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Verification of Eligibility 
for School Meals

National School Lunch Program (NSLP)
School Breakfast Program (SBP)

Illinois State Board of Education
Nutrition Division



Whole Child   ● Whole School   ● Whole Community 2

Community Eligibility Provision

Community Eligibility Provision (CEP) districtwide 
…..there is no need to conduct verification and no 
household eligibility applications.

https://www.isbe.net/Pages/Guidance-for-HHFKA.aspx
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Terms- Certification

• Certification- approval of household eligibility 
application.
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Terms- Determination

• Certification- approval of household eligibility 
application.

• Determination- review of household eligibility 
application - Determining Official
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Terms- Confirmation

• Certification- approval of household eligibility 
application.

• Determination- review of household eligibility 
application - Determining Official

• Confirmation- second review of household 
eligibility application by a different staff person, 
“second set of eyes” -Confirming Official
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Verification= reconfirmation of eligibility for FREE and 
REDUCED-PRICE meals under the NSLP and SBP 

• Verification for a household eligibility application

• Contacting household to request documentation to 
support information on the household eligibility 
application previously approved for benefits

• Students or households that are directly certified, or are 
categorically eligible, ARE NOT subject to verification.

Terms- Verification 
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Terms- Verification for Cause

• Local Education Agencies (LEA) have an obligation to 
verify questionable applications, or applications where 
LEAs have first hand knowledge that information 
provided is incorrect.

• Applications verified for cause are in addition to the 
required 3% sample size.

• Must follow Steps 2-4 of the Verification Process.
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Household Eligibility Applications
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July
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

25 26 27 28 29 30 1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31 NOTES

August

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

30 31 1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31 1 2

September
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

27 28 29 30 31 1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

Household Eligibility Applications
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Terms- Pool vs Sample

• Pool = total number of applications that are 
approved for meal benefits and not found in 
direct certification files.

• Sample = calculate 3% of the pool and 
randomly select applications.
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Verification Process

October 1 
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Pre-Verification Procedures

• Use of the Electronic Direct Certification system is 
required

• On October 1, prior to completing application count, 
Local Education Agencies (LEAs) must attempt to 
directly certify as many students as possible.

– Annual File

– Monthly File

– Single Child Match

– File Upload Match
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What is Categorically Eligible?

Students Directly Certified as:

– SNAP or extension of benefits 

– TANF or extension of benefits 

– Medicaid or extension of benefits 

– Homeless 

– Foster 

– Head Start

– Homeless

– Migrant

– Runaway

Categorically Eligible do not require verification

Students documented as:
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Verification Process

October 1st –December 15th

• Step 1 – Application Count

• Step 2 – Conduct Confirmation Review

• Step 3 – Complete Verification

• Step 4 – Notify Household of Results

• Step 5 – Student Count

• Step 6 – Submit Verification Summary Report (VSR)



Whole Child   ● Whole School   ● Whole Community 16

October 1 
Or first working day in October 

• Step 1 – Application Count, (PAPER)

• Step 2 – Conduct Confirmation Review

• Step 3 – Complete Verification

• Step 4 – Notify Household of Results

• Step 5 – Student Count

• Step 6 – Submit Verification Summary Report (VSR)

Step 1 – Application Count
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Step 1 – Application Count

October 1 
Or first working day in October 

Step 1 – Application Count, (PAPER)

– Establish Pool= total number of applications that are approved 
for meal benefits and not found in direct certification files.

– Select Sample= calculate 3% of pool and randomly select 
applications.
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Focus of Verification: Error-Prone

• The main focus of the verification process are error-prone FREE 
and REDUCED-PRICE income applications.  

– To determine if an income application is error-prone, use 
the current income eligibility guidelines along with the 
error-prone guidelines.

Error-prone applications are the first priority, 

but SNAP/TANF and Foster Child applications may also end up 
being selected if less than 3% of applications are error-prone.
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Error-Prone Guidelines

• Approved income applications that are:

– Above or below FREE income guidelines; OR

– Below REDUCED-PRICE income guidelines by the following 
amounts:

• $23.07/Week

• $46.15/Every two weeks

• $50/Twice per month

• $100/Month

• $1200/Annually
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Error-Prone Income Applications

• This box should be marked as applications are processed, not 
at the time of verification.
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• Step 1 – Application Count

• Step 2 – Conduct Confirmation Review

• Step 3 – Complete Verification

• Step 4 – Notify Household of Results

• Step 5 – Student Count

• Step 6 – Submit Verification Summary Report (VSR)

Step 2 – Confirmation Review
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Step 2 – Confirmation Review
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Confirmation Review Tracking
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• Step 1 – Application Count

• Step 2 – Conduct Confirmation Review

• Step 3 – Complete Verification

• Step 4 – Notify Household of Results

• Step 5 – Student Count

• Step 6 – Submit Verification Summary Report (VSR)

Step 3 – Complete Verification
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Sample collection- Application selection process

– Determine sample size (3%)

– Check error prone applications

– Select first from error prone applications, 
• When sample size is less than the number of error 

prone application, randomly select the sample

• When the sample size is greater than the number of 
error prone applications, use all error prone applications 
and complete sample by randomly selecting from 

remaining applications on file.

– If there are no error prone applications, select 
sample at random from application pool

Step 3– Complete Verification
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Step 3 – Complete Verification

• All applications selected for verification should be 
attempted to be verified using the Direct Verification link 
on the Direct Certification system, available after October 
1st and to be used only for verification purposes.

– Login to IWAS, access WINS

– Select Direct Certification option

– Once in Direct Certification system, click on                      
Direct Verification link
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Direct Verification
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Step 3 – Complete Verification 

• Applications that are not found in the direct 
verification file must now be followed up with 
the family.

• ISBE and USDA have sample letters to 
households

“We must verify your application”

• Family will submit documentation to support 
the application.
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https://www.fns.usda.gov/school-meals/verification-toolkit

https://www.fns.usda.gov/school-meals/verification-toolkit
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Verification Tools
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Verification Tools
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Verification Tools



Whole Child   ● Whole School   ● Whole Community 36



Whole Child   ● Whole School   ● Whole Community 37

• Processing Documentation
– Confirm pay frequency

– Confirm income amount

– Confirm date of pay period

• May be the month prior to application or

• May be the documentation from the time of verification request

–Recalculate income total

–Confirm documentation of benefits
• Foster

• SNAP

• TANF

Step 3 – Complete Verification 
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Step 4 – Notify Household

• Step 1 – Application Count

• Step 2 – Conduct Confirmation Review

• Step 3 – Complete Verification

• Step 4 – Notify Household of Results

• Step 5 – Student Count

• Step 6 – Submit Verification Summary Report (VSR)



Whole Child   ● Whole School   ● Whole Community 39

• No change to the benefit level-
– Notify the household the results of verification do not 

change the original determination. Notification may be a 
letter, phone call, or email message. ISBE provides a sample 
letter to households which may be used for notification. 

• Benefits increase (reduced to free)-
– Notify the household and change the benefits of all children 

in the household no later than three operating days. ISBE 
provides a sample letter to households which may be used 
for notification. 

Step 4 – Notify Household
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• Benefits decrease* (free to reduced)

– Notify the household providing them ten calendar days 
written notice. Day one is the day the notice is sent. ISBE 
provides a sample letter to households which may be used 
for notification. 

• Termination of benefits* (free to paid, or reduced to paid)

– Notify the household providing them ten calendar days 
written notice. Day one is the day the notice is sent. ISBE 
provides a sample letter to households which may be used 
for notification. 

*Households that are subject to a decrease or termination of benefits may request a 
hearing. See the ISBE administrative handbook for procedures.

Step 4 – Notify Household
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Verification Tracking 
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SAMPLE Timeline for Steps 1 through 4 
• October 1 – Application count completed after direct certification was performed.

• October 2 – Sample size calculated based on October 1 application count, and 
applications to be verified are pulled and a confirmation review is performed. 

• October 3 – Direct verification is attempted for those applications selected. 
Households, whose applications are unable to be directly verified, are sent notification 
of their selection for verification. Households have 10 calendar days to comply with 
this first request.

• October 13 – Households that did not comply with first request must be sent a 
second notice. Households have 3 business days to comply with this second request.

• October 16 – Households that did not comply with the second request are sent a 
letter notifying them that their benefits are being terminated. Benefits will be 
terminated 10 calendar days from the date notification is sent. In this example the 
letter is sent on October 16 so the termination of benefits will go into effect on 
October 26*. 

• October 26 – The termination of benefits goes into effect, verification is considered 
complete and results of verification are ready to be compiled for submitting on the 
required Verification Summary Report. 
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START 
ACCEPTING

& PROCESSING
APPLICATIONS

JULY 15 AUGUST 
1

AUGUST 
15

OCTOBER 1

DECEMBER 15

SUBMISSION BY
OF VERIFICATION

SUMMARY
REPORT IN

WINS

CALCULATE TOTAL SAMPLE SIZE 
BASED ON ALL APPLICATIONS

RECEIVED BY OCTOBER 1ST 
AND NOT FOUND IN 

DIRECT CERTIFICATION FILES

SELECT 3% SAMPLE AND 
SEND NOTICES

TO HOUSEHOLDS FOLLOW-UP WITH ALL
NON-RESPONDENTS & 
SEND FINAL NOTICES

JULY 1

ILLINOIS STATE BOARD OF EDUCATION | NUTRITION DIVISION | SCHOOL YEAR 2018-2019

COMPLETION BY
OF VERIFICATION

ACTIVITIES

NOVEMBER 15

Verification Process
Timeline July 1st to December 15th
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• Step 1 – Application Count

• Step 2 – Conduct Confirmation Review

• Step 3 – Complete Verification

• Step 4 – Notify Household of Results

• Step 5 – Student Count

• Step 6 – Submit Verification Summary Report (VSR)

Step 5 – Student Count
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Verification Process

Last Operating Day of October
• Step 5 – Student Count, (PEOPLE)

– ALL LEAs must do this

– Calculate the total number of students receiving benefits 
due to household eligibility applications and extension        
of benefits based on application(s)

– There may be more or less applications on file compared  
to the October 1st count
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Extension of Benefits
• Household Eligibility Application(s)

– Applies to all students receiving benefits based on 
• Household Income, 

• SNAP, or 

• TANF

• Directly Certified
– Applies to all students receiving benefits based on 

• SNAP,

• TANF,

• Medicaid

• Does NOT apply to 
– Foster

– Homeless

– Runaway
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• Step 1 – Application Count

• Step 2 – Conduct Confirmation Review

• Step 3 – Complete Verification

• Step 4 – Notify Household of Results

• Step 5 – Student Count

• Step 6 – Submit Verification Summary Report (VSR)

Step 6 – Submit VSR
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Verification Summary Report-VSR
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Verification Summary Report- Step 1 

Available October 1st
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Verification Summary Report- Step 2 

Available November 1st
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Verification Summary Report- Step 3 
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Verification Summary Report- Step 3 cont.
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Verification Summary Report- Step 4
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Verification Summary Report- Step 4 cont.
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Verification Summary Report- Step 5
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Contact Information

Illinois State Board of Education

Nutrition Division

800.545.7892 or 217.782.2491

cnp@isbe.net

mailto:cnp@isbe.net

