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Required Child Enrollment Information 
 

The Texas Department of Family and Protective Services (DFPS) requires that each 

child in a child care center be enrolled. You must maintain documentation of 
enrollment for each child that receives care at your center. F&N requires enrollment 
information to be updated annually. All children for whom meals are claimed in the 
CACFP must have a valid enrollment form that includes the following required 
elements: 
  

• Child’s name; 
• Child’s date of birth; 

• Enrollment/withdrawal dates; 

• Days and hours child is normally in care; 

• Meals/snacks usually served to the child while in care; 

• Parent/guardian's signature;  

• Date of signature. 
 

F&N does not have a mandatory enrollment form.  However, whatever enrollment 

form or forms you use must contain all the required elements listed above and be 
completed before meals are claimed. The parent or guardian must complete the 
enrollment documentation. Particularly the days and hours the child is normally in 
care and the meals/snacks normally served to the child while in care. The 
enrollment documentation must provide spaces for the parent/guardian to indicate 
each of the required enrollment elements. 
 

The center must not complete any of the information after the parent/guardian has 

signed and dated the document. 
 

If you do not have an enrollment form for a child that receives care at your center, 
or if the child's enrollment form is incomplete, you still include the child in your 
enrollment mix on the claim for reimbursement.  Enrollment Mix is the count of 
children in the Free, Reduced and Paid categories.  
 
A child is not eligible for CACFP reimbursement whose enrollment form is missing, 
over a year old, is incomplete or does not contain all the required elements and you 
must not claim reimbursement for meals served to that child.  
 

Enrollment forms are updated yearly. 
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Program Exceptions 

 
Emergency Shelters - Children must reside in the Emergency Shelter with or without 
their parent(s) or guardian(s) and be marked in attendance on a roster/list.  The 
roster/list must include child’s name, arrival and withdrawal date, date of birth 
(DOB), and parents or guardian(s) name. There is no enrollment requirement. 
 
At-Risk Afterschool Care Centers - Children have to be marked in attendance on a 
daily roster/list each time they participate in the enrichment component offered 
through the At Risk Afterschool Care Center.  The roster/list must include the child’s 
name and DOB. There is no enrollment requirement.  You may also use the Form 
H1535-AT Daily Meal Count and Attendance Record (At-Risk) for the attendance 
(remember to add DOB). 
 

Eligibility Determination for Free, Reduced-Price and Paid Meal  
 
As a CACFP CE, you must properly determine the eligibility category of each 
enrolled child as a condition of receiving reimbursement for the meals you 
provide. 
 
Eligibility status determines whether the enrolled child falls into the free, reduced-
price, or paid meal category.  Eligibility status must be determined up front 
because eligibility determinations affect payments, which are based on the 
“Blended Rate” method of reimbursement.  
 
CEs receive higher reimbursement for children in the free and reduced-price 
categories.  The greater the percentage of children in the free and reduced-price 
categories, the higher the blended rate. 
 

Exceptions 
 

Emergency Shelters – Shelters are not required to conduct eligibility 
determinations.  Eligible meals are claimed in the Free category for 
reimbursement. 

 
At Risk Afterschool Care Center – There is no eligibility determination.  
Eligible meals/snacks are claimed in the Free category for 
reimbursement. 
 

CACFP eligibility category is NOT related to Child Care 
Management System (CCMS) eligibility. 

 
It is common practice for centers to determine eligibility at the time of a child's enrollment 
and to include forms necessary to document eligibility as part of their enrollment package. 
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Free, Reduced-Price and Paid Eligibility Determination 
 
In order to determine which category the enrolled child is in and to correctly 
document eligibility the following forms are reviewed: 

• CACFP Meal Benefit Income Eligibility Form;  

• Documentation of enrollment for Head Start, Early Head 
Start or Even Start Programs (children enrolled in a Head 
Start, Early Head Start or Even Start programs); or 

• Form 4504 - Income Eligibility Guidelines for Determining 
Free and Reduced-Price Benefits. 

 

Free and Reduced-Price Meals 
 

You will determine whether children enrolled at your site(s) are eligible for 
free or reduced-price meals.  All other enrolled children are considered to be 
in the paid category.  Remember, you cannot claims meals on children whose 
enrollment form is over a year old, incomplete or missing. 
 
For a child to be eligible for free or reduced-price meals, you must have 
either: 
 

• A completed CACFP Meal Benefit Income Eligibility Form; or 
 

• Documentation of enrollment in a Head Start or Early Head 
Start Program; or Even Start Program 

 
 

Head Start Programs 
 
A child is automatically eligible for the free category while enrolled in 
a Head Start Program (HSP). 
 
See the handbook for details of requirements of centers that operate 
HSP and centers that do not operate HSP but serve HSP children. 
 

Even Start Family Literacy Programs 
 
A child is automatically eligible for free category while enrolled as a participant in the 
Even Start Family Literacy Program (ESP), if they have not yet entered kindergarten. 
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See the handbook for details of requirements of centers that operate ESP and 
centers that do not operate ESP but serve ESP children. 
 

Early Head Start Programs 
 

A child is automatically eligible for the free category while enrolled in an EHSP. 
 
See the handbook for details of requirements of centers that operate EHSP and 
centers that do not operate EHSP but serve EHSP children. 
 

CACFP Meal Benefit Income Eligibility Form 
 
On the next two pages is the CACFP Meal Benefit Income Eligibility Form.  This form 
must be filled out for every child that you claim in the Free or Reduced Price 
category for reimbursement.  The form is updated annually. 
 
I will review the instructions as you follow along with the form.  You can find the 
form and instructions at www.snptexas.org. 
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The following rates of reimbursement are effective beginning July 1, 2011. 
 

RATES PER MEAL SERVED IN CHILD CARE CENTERS 

 
Reimbursement 
Category 

 

Breakfast Lunch/Supper Snack 

Free $1.51 $2.77 $0.76 

Reduced Price $1.21 $2.37 $0.38 

Paid $0.27 $0.26 $0.07 

 

   Cash-in-lieu of commodities (lunch/supper): $0.2225 
 

RATE PER MEAL SERVED IN AT-RISK AFTERSCHOOL CARE 
CENTERS 

All are considered in the Free Category 

Breakfast 
 

$1.51 

Snack 
 

$0.76 

Lunch/Supper 
 

$2.77 
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CACFP Reimbursement Projection Procedure 
 
The amount of the monthly CACFP reimbursement is based on the number of meals 
served to eligible children and the ratio of the children in each eligibility category 
(free, reduced or paid).   To project your CACFP reimbursement, you will need the 
following: 
 

• Claiming percentage – This is the ratio of eligible children in each category 
(free, reduced-price, paid) to the total enrollment; 

• Current per meal rates – These are the maximum amounts TDA pays for 
each meal type; and 

• Projected number of meals by type. 
 

The eligibility category is based on family size and income or on receipt of certain 
benefits.  In general, 

 
Free Category – Children from families receiving SNAP or TANF, or from 
households with incomes at or below 130% of the federal poverty guidelines.  
Foster children are considered a family of one and are free. 

 
Reduced Price Category – Children from households with incomes at or below 
the federal poverty guidelines. 

 
Paid – Children from households that exceed 185% of the federal poverty 
guidelines, or from households that do not submit CACFP Meal Benefit Income 
Eligibility Form. 

 
To arrive at the most reliable estimate of reimbursement, collect the forms for all 
enrolled children in your center.  You may choose not to collect the forms if you feel 
you can estimate the number of children in the free, reduced and paid categories 
from your knowledge of the children enrolled. 

  
For estimation purposes only: At Risk Afterschool Care Centers, Emergency 
Shelters, Head Start, Early Head Start, and ESP participants are counted as free. 
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Calculations 
 

To estimate the amount of reimbursement, follow these steps. 
 
Step 1.  Compute the claiming percentage. 
 
Example: you have 50 enrolled children –30 are free, 15 are reduced-priced and 5 
are paid. 
 
Free – 30 divided by 50 = .6 
Reduced Price – 15 divided by 50 =.3 
Paid – 5 divided by 50 =.1 
 
Step 2.  Calculate the revised rates: Multiply the claiming percentage by the current 
rates.  This gives a revised rate.  When you calculate the claiming percentages, use 
the reimbursement rates currently in effect.  The current rates may be found on the 
TDA website.  Calculate to the third decimal, and then round down. 

 
Step 3.  Determine the blended rates.  Multiply the claiming percentage by the 
current rates.  This gives a revised/blended rate for the meal type.  Add the revised 
rates together. 

   

Step 4.  Multiply the blended rate times the estimated number of meal types served 
in one month.  Multiply the Cash-in –Lieu of Commodities rate times the estimated 
number of Lunch/Supper meal types served in one month.  This gives the estimated 
monthly amount of reimbursement for the meal type. 

 

Step 5. Estimate the yearly reimbursement: Multiply the estimated monthly 
amount by 12 to arrive at the estimated yearly amount.  


