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Public Announcement, 
Electronic Direct Certification 

and 
Certification of Eligibility

In accordance with Federal law and U. S. Department of Agriculture policy, this institution is 
prohibited from discriminating on the basis of race, color, national origin, sex, age, or 
disability. To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 
1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call (800) 795-3272 
(voice) or (202) 720-6382 (TTY). USDA is an equal opportunity provider and employer.



Public Announcement
 Federal regulations require ALL 

SPONSORS to submit a public 
announcement of the federal School-Based 
Child Nutrition Programs to the local news media. 

 ISBE will submit a statewide public 
announcement on behalf of all participating 
sponsors for the 2011–2012 school year (SY).

 Sponsors may still submit public announcements to 
local employment offices and major employers 
contemplating large layoffs in the attendance area 
of the school. 

 Sample Public Announcement:  
http://www.isbe.net/nutrition/pdf/PANSLP_0511.pdf

http://www.isbe.net/nutrition/pdf/PANSLP_0511.pdf�
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Sample School Timeline for 
Certification of Meal Benefits
1. On or near July 1, access the Electronic Direct 

Certification System to conduct direct certification 
of SNAP/TANF students.   

2. Enter or upload eligibility data for these students 
including the extension of free meal benefits to 
ALL household members.

3. Notify these households of their free meal 
benefits.  (http://www.isbe.net/nutrition/pdf/69-
15_dcs_sample.pdf) 

4. No earlier than 4 calendar weeks before the start 
of school, distribute to all households, excluding 
those directly certified, the letter to household, 
Household Eligibility Application (HEA), and 
application instructions.   

http://www.isbe.net/nutrition/pdf/69-15_dcs_sample.pdf�
http://www.isbe.net/nutrition/pdf/69-15_dcs_sample.pdf�
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Sample School Timeline for 
Certification of Meal Benefits

5. If a HEA with SNAP/TANF case number is submitted to 
an LEA, please check the Electronic Direct Certification 
System to determine if the student may be directly certified.   
 If found, status should be FREE based on direct certification.   
 If NOT found, process HEA at face value.

5. Within 10 days of receipt of HEA, process the application.   
6. Enter or upload eligibility data for these students including 

the extension of SNAP/TANF categorical eligible meal 
benefits to ALL household members.

7. Notify these households of their meal benefits.   Denial of 
benefits MUST be in writing.  Sample form available at 
http://www.isbe.net/nutrition/pdf/DEAPLE.pdf

8. Monthly, access the Electronic Direct Certification System to 
conduct direct certification of SNAP/TANF students.   

http://www.isbe.net/nutrition/pdf/DEAPLE.pdf�
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Carryover of Previous Year’s Eligibility
● Schools are required to carry over eligibility from the 

previous year for 30 operating days into the 
subsequent school year or until a new determination 
has been made, whichever comes first.

● Although schools are NOT required to notify 
households that carry-over period has ended, we have 
a sample form for this purpose available at 
http://www.isbe.net/nutrition/pdf/NTRCE.pdf.

● Household is responsible for any meal charges 
incurred until new application is received and 
approved. Refer to your Local school policy on 
charging meals.

http://www.isbe.net/nutrition/pdf/NTRCE.pdf�
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Full-Year Eligibility
 Eligibility begins on the date of certification, 

whether direct certification report date or 
processed date of the HEA, and remains in effect 
for the rest of that school year and for carryover 
into the subsequent school year.

 Households are NOT required to report changes 
in income, household size, receipt of benefits, or 
homeless/migrant status.

 Exceptions to full-year eligibility occur when: 
◦ The initial eligibility determination was incorrect. 
◦ Verification of household eligibility does not support the 

level of benefits for which the household was approved.
◦ An application is given temporary approval. 
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How Are Meal Benefits Determined?

 Direct Certification
◦ Certification of SNAP/TANF benefits via Electronic 
Direct Certification System
OR

 Categorical Eligibility
◦ Homeless, migrant, runaway, foster child or Head 
Start listing
OR

 Household Eligibility Application (HEA)
◦ SNAP/TANF application
◦ Income application
◦ Foster child application
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What is Direct Certification? 
• Direct Certification is the process when LEAs 

certify children who are members of households 
receiving assistance under the SNAP and/or 
TANF as eligible for free school meals/milk.

• Households in which students are directly 
certified are not required to complete the HEA to 
receive free meal/milk benefits. 

• Students directly certified are eligible for free 
school meal/milk benefits for the entire school 
year and are not subject to verification 
requirements. 
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School Year 2011-2012 
Direct Certification Update

• Utilizing the Electronic Direct Certification System is required for 
LEAs participating in NSLP.  

• Requirement is to access the Electronic Direct Certification 
System MONTHLY!

• For public school sponsors with SIS enrollment records, ISBE will 
create monthly reports the 1st of each month. Such reports are 
accessible via the Download Files area of the System.  

• For public school sponsors without SIS enrollment records and 
non-public sponsors, each sponsor will have to upload an 
enrollment file of ALL enrolled students via the Sponsor Match 
process.   

• Direct certification has an impact on Community Eligibility 
Option (CEO) Participation.  

• More information about CEO is available online at 
http://www.isbe.net/nutrition/htmls/nslp_hhfka_implementation.htm

http://www.isbe.net/nutrition/htmls/nslp_hhfka_implementation.htm�
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Overview of the Electronic Direct 
Certification System
• The Electronic Direct Certification System contains 

confidential data.
• You must have a login name and password to 

IWAS to access Child Nutrition ACES.
• The Electronic Direct Certification System

is available from the main menu of 
Child Nutrition ACES. 

• All rules and regulations regarding the use of this 
data including confidentiality and disclosure must 
be followed. 

• Electronic Direct Certification section of the 
Administrative Handbook available at  
http://www.isbe.net/nutrition/sbn_handbook/edc.pdf. 

http://www.isbe.net/nutrition/sbn_handbook/edc.pdf�


Electronic Direct Certification 

Annual/Monthly Match 
◦ (Public School Districts ONLY)

Sponsor Match 
◦ (ALL LEAs)

Single Child Lookup 
◦ (ALL LEAs) 

12



Annual/Monthly Match 
(Public School Districts ONLY)

 File available July 1st annually and the 1st of each month 
thereafter.

 File Type:   Annual/Monthly
 The Annual file will identify the students that were 

enrolled in SIS (June Records) for your district that are 
receiving SNAP/TANF benefits.

 Each Public School District will have ONE Annual File 
each school year.    

13



Annual/Monthly Match 
(Public School Districts ONLY)
 The Monthly file will identify any new students that are 

enrolled in SIS (Current Month Records) that did NOT appear 
on the Annual file for your district that are receiving 
SNAP/TANF benefits.

 Monthly files will identify the number of matches found via 
this match.  In some cases, this will be zero. 

 Students on this report/file, currently enrolled in your district, 
are automatically eligible for free meals/milk. 

 It is unlikely that ALL students on the file will be directly 
certified.  For example, some students may NOT re-enrolled 
in your district or may transfer schools. 
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Sponsor Match (ALL LEAs)

 Any LEA may upload a comma delimited file at 
any time.  

 Each file must contain the following fields:
◦ First Name, 
◦ Last Name, 
◦ Gender, (F-Female, M-Male)
◦ Birth date (month/day/year, 01/17/2004)

 An optional 5th and 6th column of data may be 
added.   
◦ Such fields will be returned unchanged in the sponsor 

match file.  
◦ May be helpful to include SIS ID number, name of 

school, etc. for ease of matching to overall student file.  
 Results will be displayed as File Type:   Sponsor 

File
15



Sponsor Match (ALL LEAs)

 Results will identify the students included on the 
upload file that are receiving SNAP/TANF 
benefits.  

 Students on this report/file should be directly 
certified for free meals/milk if the LEA 
determines that the students are enrolled in the 
school/school district. 
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What is a comma delimited file ?
 A file format that is used for uploading data to the 

Electronic Direct Certification System. 
 A comma delimited file uses a comma to separate values. 
 Example:   Susan,Jones,F,01/01/2007
 See sample in Notepad below. 
 More detailed information about comma delimited files and 

how to create one in both Notepad and Microsoft Excel are 
included in the Electronic Direct Certification section of the 
Administrative Handbook.  
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http://en.wikipedia.org/wiki/Comma_(punctuation)�


Single Child Lookup (ALL LEAs) 

 LEA may search for a single student who may be 
receiving SNAP/TANF benefits.
◦ This will be beneficial for LEAs when a SNAP/TANF HEA is 

submitted, and the LEA attempts to Directly Certify the 
student/household members. 

 An LEA may search on the following: 
◦ SNAP/TANF case number 

OR
◦ First name, Last name, and City.  

18



Single Child Lookup (ALL LEAs) 

 A Single Child Lookup Report is available.
◦ Please limit each report to 8 students! 
◦ There is no limit to the number of Single Child 

Reports that may be created. 
 The option to download a file is NOT available for a 

Single Child Lookup. 
 The Single Child Lookup Report will identify those 

students that were selected from the single child lookup 
search.  

 Students on this reports should be directly certified for 
free meals/milk if the LEA determines that the students 
are enrolled in the school/school district. 
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Exact Match and Close Match
 Exact Match (Identified as ‘E‘on download files) – All 

fields match. 

 Close Match (Identified as ‘C’ on download files) – One 
or more fields may be close matches or could “sound-like” 
the requested search. 

 With ALL matches, the LEA makes a determination if the 
MATCH is the student enrolled in their school.  

 If the LEA determines that the match is an enrolled student, 
free meal/milk benefits MUST be provided. 

 If the LEA determines that the match is NOT an enrolled 
student, please indicate on the documentation.  No further 
action is needed by the LEA. 

20



LEA 
Processed 
Electronic 

Direct 
Certification 

Report 
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USDA Policy Extending SNAP/TANF 
Eligibility for Free Meal Benefits
 Extending eligibility means that ALL children in the 

household who are participating in a Child Nutrition 
Program are categorically eligible for free meal/milk 
benefits if any child or ADULT receiving SNAP/TANF 
benefits is a member of that household.   
◦ NOTE:  The Electronic Direct Certification System 

contains only children aged 18 years old and younger. 
 Sample form to document the extension of SNAP/TANF 

benefits is available at 
http://www.isbe.net/nutrition/pdf/54-45_direct_cert_snap-
tanf.pdf.  
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http://www.isbe.net/nutrition/pdf/54-45_direct_cert_snap-tanf.pdf�
http://www.isbe.net/nutrition/pdf/54-45_direct_cert_snap-tanf.pdf�


Required Notification to Households
 The LEA must notify the household of the following:

◦ The student(s) is eligible for free meal/milk benefits;

◦ If student(s) residing in the same household are NOT included on 
the notice, they should contact the school to request an extension 
of free meal benefits to all students;

◦ No further action is required.  The household DOES NOT have to 
complete a HEA; and 

◦ If the household does not want free benefits for a directly certified 
student, how to notify the LEA.

 Sample Notification Letter available in pdf and Word 
format at 
http://www.isbe.net/nutrition/htmls/dcs.htm.     
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http://www.isbe.net/nutrition/htmls/dcs.htm�
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Important Notes
 Students directly certified via this Electronic Direct 

Certification System are FREE eligible without the 
completion of the HEA.

 In order to ease the processing of HEA at the beginning 
of the school year annually, direct certification notification 
letters (Sent by the LEA to those student Directly 
Certified via this Electronic Direct Certification System) 
should be provided to households in lieu of the HEA.

 If a HEA with SNAP/TANF case number is submitted to 
an LEA, please check the Electronic Direct Certification 
System to determine if the student may be directly 
certified.   
 If found, status should be FREE based on direct certification.   
 If NOT found, process HEA at face value.
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How Are Meal Benefits Determined?

 Direct Certification
◦ Certification of SNAP/TANF benefits via Electronic 

Direct Certification System
OR

 Categorical Eligibility
◦ Homeless, migrant, runaway, foster child or Head 

Start listing
OR

 Household Eligibility Application
◦ SNAP/TANF application
◦ Income application
◦ Foster child application
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School Year 2011-2012 
Categorical Eligibility Update

• Foster children are now categorically eligible for free 
meals! 

• Foster care is the temporary placement by the Department of Children and 
Family Services (DCFS) of children outside their homes due to abuse, 
neglect or dependency. Placing a child in substitute care - a foster family 
home, group home or institution - is not intended as a permanent living 
arrangement but to protect the child with the ultimate goal of returning the 
child home.
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Categorical Eligibility—Head Start, Foster Child, 
Homeless, Migrant, and Runaway Children

◦ Dated list with each child’s name and signed by 
appropriate person
 Head Start director
 Foster Care Agency Director
 Homeless education liaison
 Shelter director
 Migrant education coordinator
 Runaway and homeless youth service provider
OR

◦ Application with child’s name and signature of 
appropriate person

◦ Sample form is available at http://www.isbe.net/nutrition/pdf/50-
73_hmls_cert_mm.pdf.

http://www.isbe.net/nutrition/pdf/50-73_hmls_cert_mm.pdf�
http://www.isbe.net/nutrition/pdf/50-73_hmls_cert_mm.pdf�
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How Are Meal Benefits Determined?
 Direct Certification

◦ Certification of SNAP/TANF benefits via Electronic Direct 
Certification System

OR
 Categorical Eligibility

◦ Homeless, migrant, runaway, foster child or Head Start 
listing

OR
 Household Eligibility Application

◦ SNAP/TANF application
◦ Income application
◦ Foster child application
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School Year 2011-2012 
Certification Update

• Foster children are NOT submitted as a household of one, on their 
own HEA.

• Foster children are categorically eligible for free meal/milk benefits 
without regard to their personal use income. 

• Foster children do count as household members of the foster 
household, when determining the eligibility for the foster household 
children. 

• For income based HEA only, the last four digits of the Social 
Security Number are required or an indication that the adult 
household member signing the HEA does not have a Social 
Security Number.   
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Distribution of the HEA -Four Calendar Weeks

 HEA = 3 pages, Letter to Household, Household 
Eligibility Application, and Instructions

 LEAs should send out the HEA no earlier than four 
calendar weeks prior to the time students start school.  

 You are NOT required to provide a HEA to a 
household that has been notified of free benefits via 
direct certification. 

 HEAs cannot be 
◦ Sent home at the end of the school year for next year, or 
◦ Accepted and processed by the LEAs before the beginning 

of the federally defined school year which begins July 1.
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SY2011-
2012

Letter to 
Household
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SY2011-
2012

Application 
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SY2011-
2012

Application 
Instructions 
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SNAP/TANF Household Eligibility Application
SNAP/TANF HEA must contain:
◦ Names of all household members including the 

child(ren) who will receive benefits
◦ Accurate SNAP/TANF case number for at least 

one household member (child or adult) of the 
household
 The case number MUST be a qualifying 

number based on ISBE guidance.  
◦ Signature of an adult household member

NOTE: If a HEA with SNAP/TANF case number is submitted to an 
LEA, please check the Electronic Direct Certification System to 
determine if the student may be directly certified.   

•If found, status should be FREE based on direct certification.   
•If NOT found, process HEA at face value.   
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Acceptable SNAP/TANF Case ID Numbers 
 May be ANY Household Member’s SNAP/TANF Case 

ID Number
 Case numbers must contain 10–13 digits in the 

following format: XX-XXX-XX-XXX(XXX)
 Case numbers starting with:

◦ 04 or 06 means the person is receiving TANF and is eligible 
for free meals.

◦ 08 means the person is receiving SNAP and is eligible for free 
meals.

◦ 91, 92, 93, 94, or 96 ALONG WITH a 22 as the 6th and 7th

digits means the person is receiving medical benefits along 
with SNAP and based on the latter, is eligible for free meals.

◦ 91, 92, 93, 94, or 96 ALONG WITH a 00 as the 6th and 7th

digits means the person MAY be receiving SNAP and TANF 
in addition to medical benefits; however, further information is 
needed.  
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Acceptable SNAP/TANF Case ID Numbers 

 Example: 91-226-22-F19876 qualifies for free 
meal benefits.

 Example: 91-226-00-F19876 does not qualify
for free meal benefits without additional 
documentation.  See Exception details in 
Handbook.

 Example: 98-226-22-F19876 does not qualify
for free meal benefits.
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Income Applications
 HEAs based on income must contain:

 Names of all household members including the 
child(ren) who will receive benefits

 All household members receiving incomes and the 
frequency of each income 

 Signature and last 4 digits of the social security 
number of the adult household member signing the 
application

 Compare income to appropriate Income 
Eligibility Guidelines (IEGs).

 Determine if application is error-prone.
 Special Household Eligibility Application 

Situations are identified in the Administrative 
Handbook available online. 
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Income Conversion

 When income is reported on a HEA:
◦ If only one income is reported or all income at the 

same frequency (weekly, every two weeks, etc.), DO 
NOT CONVERT. Add the income amounts and 
compare to the IEGs. 

 If incomes are received by the household at 
different intervals, all income must be 
annualized. Do not round converted income. 

 Conversion Figures  
 Weekly X 52
 Every two weeks X 26  
 Twice a month X 24
 Monthly X12



Income Eligibility Guidelines
School Year 2011-2012

 The Income Eligibility Guidelines (IEG) for School Year 2011-2012 
are available online at http://www.isbe.net/nutrition/pdf/IEG_12.pdf.  

4
2

http://www.isbe.net/nutrition/pdf/IEG_12.pdf�
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Temporary Approvals
 Temporary approvals are permitted when a 

household’s need for assistance appears to be 
short-term.

 It is recommended that follow-up be done every 
45 calendar days.

 Documentation of the follow-up should be noted 
on the application.  
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Foster Child Household Eligibility Application

 Foster children, whose care and placement is the 
responsibility of the State or who is placed by a 
court with a caretaker household, are categorically 
eligible to receive free meals/milk.    

 This may be documented via a categorical listing 
from a representative with a foster care placement 
agency or via the HEA.   

 Please note that a separate HEA is no longer 
required for each foster child.

 Therefore,  a HEA may contain a foster child and 
additional members of the household, resulting in 
two different eligibility statuses on the same HEA.  
See example, next slide.   
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Approving HEAs

 HEAs must be processed (approved or 
denied by the LEA) within ten (10) 
working days of receipt.

 The determining official must:
◦ Indicate the eligibility determination
◦ Sign each HEA
◦ Date each HEA the day it is 

approved/denied 
 If approved, benefits may not be received 

prior to the date of approval.
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Incomplete Applications
The determining official cannot process an 
incomplete application. 
◦ Return copy of application to the household 

to obtain missing information.  
 If adult member signature is missing, 
application must be returned to obtain a 
signature.

◦ Contact household and note missing 
information on the application.
All changes should be initialed and dated.  
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If a Household Is Denied Benefits
 The household must receive written 

notification including the following: 
◦ Reason for denial
◦ Right to appeal
◦ Instruction on how to appeal
◦ Notification that the household 

may reapply at any time during the school year

 Sample denial/approval letter available online at 
http://www.isbe.net/nutrition/pdf/DEAPLE.pdf.

http://www.isbe.net/nutrition/pdf/DEAPLE.pdf�


 Available online 
only at 
http://www.isbe.net/nutri
tion/sbn_handbook/toc.
htm
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Contact Us 
Nutrition Programs Division
Illinois State Board of Education
100 North First Street, W-270
Springfield, IL 62777-0001
Telephone: 800/545-7892 in Illinois only

217/782-2491
Fax: 217/524-6124
Email: cnp@isbe.net
Website: www.isbe.net.nutrition
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