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DETERMINING ELIGIBILITY

CHILD AND ADULT CARE FOOD 
PROGRAM (CACFP)

Illinois State Board of Education (ISBE)

Target Audience: Child Care Centers, Pre-K Programs, Licensed Outside School Hours Programs
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Purpose of 
this training

Sponsors must have practices in 
place to ensure eligible children are 
claimed correctly.
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Eligibility
❖Requirements

❖Parent letter

❖Step-by-step instructions for 
completion

❖Eligibility types and classifications

This training will 
cover…
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CACFP Monthly Compliance

Total Meals Recap

Determining 

Eligibility Master List 

of Children
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Records
Claim for 

Reimbursement

Enrollment Forms
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Determining 
Eligibility
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Eligibility Documentation

• REQUIRED FOR:

– Child Care Centers

– Pre-K Programs

– Outside School Hours Programs

• EXEMPT FOR:

– At-Risk After School Programs

– Head Start and Even Start Programs

– Emergency Shelters
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Eligibility documentation will determine the rate of reimbursement 

your organization will receive:

EligibilityHousehold 
Income (F/R/D)

SNAP  
(FREE)

TANF  
(FREE)

Homeless, 
Migrant, or 
Runaway  

(FREE)
Head Start  

(FREE)

At-Risk 
Program  
(FREE)

Emergency Shelter  
(FREE)

Determining Eligibility 
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How is Eligibility 
Determined?

1. Household Income

2. Foster Child(ren)

3. SNAP and TANF
- Electronic Direct Certification (DC)

- Extension of DC
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1) Determining Eligibility:
Household Income
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Parent 
Letter

(ISBE 69-49)

10
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Household Eligibility 
Application (HEA)

ISBE Form 69-88
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Determining Eligibility → Household Income

• Parent/Guardian responsibilities:

– Section 1: Names of ALL household 
members

– Section 5: Names of ALL household 
members with income

– Section 6: Last 4 of SSN or check “I 
do not have a SSN” AND signature of 
the adult household member
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Determining Eligibility → Household Income

Sponsor Responsibilities:

• Complete Section A

– Total Income & how often

– Number in household

– Designation of category and indicate 
how determined

• Complete Section B

– Signature of Determining Official

– Date when application was approved



14

Income Conversion

When income is reported on a Household Eligibility 
Application (HEA):

• If only one income is reported OR all income is at the same 
frequency (weekly, every 2 weeks, etc.) DO NOT CONVERT.  
Add the income amounts and compare to the Income 
Eligibility Guidelines Chart.

• If different income frequencies, all income must be 
annualized.  Do not round converted income.

• Conversion figures:

– Weekly X 52

– Every 2 weeks X 26

– Twice per month X 24

– Monthly X 12
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Determining Eligibility for Household Income → Use this 
Income Eligibility Guidelines Chart

This chart is  
updated and 

posted on the 
CACFP Website 
annually on July 

1st
Example 1:  Household of 4 with income of $1,390 Twice Per Month
- Eligibile for FREE because their total income is less than $1,420

Example 2:  Household of 2 with income of $600 Weekly
- Eligible for REDUCED because their total income is between $432 - $614
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Let’s practice by 
looking at some 

Household 
Eligibility 

Applications 
(HEA)
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1. Is this application 
complete?

2. What is the eligibility 
of this HEA?

APPLICATION 1
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Step 1: 
How many 
are in the 

household?

5

Step 2:
What is 

their total 
income & 

frequency?

$1,000
Every 2 weeks

(600 + 400)

Step 3: Grab your Income Eligibility Guidelines Chart
Look at the Household Size and Income Frequency.  

ANSWER →
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APPLICATION 2

1. Is this application 
complete?

2. What is the eligibility 
of this HEA?
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Step 1: 
How many 
are in the 

household?

3

Step 2:
What is 

their total 
income & 

frequency?

$35,400 Annually

$450 X 52 = $23,400
$1,000 X 12 = $12,000

Step 3: Grab your Income Eligibility Guidelines Chart
Look at the Household Size and Income Frequency.  

ANSWER →
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APPLICATION 3

1. Is this application 
complete?

2. What is the eligibility 
of this HEA?



22

Step 1: 
How many 
are in the 

household?

2

Step 2:
What is 

their total 
income & 

frequency?

$934
Twice per month

Step 3: Grab your Income Eligibility Guidelines Chart
Look at the Household Size and Income Frequency.  

ANSWER →
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Incomplete Applications

• The determining official cannot process an incomplete HEA.

- Return the HEA to the household to obtain missing 
information.  

➢If adult member signature is missing, HEA must be returned to obtain a signature. 

➢Faxed/Scanned HEA may be acceptable. 

- Contact household and note missing information on the HEA. 

- All changes should be initialed and dated. 
➢ISBE recommends using a different color ink to document. 

- An incomplete application is PAID until corrected.
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2) Determining Eligibility:
Foster child
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Household Eligibility Application (HEA)-
FOSTER CHILD

• A foster child is a child whose care and placement is the responsibility of 
the State, or who is formally placed by a court with a caretaker household 
through which the State retains legal custody of the child. 

• A foster child is categorically eligible for FREE MEALS and may be included 
as a member of the foster family if the foster family chooses to also apply 
for benefits for other children. 
– Including children in foster care as household members may help other children 

in the household qualify for benefits.

• If non-foster children are not eligible for free or reduced priced meal 
benefits, an eligible foster child will still receive free benefits. 
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Determining Eligibility – Foster Child

• Parent/Guardian responsibilities:

– Section 1: Names of ALL household 
members

– Section 2: Check box if Foster Child

– Section 5 (depends):  If non-foster 
children attend the facility, must 
complete household income

– Section 6: Signature
• If non-foster children attend the facility, 

must have either Last 4 of SSN or check “I 
do not have a SSN”
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Determining Eligibility – Foster Child

Sponsor Responsibilities:

• Complete Section A

– Foster Only: Check box for free and 
foster child

– Non-Foster children: determine 
eligibility based on income & HH size 
& document eligibility (F, R, D)

• Complete Section B

– Signature of Determining Official

– Date when application was approved
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Determining Eligibility 
Foster Child-Categorically Eligible Using Other Documentation

• A foster child may be certified categorically eligible for free 
meals if you receive one of these documents:

– DCFS or local agency papers indicating the status of the child as a 
foster child whose care and placement is the responsibility of the 
State

OR
– Official court documents stating that the foster child has been 

placed within a caretaker household
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3) Determining Eligibility:
SNAP/TANF Benefits
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Determining Eligibility – SNAP/TANF Benefits

• Parent/Guardian responsibilities:

– Section 1: Names of ALL household 
members

– Section 3: 9 digit SNAP or TANF  
number of a household member of 
the household
• HEAs cannot be accepted with 

Medicaid  numbers. Persons receiving 
Medicaid benefits only that are NOT 
directly certified for meal benefits-
must complete an income application. 

– Section 6: Signature
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Determining Eligibility – SNAP/TANF Benefits

Sponsor Responsibilities:

• Complete Section A

– Check box for free

– Check box for SNAP/TANF

• Complete Section B

– Signature of Determining Official

– Date when application was approved
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Determining Eligibility by

Electronic Direct Certification
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Benefits of Electronic Direct Certification

• Sponsors can search children who may receive SNAP, 
TANF, Income-Eligible Medicaid or Foster to determine 
FREE eligibility

• One less form for the household to fill out.  If there is 
a match, no HEA is needed  

• Reduces the risk for human error

• Benefits can be extended from a child listed on the DC 
report to other children living in the same household 
– EXCEPTION→ Foster children benefits cannot be extended 

to non-foster living in the household
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More about Electronic Direct Certification

• Key information:
– Do NOT use the Direct Certification process to verify SNAP or TANF 

numbers submitted on an HEA. 

– Must keep information confidential!!

– May only be used to identify children for free meal benefits. 

– For the children identified through the Electronic Direct Certification 
System, make sure to print the report:
• DC report identifies SNAP, TANF, Income-Eligible Medicaid and Foster  

• Good for 12 months only!!

– Distribute HEA to children who were NOT identified free through the 
Direct Certification process. 
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To learn more….

“How to do Electronic Direct Certification in WINS” 

Webinar
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CATEGORICAL ELIGIBLE

Children automatically eligible for free meals 
based on the following criteria:

• A child who is a member of a household that 
receives benefits from Assistance Programs    
(SNAP and TANF) listed on the HEA

• All children listed on the DC Report 

• A child is documented as:
– Homeless, runaway, or migrant

– A foster child

– Enrolled in a federally-funded Head Start or Even 
Start program
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Other unique scenarios you may be faced

• Child Living with One Parent, 
Other Relative(s), or Friends 

• Joint Custody

• Any other unique scenarios –
contact ISBE
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• Pick a month for your annual paperwork renewal                               
(Enrollment Forms and Household Eligibility Application)

• Look up your enrolled children in the Electronic Direct Certification 
system.  If they are on the DC Report, give the household the 
following: 

➢Enrollment Form (ISBE 67-98)

• The children who are NOT on the DC Report, give the household the 
following:

➢Parent Letter (ISBE form 69-49)

➢Household Eligibility Application (ISBE form 69-88)

➢Enrollment Form (ISBE 67-98)

• Maintain paperwork in an organized binder by section
– Direct Certification (DC) Reports

– Household Eligibility Applications by Free, Reduced and Paid/Denied

– Enrollment Forms
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Recordkeeping

• All forms must be kept for 3 years plus the current year.

• If audit findings have not been resolved, the forms must be 
kept as long as necessary to resolve the issues raised by the 
audit. 
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Common errors found with Eligibility
during an ISBE audit

• HEA is missing information

• Outdated forms

• Approved incorrectly

• Meal classifications are based on old income guidelines 

• Not using the correct income conversions

• Total number in household is incorrect

• Sponsor has not completed the bottom section 
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Where to find the 
forms and documents 

you need to stay 
current each year

CACFP 
Forms
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Don’t Forget….

Every July 1st the following forms are 
updated annually:

• Parent Letter

• Household Eligibility Application

• Income Eligibility Guidelines
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1. Enrollment forms are required                      
(Child Care Centers, Head Start/Even Start Programs, Pre-K 
Programs and Licensed Outside School Hours Programs)

2. Eligibility
➢ Free → HEA, DC Report, Extension of Benefits, Foster Child Documentation, 

Master List for Head Start/Even Start and Master List for Emergency Shelter

➢ Reduced → HEA

➢ Paid/Denied → No HEA required.  Must have an enrollment form on file 
in order to claim

3. Electronic Direct Certification

4. Double check forms for completeness

5. Sponsor needs to sign and date forms 

6. Create/maintain master list as needed
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Nutrition Department
Illinois State Board of Education

www.isbe.net/nutrition

cnp@isbe.net

800-545-7892


