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What is ersea?
(E) Eligibility

(R) Recruitment

(S) Selection 

(E) Enrollment

(A) Attendance
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If a child is age eligible to enroll in Head Start, a parent must be allowed to 

fill out an application.  

Our program uses a set of eligibility criteria to make sure we enroll the 

children who have the greatest need.  When a parent fills out an application, 

their child is given a certain number of points based on the eligibility criteria.

Lƴ ŀƴȅ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎƛǘǳŀǘƛƻƴǎΣ ǘƘŜ ŎƘƛƭŘ ƛǎ ŎƻƴǎƛŘŜǊŜŘ άCategorically 

9ƭƛƎƛōƭŜέ:

Foster Care 

Homeless

Family Member Receiving TANF, SSI, or SNAP Benefits

A child determined to be Categorically Eligible will receive the maximum 

number of eligibility points and the first available enrollment slot.
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When it is determined that a child is Categorically 

Eligible, you will not ask for any income documentation.  

The only thing you will need is a document or item that 

proves their situation.  

(More on This Later)
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Beginning on 3/1/23, you will no longer be allowed to 

take enrollment applications over the phone.  

Note:  The only time a phone call will be acceptable for completing an 

enrollment application is a situation when a parent is incarcerated and the 

person the child is living with does not have legal guardianship.  In that 

ŎŀǎŜΣ ŀ ǇƘƻƴŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ŀŎŎŜǇǘŀōƭŜΣ ŀƴŘ ǘƘŜ ǇŀǊŜƴǘΩǎ ǎƛƎƴŀǘǳǊŜ Ŏŀƴ ōŜ 

obtained by mailing a copy of the application to the parent.
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A parent does not have to present age or income documentation on the 

day they fill out an enrollment application.  In a lot of cases, a parent will 

show up to fill out the application without knowing what you needed them 

to bring.  The parent should be allowed to fill out the application and bring 

the documents you need at a later time.  There is a deadline for bringing in 

the age and income verification that will be discussed later in this 

presentation.

Note:  You cannot require health screenings to be presented as part of 

ǘƘŜ ŎƘƛƭŘΩǎ ŜƭƛƎƛōƛƭƛǘȅΗ
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A biological parent does not have to prove that they are the parent of the 

ŎƘƛƭŘ ǘƘŜȅ ŀǊŜ ŜƴǊƻƭƭƛƴƎΦ  ¢ƘŜȅ ŀƭǎƻ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǇǊƻǾŜ ǘƘŀǘ ǘƘŜȅ ŀǊŜ 

married.

If the person filling out the application tells you they have guardianship or 

foster rights for the child, you DO need a document from them at some 

point before accepting the child for enrollment.  The person can fill out the 

application without providing the document, but you cannot accept the 

child until they provide it.



In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?
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Who can fill out an application?



9Who can fill out an application?

In order to fill out an enrollment application for a child, 

the person must be:

ω ¢ƘŜ ŎƘƛƭŘΩǎ ōƛƻƭƻƎƛŎŀƭ ǇŀǊŜƴǘΣ ǎǘŜǇǇŀǊŜƴǘ ƻǊ ƭŜƎŀƭ 

guardian

And

ω Living in the same household with the child the 

majority of the time



In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?
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How to determine if a child is age eligible?



11How to determine if a child is age eligible?

ω In order to be considered for enrollment in Head Start on the first day 

for the upcoming school year, a child must be between 3-4 years of age 

on 8/1/23.  However, if a child will be turning 3 years of age after 

8/1/23 (as long as it will be during the school year), the parent can still 

fill out an application for the upcoming year.  

ω A child can be considered for enrollment on the day they turn 3 years of 

age during the school year.



In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?
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Who will be the primary & secondary 
caregivers on the application?



13Who will be the primary & secondary 
caregivers on the application?

ω The parent filling out the application must be the parent that has 

primary custody of the child, meaning the child legally lives with them 

the majority of the time.  

ω If you have determined that the person is eligible to fill out an 

enrollment application for a child, that person can choose if they want 

to be listed as the Primary Caregiver (PC) on the application or if they 

want to list their spouse as the PC and then list themselves as the 

{ŜŎƻƴŘŀǊȅ /ŀǊŜƎƛǾŜǊ ό{/ύΦ  Lǘ ǊŜŀƭƭȅ ŘƻŜǎƴΩǘ ƳŀǘǘŜǊ ǿƘƛŎƘ ƻŦ ǘƘŜ ǇŀǊŜƴǘǎ 

is the PC or SC because they have the same rights.



14Who will be the primary & secondary 
caregivers on the application?

ω If the biological parents of the child are divorced and living in separate 

homes, the parent that does not have primary custodial rights cannot 

fill out the application for the child nor be listed as the PC or SC.  For 

example, if the child lives with mom during the week and with dad on 

the weekends, dad cannot fill out the application or be listed as the PC 

or SC.

ω If the primary custodial parent is married and living with her husband, 

he will be listed as the SC.  

ω If the primary custodial parent has a live-in boyfriend but they are not 

ƳŀǊǊƛŜŘΣ ƘŜ ǿƛƭƭ ƴƻǘ ōŜ ƭƛǎǘŜŘ ŀǎ ǘƘŜ {/ ƴƻǊ ŎƻǳƴǘŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅ 

number.



15Who will be the primary & secondary 
caregivers on the application?

ω We now see Dual Custody situations much more frequently than in 

years past.  Dual Custody means that the biological parents have 50-50, 

equal custody of their child.  If this is the case, even though the parents 

are not living in the same home, both will be listed as the PC and SC. 

ω The staff member doing the application with the parent must ask 

ǎǇŜŎƛŦƛŎ ǉǳŜǎǘƛƻƴǎ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ǇŀǊŜƴǘΩǎ ǊŜǎǇƻƴǎŜǎ ǎƘƻǿ ǘƘŀǘ 

there is really a Dual Custody, 50-50 split of where the child resides.



16Who will be the primary & secondary 
caregivers on the application?

If it is a true Dual Custody situation, there are a few things that the 

interviewer must understand to fill out the application correctly.  You must 

determine if any of the following situations are true:

ω Either parent receives child support from the other parent for the 

enrolling child

ω Either parent receives TANF, SSI or SNAP benefits

ω Either parent could be determined as Homeless



17Who will be the primary & secondary 
caregivers on the application?

If any of those situations (Receiving child support, TANF, SSI, SNAP, or 

homeless) are true for either parent in a Dual Custody situation, you would:

ω List the two biological parents as the PC and SC

ω [ƛǎǘ ŀƭƭ ǘƘŜ ƳŜƳōŜǊǎ ƻŦ ōƻǘƘ ǇŀǊŜƴǘǎΩ ŦŀƳƛƭƛŜǎ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ ǘƘŜ 

Additional Family Members section

ω Divide the number of family members by 2 to determine the number you 

ǿƛƭƭ ƭƛǎǘ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ ǘƘŜ ά¢ƻǘŀƭ CŀƳƛƭȅ aŜƳōŜǊǎέ ǎŜŎǘƛƻƴ 

ω Obtain the document that proves one of those situations mentioned above 

to serve as income verification.  (Note:  If it is child support, the parent 

receiving it must also provide any additional income she has)



18Who will be the primary & secondary 
caregivers on the application?

If none of those situations (child support, TANF, SSI, SNAP, homeless) are 

true for either parent in a Dual Custody situation, then you would need to 

do the following:

ω List the two biological parents as the PC and SC

ω [ƛǎǘ ŀƭƭ ǘƘŜ ƳŜƳōŜǊǎ ƻŦ ōƻǘƘ ǇŀǊŜƴǘǎΩ ŦŀƳƛƭƛŜǎ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ ǘƘŜ 

Additional Family Members section

ω Divide the number of family members by 2 to determine the number 

ȅƻǳ ǿƛƭƭ ƭƛǎǘ ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ ǘƘŜ ά¢ƻǘŀƭ CŀƳƛƭȅ aŜƳōŜǊǎέ ǎŜŎǘƛƻƴ 

ω Obtain income from both families (including spouses) and divide by 2 on 

the Eligibility Verification form



In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?

19

Which items on an application must be 
completed?



20Which items on an application must be 
completed?

Review the Enrollment Application

ERSEA presentation 23-24 (additional forms).pptx#1. PowerPoint Presentation


In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?
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Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?



22Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?

Familymeans:

All persons living in the same household who are:
(1) Supported by the income of the parent(s) or guardian(s) of the child 
enrolling or participating in the program   and (2) related to the 
parent(s) or guardian(s) by blood, marriage, or adoption  or (3) the 
ŎƘƛƭŘΩǎ ŀǳǘƘƻǊƛȊŜŘ ŎŀǊŜƎƛǾŜǊ ƻǊ ƭŜƎŀƭƭȅ ǊŜǎǇƻƴǎƛōƭŜ ǇŀǊǘȅΦ 

In groups, review the family scenarios 
handout



23Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?

Jim and Pam are married and have 3 kids.  Jim works out of town and only 
comes home for one weekend each month.  Pam comes to fill out an 
ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ ƻƴŜ ƻŦ ǘƘŜƛǊ ŎƘƛƭŘǊŜƴΦ  Iƻǿ Ƴŀƴȅ ŀǊŜ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

5 - Jim, Pam, and all 3 kids.  Even though Jim works away, his home is 

still with the family.



24Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?

Ryan and Kelly are divorced, living separately, and have 2 biological 
children.  Ryan pays Kelly $400 per month in child support.  He gets the 
ƪƛŘǎ ƻƴ ǘƘŜ ǿŜŜƪŜƴŘǎΦ  wȅŀƴΩǎ ƎƛǊƭŦǊƛŜƴŘ ŀƴŘ ƘŜǊ ǎƻƴ ƭƛǾŜ ǿƛǘƘ ƘƛƳΦ  YŜƭƭȅ 
comes to fill out an application for one of their children.  How many are in 
ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

3 - Kelly and her two kids



25Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?

Phyllis and Bob are divorced and have 50/50 custody of their only child.  
Bob lives with his current wife and she has a child from an earlier 
relationship that lives with them.  Bob works at Vance Refrigeration and 
makes $700 per week.  Phyllis is unemployed and receives SNAP benefits.  
Phyllis comes to fill out the enrollment application.  How many are in the 
ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

3 - The total of both families is 5 but you would divide this by 2.  This 

gives us 2.5 and you would round up so the number would be 3.  Bob 
would be listed as the SC.



26Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?

Creed has 2 biological children living with him, 1 adopted child, and 1 
foster child.  His wife recently moved out of the house and he states that 
ƘŜ ŘƻŜǎƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ǎƘŜ ƭƛǾŜǎ ƴƻǿΦ  {ƘŜ Ƙŀǎ ƴƻǘ ŎŀƳŜ ŀƴŘ ǎŜŜƴ ǘƘŜ 
kids since she left over a month ago.  He comes to fill out an application 
ŦƻǊ Ƙƛǎ ŀŘƻǇǘŜŘ ŎƘƛƭŘΦ  Iƻǿ Ƴŀƴȅ ŀǊŜ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

4 - The adopted child, Creed, and his two biological children.  A foster 

ŎƘƛƭŘ ŘƻŜǎƴΩǘ Ŏƻǳƴǘ ƛƴ ŀƴƻǘƘŜǊ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΦ



27Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?

Melissa comes to fill out an application for her son.  Melissa is 17 years 
old.  Her dad Stanley brought her and is helping her answer some of the 
questions.  Melissa and her child live with her dad Stanley and always 
ƘŀǾŜΦ  {ƘŜ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀ Ƨƻō ŀƴŘ {ǘŀƴƭŜȅ Ǉŀȅǎ ŦƻǊ ƘŜǊ ōƛƭƭǎΦ  [ŀǎǘ ǿŜŜƪΣ 
aŜƭƛǎǎŀΩǎ ƴŜǿ ōƻȅŦǊƛŜƴŘ ŀƭǎƻ ƳƻǾŜŘ ƛƴǘƻ ǘƘŜ ƘƻƳŜ ǿƛǘƘ ǘƘŜƳΦ  Iƻǿ Ƴŀƴȅ 
ŀǊŜ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

2 - Melissa and her child.



28Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ 
family?

Dwight and Angela are not married but have two biological children 
together.  Angela has one biological child from a previous relationship.  All 
ǘƘŜ ƪƛŘǎ ŀǊŜ ƭƛǾƛƴƎ ǿƛǘƘ ǘƘŜƳΦ  5ǿƛƎƘǘΩǎ ƎǊŀƴŘƳƻǘƘŜǊ ƛǎ ŀƭǎƻ ƭƛǾƛƴƎ ǿƛǘƘ 
them and they financially support her.  Angela comes to fill out an 
application for her child from the previous relationship.  How many are in 
ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

4 - Angela and her three kids.  Because she is not married to Dwight and 

he is not the biological father of the applying child, he nor his 
ƎǊŀƴŘƳƻǘƘŜǊ ǿƻǳƭŘ Ŏƻǳƴǘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΦ



In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?

29

How to determine homelessness?



30How to determine homelessness?

Head Start uses the McKinney-Vento Act definition to determine whether a 

family is homeless. When you are filling out the application with the parent 

ŀƴŘ ȅƻǳ ƎŜǘ ǘƻ ǘƘŜ ǎŜŎǘƛƻƴ ά/ǳǊǊŜƴǘ IƻǳǎƛƴƎΣέ ǘƘŜ ŀƴǎǿŜǊ ǘƘŜȅ ƎƛǾŜ ȅƻǳ 

will determine if you need to fill out a Family Residency Questionnaire 

(FRQ) which is what will determine a homeless situation. If a family is 

identified as homeless using the FRQ, the child is Categorically Eligible.

Handout McKinney-Vento Definition and Family Residency Questionnaire

Review the Family Residency Questionnaire

ERSEA presentation 23-24 (additional forms).pptx#5. PowerPoint Presentation


Determining Homelessness

Casey is a 19 year old single mom living with her parents.  

She has a 4 year old little boy named Bo.  She has lived 

with her parents her entire life.  Is she homeless?

No  



Determining Homelessness

(From previous scenario)  Casey moves out of her parentsõ 
house.  She and Bo move in with two of her friends.  They 

are going to be sharing the rent.  Casey only has a part-

time job but her parents are going to help pay her rent 

until she finds full -time work.  Is she homeless?  

No  



Determining Homelessness

(From previous scenario)  After living with her new 

roommates for 3 months, they leave because they cannot 

deal with having a 4 year old in the house any longer.  So, 

Casey and Bo are forced to move back in with her parents 

because she cannot afford the rent by herself.  Is she 

homeless?

Unlike the previous 2 scenarios for Casey, this situation 

shows that she had to move in with others because of 

financial hardship.  This could easily be viewed as 

homelessness.   



Determining Homelessness

Linda and her husband James have a 3 year old child.  They 

have recently been evicted from their house for failing to 

pay the rent on time.  They stayed in a hotel for 2 weeks 

after the eviction.  After that, they moved in with Jamesõ 

parents.  They have been there for the past month.  Is this 

family homeless?

Yes.  If they moved in with his parents because of their 

financial situation, then this would be a homeless family.  



Determining Homelessness

(From previous scenario) Linda and James come to fill out 

an application for another one of their children 6 years 

after the scenario we just read about.  They are still living 

with Jamesõ parents.  Are they homeless?

Probably not.  Their residence appears to be 

permanent/fixed and is likely a situation of convenience, 

not because they canôt afford another place to live.



Determining Homelessness

A family was living in a mobile home last month.  They are 

currently building a house and in order to build it in the same 

place they were living, they had to sell their mobile home so it 

could be moved out of the way and they are currently living with 

the husbandôs parents for the next 6 months or so until the house 

is finished.  Is this family homeless?

Since the family made the choice to sell their home and the choice 

had nothing to do with poor economic circumstances, they are not 

homeless.



Determining Homelessness

Even though they have a fixed residence, this could still be viewed 

as a homeless family because their home may not be ñadequateò.  

There should be a lot of questions about the situation from the 

interviewer to the parent. 

A family is living in a house they own.  The parent tells the 

interviewer that the windows and roof leak when it rains.  

She says that they place cups and bowls in the floor to 

catch the water.  She says that the house is very old and 

not in good condition at all.  They have lived there for 5 

years.  Is this family homeless?



In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?

38

How to determine foster child status?



39How to determine foster child status?

²ƘŜƴ ŀ ŎƘƛƭŘ ƛǎ ƛŘŜƴǘƛŦƛŜŘ ōȅ IŜŀŘ {ǘŀǊǘ ŀǎ ōŜƛƴƎ άCƻǎǘŜǊέΣ ƘŜκǎƘŜ ƛǎ 
Categorically Eligible and the only documentation needed is something 
that proves the situation.  One of the clearest documents used to confirm 
this status is a letter from a foster agency or the Cabinet for Health & 
Family Services (CHFS) stating that the child is in foster care.  However, 
ǘƘŜ ŘƻŎǳƳŜƴǘ ȅƻǳ ǊŜŎŜƛǾŜ ǳǎǳŀƭƭȅ ǿƻƴΩǘ ōŜ ǘƘŀǘ ǎǇŜŎƛŦƛŎΦ  ²ƘŜƴ ǘƘŜ 
ŘƻŎǳƳŜƴǘ ŘƻŜǎƴΩǘ ǎǇŜŎƛŦƛŎŀƭƭȅ ǎŀȅ ǘƘŀǘ ǘƘŜ ŎƘƛƭŘ ƛǎ ƛƴ ŦƻǎǘŜǊ ŎŀǊŜΣ ǘƘŜ ǘǿƻ 
criteria that must be present are:

ω The child has been removed from the home and placed with someone 
other than biological parents

AND

ω A worker from CHFS was involved in the process
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[ŜǘΩǎ ƭƻƻƪ ŀǘ ŀ ŦŜǿ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘŀǘ ǎƻƳŜƻƴŜ Ƴŀȅ ƎƛǾŜ ȅƻǳ ǘƻ ǇǊƻǾŜ ǘƘŀǘ 
a child is in foster care and you will decide if it meets the criteria.

Handout scenarios

Examples of Foster Care Documentation

ERSEA presentation 23-24 (additional forms).pptx#7. PowerPoint Presentation


In order to fill out an enrollment application with a family, 
you must have an understanding of the following:

ω Who can fill out an application?

ω How to determine if a child is age eligible?

ω Who will be the primary & secondary caregivers on the application?

ω Which items on an application must be completed?

ω Iƻǿ ǘƻ ŘŜǘŜǊƳƛƴŜ ƳŜƳōŜǊǎ ƻŦ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΚ

ω How to determine homelessness?

ω How to determine foster child status?

ω What can be accepted as income verification?
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What can be accepted as income verification?
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bƻǿ ǘƘŀǘ ȅƻǳ ƪƴƻǿ ǿƘƻ Ŏƻǳƴǘǎ ƛƴ ŀ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΣ ȅƻǳ ŀƭǎƻ ƪƴƻǿ ǿƘƻǎŜ 
ƛƴŎƻƳŜ Ƴǳǎǘ ōŜ ǾŜǊƛŦƛŜŘΦ  LŦ ŀ ŎƘƛƭŘ ƛǎ /ŀǘŜƎƻǊƛŎŀƭƭȅ 9ƭƛƎƛōƭŜΣ ȅƻǳ ǿƻƴΩǘ 
obtain income from anyone.  But if not, you must obtain income from 
ōƻǘƘ t/ ŀƴŘ {/Φ  ¸ƻǳ Řƻ ƴƻǘ ƻōǘŀƛƴ ƛƴŎƻƳŜ ŦǊƻƳ ŀƴȅƻƴŜ ŜƭǎŜ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ 
family other than the PC and SC.
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All of the following count as income:

ω Wages from a job

ω Social Security 

ω Child Support

ω Unemployment

ω Self-Employment

ω Basically, any payment received for services
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None of the following count as income:

ω Sale of property

ω Tax refunds

ω Inheritance

ω Compensation for injury

ω Food or housing received

ω Anything that is considered a gift
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You are responsible for asking about ALL income, not just part of it.  For 
ŜȄŀƳǇƭŜΣ ƛŦ ŀ ƳƻǘƘŜǊ ƛǎ ǊŜŎŜƛǾƛƴƎ ŎƘƛƭŘ ǎǳǇǇƻǊǘ ŦǊƻƳ ƘŜǊ ŎƘƛƭŘΩǎ ŦŀǘƘŜǊ ōǳǘ 
she also works at a job, you must get the child support amount as well as 
the wages she receives from her job.

So what documents should a staff person ask the parent to present?  
[ŜǘΩǎ ǘŀƪŜ ŀ ƭƻƻƪΧΦ



46What can be accepted as income verification?

During the time you are filling out the enrollment application with the 
parent, you will learn a lot about the family situation.  You will find out if 
they have any of the situations that would make the child Categorically 
Eligible.  If not, you must figure out the best documentation to accurately 
ǊŜŦƭŜŎǘ ǘƘŜ ŦŀƳƛƭȅΩǎ ŎǳǊǊŜƴǘ ŜŎƻƴƻƳƛŎ ǎǘŀǘǳǎΦ  IŜǊŜ ŀǊŜ ǎƻƳŜ ƛǘŜƳǎ ǘƘŀǘ 
may be used:

ω Pay stubs

ω Tax forms (W-2, 1040, etc.)

ω Agency letter/notification of social security, unemployment, etc.

ω Written statement from employer

ω Written statement from parent (as a last resort)
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Though the parent may be able to provide multiple documents (tax forms, 
pay stubs, etc.), you need to ask for the one that shows their current 
financial situation.  For example, if a parent was working most of 2022 but 
has been unemployed since December, their tax forms from 2022 
ǿƻǳƭŘƴΩǘ ǊŜŦƭŜŎǘ ǘƘŜƛǊ ŎǳǊǊŜƴǘ ǎƛǘǳŀǘƛƻƴΦ  ¸ƻǳ ŎƻǳƭŘ ŀŎŎŜǇǘ ǘƘŜƛǊ ǘŀȄ ŦƻǊƳǎΣ 
but it may show that the family was better off than they are currently.  
For this reason, you should ask them for a statement showing their 
unemployment instead.
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When accepting income documentation, the staff person must know 
what date on the document would be acceptable.  Some income 
documents would have to be more recent than others.  Here is a look 
at the date that must be found on income documentation for all 
categories:
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Acceptable Income Documents

ω Check Stubs, Unemployment Wages Stub/Document, or Written Statement 

from Employers- The last day worked/received benefit cannot be older than 

30 days from the time the application is completed.

ω TANF, SSI, Social Security, Child Support, or Alimony  - Must be dated 

within the past 12 months

ω Foster Care or Guardianship  - There is no previous time limit on the 

document

ω Tax Forms  - Must be for the previous calendar year.
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If you are using pay stubs or unemployment stubs, they must be for a 
consecutive 30 day or 4 week period with the last date of pay no farther 
in the past than 30 days from the day you are taking the application.  

LŦ ȅƻǳ ŀǊŜ ǳǎƛƴƎ ŀ ǇŀǊŜƴǘΩǎ current situation instead of tax forms from the 
previous year, their situation must be consistent for a 30 day period.  For 
example, if a parent was working at a job but was laid off and has been 
ǊŜŎŜƛǾƛƴƎ ǳƴŜƳǇƭƻȅƳŜƴǘ ŦƻǊ ǘƘŜ ƭŀǎǘ ǘǿƻ ǿŜŜƪǎΣ ȅƻǳ ŎŀƴΩǘ ŎŀƭŎǳƭŀǘŜ ǘƘŜƛǊ 
income using just the two weeks of unemployment.

[ŜǘΩǎ ƭƻƻƪ ŀǘ ŀ ǎŀƳǇƭŜ Ǉŀȅ ǎǘǳōΧΦ
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²ƘŀǘΩǎ ǘƘŜ 5ƛŦŦŜǊŜƴŎŜ ƛƴ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ ŀƴŘ {{LΚ

ERSEA presentation 23-24 (new).pptx#19. In order to fill out an enrollment application with a fam...
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In the rare case when a family does not meet any of the criteria for 
Categorically Eligible or have any income, the staff must complete a 
½ŜǊƻ LƴŎƻƳŜ CƻǊƳ ǿƛǘƘ ǘƘŜ ǇŀǊŜƴǘΦ  Lǘ ƭƻƻƪǎ ƭƛƪŜ ǘƘƛǎΧΦΦ 
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