Social Security Card
FOREIGN BORN U.S. CITIZEN

ORIGINAL REPLACEMENT

CITIZENSHIP • Certification of Report of Birth  
(DS-1350)

• Consular Report of Birth Abroad 
(FS-240)

• U.S. passport
• Certificate of Citizenship 

(N-560/N-561)
• Certificate of Naturalization 

(N-550/N-570)

• Certification of Report of Birth  
(DS-1350)

• Consular Report of Birth Abroad 
(FS-240, CRBA)

• U.S. passport
• Certificate of Citizenship 

(N-560/N-561)

AGE Anyone age 12 or older must appear 
in person for an interview. You will be 
asked for evidence to ensure that a 
Social Security card has not already 
been issued to your child. Here are 
examples of documents that you may 
be asked for: If your child lived outside 
the United States for an extended 
period, a current or previous passport, 
school and/or employment records, 
and any other record that would show 
long-term residence outside the United 
States. If your child has lived in the 
United States information about the 
schools your child attended, and copies 
of tax records.

N/A

IDENTITY • State-issued non-driver’s identification card
• Adoption decree
• Doctor, clinic or hospital record
• Religious record
• School daycare center record
• School identification card

GUARDIANSHIP • U.S. driver’s license or State-issued non-driver identification card*
• U.S. passport*
• School identification card
• Health insurance card (not a Medicare card)
• U.S. military identification card

*If you do not have one of these specific documents: Employee identification card


















