Agency Name:  _______________________  Date_________                                               Page #: ___ of ___


Income Eligibility Verification Checklist
	
	
	Child 1
	Child 2
	Child 3
	Child 4
	Child 5

	1. 
	Child’s ID (GRS#)
	
	
	
	
	

	2. 
	Program Type  (HS/Part Day/Full Day/EHS/SPS)
	
	
	
	
	

	3. 
	Center/Site  (Name/ID #)
	
	
	
	
	

	4. 
	Birth Certificate On File

(Yes/No)
	
	
	
	
	

	5. 
	DOB Matches Enrollment Record (Yes/No)
	
	
	
	
	

	6. 
	Age Eligible  (Yes/No)
	
	
	
	
	

	7. 
	Enrollment Date
	
	
	
	
	

	8. 
	Start Date
	
	
	
	
	

	9. 
	Termination Date

(If Applicable)
	
	
	
	
	

	10. 
	Returning Student

(Yes/No)
	
	
	
	
	

	11. 
	Parent Working /In School; Verification on file (Yes/No)  [Full Day Only]
	
	
	
	
	

	12. 
	Family Size
	
	
	
	
	

	13. 
	Family Income
	
	
	
	
	

	14. 
	Income Documentation on File (Yes/No)    [SEE NOTE]
	
	
	
	
	

	15. 
	Income on file matches amount on GRS Enrollment print out
Yes/No
	
	
	
	
	

	16. 
	Over Income Family (Yes/No)
	
	
	
	
	

	17. 
	Over Income Rationale on File

(Yes/No)  [Over Income Only]
	
	
	
	
	

	18. 
	Over Income Rationale Matches Selection Criteria

(Yes/No)
	
	
	
	
	

	19. 
	Address Verification On File (Yes/No)
	
	
	
	
	

	20. 
	Income Eligibility Verification Form Signed by HS staff (Yes/No) (Date)
	
	
	
	
	

	21. 
	Income Eligibility Verification Form Signed by HS Parent (Yes/No) (Date)
	
	
	
	
	

	22. 
	Is the child Enrolled correctly (Yes/No)
	
	
	
	
	

	23. 
	Reviewer’s Initials
	
	
	
	
	

	24. 
	Concerns


	
	
	
	
	


NOTE:  If income documentation is on file please make a note under “concerns” then calculate and note the previous year’s income.  The period of time to be considered for eligibility is the twelve months immediately preceding the month in which application or reapplication for enrollment of a child in a Head Start program is made, or for the calendar year immediately proceeding the calendar year in which the application or reapplication is made, whichever more accurately reflects the family's current needs.   (Not projected, but actual income from previous year.
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