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STEP 1: CHECKING THE APPLICATION FOR COMPLETION IN STEP 1
 The application is broken out into different sections for the Determining Official’s (D.O.) convenience. 

 In Step 1 it is important to check that the child’s first and last name is completed along with the age, name of school, 
and grade. 

 In this step the D.O. will look to see if the family has checked the boxes for Foster child or Homeless, Migrant, Runaway.

 If the child is marked as Foster Child the D.O. is required to accept that status at face value.

 If the child is marked as Homeless, Migrant, Runaway the D.O. is required to verify this information with the districts Homeless 
Liaison. 
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The application is broken down into steps so in step 1, you want to check the names of all children in the household. This should include their first and last name, age, name of school and grade. Please also note that even if a child does NOT attend school, they should still name the child and leave school blank or note “not in school”
. Next you will need to check to see if the family has checked any of the boxes here on the right. If the child is listed at Foster, you are required to take that status at face value. If a child is listed as Homeless, migrant, or a runaway, please verify this with your district's homeless liaison
Only one application is required for all children in the household attending schools in the same local education agency.




STEP 1: CHECKING THE APPLICATION FOR COMPLETION IN STEP 2

 In Step 2 the D.O. will check to see if the household has listed a case number from the Department of Social 
Services. 

 This case number can be from SNAP,  TANF, or FDPIR, but NOT Medicaid. 

 This case number typically stars with a 0 and is 9 digits long.

 There are rare circumstances when the case number does not start with a 0.  We encourage you to validate these 
case numbers for accuracy.

 If the household lists a case number here they are not required to complete step 3.  You can move to step 4.

Presenter Notes
Presentation Notes
Mel
Next, you will want to take a look in step 2 and see if the household listed a case #. This # can be from SNAP, TNAF, or FDPIR, but NOT Medicaid. 
People with Medicaid MIGHT still qualify but a Medicaid case # is not accepted in this case.
When looking at the case numbers- they usually start with a zero and are 9 digits long. If the case number does not start with a zero, please be sure to double check these case numbers for accuracy.
IF the household lists a legitimate case # here, they will not need to complete step 3 and can move on to step 4.



STEP 1: CHECKING THE APPLICATION FOR COMPLETION IN STEP 3

 In Step 3 the D.O. will check to make sure the first and last names of each adult household member is completed.

 The household must list every adult in the home regardless of relationship.

 The D.O. will then check to see if the adults list any income. 

 If they list income, then check to make sure the family has listed their income frequency. Please take note that there are five different 
areas where the family could list income and income frequency. Two of those places are for child income only.

 If the family leaves the income frequency blank, the D.O. should take that to mean their income is 0. They are not required to write in this 
area.
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Next you will want to check that the first and last names of each adult household member are  listed. Regardless of the relationship, every adult in the home must be listed.  You will then check to see if there is income listed. If the income section is blank, you should take this as their income is zero. They are NOT required to write in this area. 
 If income is listed, please check for income frequency. Also, please note that there are five different areas to list income and two of those are for child income only.


Income is any money (before deductions), received on a recurring basis, including earnings, pensions, and child or spousal support



STEP 1: CHECKING THE APPLICATION FOR COMPLETION IN STEP 3

 The D.O. will then check to make sure the family listed the Total Household Members and last four digits 
of the Social Security Number (SSN) of the adult completing the application. If the adult does not have a 
SSN they are required to check the Check if no SSN box.

 If no SSN is listed and the No SSN box is not checked, the application is then considered incomplete and cannot be 
approved until that information is received.
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Next check that the total household members have been listed and the last four digits of the SS#, of the adult completing the application, are listed. If the adult completing the application does not have a SS#, they are REQUIRED to check No SSN box. 
It is important to note that if No SS# is listed AND the No SSN box is not checked, the application will be considered incomplete and cannot be approved until the information is received. 



STEP 1: CHECKING THE APPLICATION FOR COMPLETION IN STEP 4

 In Step 4 the D.O. will check to make sure the household’s, printed name of adult, signature of adult, and 
date of signature is completed.

 The Address, Daytime Phone number and email are optional, and not required to be completed.

 If the application is not signed, the D.O. must return the application to the household to be signed.  An eligibility 
determination cannot be made until the signature is received.
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The next step is to make sure the adult completing the application has printed their name, signed and dated the application. The address, daytime phone #, and email are optional but without the signature the application will be considered incomplete. In the event that the application is not signed, the determining official must return the application to the household to be signed.



STEP 1: CHECKING THE APPLICATION FOR COMPLETION RACIAL AND 
ETHNIC

 On the back side of the application, the next section the D.O. should pay close attention to the Children’s Racial 
and Ethnic information. While the parents/guardians are not required to complete this section, the D.O. is 
required to complete it when the parent does not.

 The Parent/Guardian or D.O. should only pick one ethnicity but is able to select multiple Races.

 This was found to be one of the most commonly missed areas on an application during the Administrative Reviews.
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On the back of the application is one of the most commonly missed sections on the application. Here, you will need to look for the child’s racial and ethnic information. Only one ethnicity should be checked but a person is able to choose multiple races. This portion is not required for parent/guardians to complete, however, the determining officials will be expected to fill this out in the event that it is not completed.



CIVIL RIGHTS
 The D.O. does not need to complete anything in this section but should be aware of the complaint procedure in the event 

that the school were to receive a Civil Rights complaint regarding the school’s operation of the National School Lunch 
Program.

 Please read this section thoroughly, and make sure staff are aware that they are not to handle these complaints 
internally. Staff should instruct the complainant to complete the USDA Program Discrimination Complaint Form found at 
the website listed in this section. The complainant then needs to file the complaint themselves. Staff at the LEA should 
not be handling, or investigating, the complaint unless otherwise instructed by USDA. 

 Incorrect handling the Civil Rights Complaint procedure was found to be a commonly overlooked area during Administrative Reviews. 
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STEP 2: ELIGIBILITY DETERMINATION

 The next step for completing a Free and Reduced Price Meal Application is to determine the 
household’s income. 

 When completing this step the D.O. should refer to the front of the application where income 
frequency and case numbers are listed. 

 If the household reported a SNAP, TANF, or FDPIR case number, the child(ren) are Foster, or the child(ren) are 
determined to be Homeless, Migrant, Runaway, the D.O. will not complete the income section. The D.O. will 
then mark the child as Categorical Free Eligibility and indicate which category is applicable.



STEP 2: ELIGIBILITY DETERMINATION CONTINUED
 If the child is not Categorically eligible the D.O. will then make a determination based on the household’s income.

 If the household reports one income frequency, the D.O. will leave all income in that frequency and list it in the Total Income 
box.

 If the household reports that income is coming into the home at multiple frequencies, the D.O. will convert all income to 
annual and list the total in the Total Income box. The instructions for converting income to annual are listed at the top of 
this section.



STEP 3: MARKING AN ELIGIBILITY DETERMINATION 

 Once the household’s income or categorical eligibility has been determined the D.O. is then able to 
make an eligibility determination for the children in this household. 

 The D.O. will make the eligibility determination based on the current years Income Eligibility Guidelines. 

 The new Income Eligibility Guidelines are issued by United States Department of Agriculture (USDA) in the 
summer before each upcoming school year. The Child and Adult Nutrition Services (CANS) office will post 
them on their website and notify LEA’s.
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STEP 3: MARKING AN ELIGIBILITY DETERMINATION CONTINUED 
 Once the eligibility determination has been made, the D.O. must sign and date the application. 

 Benefits cannot be issued to the children on the application until this step has been completed.

 If a Confirmation Review takes place, the Confirming Official (C.O.) will sign and date once 
the review is completed. 

 A Confirmation Review will only take place if an application is selected for Verification. The C.O. 
should not be reviewing every application that the school receives.

 If the household is selected for Verification for Cause or Verification, the Verifying Official (V.O.) 
will sign and date once the review is completed. 
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HELPFUL TIPS

Transfer of Eligibility - occurs when a child moves to another school during the school year. When a child 
transfers to another school, the date of the transfer must be noted on the application and the point of service must 
be updated to include the new student’s information. 

Change Mid Year? If the LEA has an application on file and any change is made after the initial approval for 
the current school year, the determining officials must: 

• Note the change

• Write the date of the change on the application

• Implement the change by updating rosters or other methods used at point of sale, as necessary.
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Now that we have gone through the application, we would like to give you some helpful tips as you navigate through this process. A few questions that might arise could be in regards to transfer of eligibility or if there is a change mid year.
Transfer of eligibility occurs when a child moves to another school during the school year. If this occurs, the date of transfer and point of service must be updated to include the student’s new information.  
If there is a change mid year and the application has already been approved, the local education agency should have the application on file. If a change occurs after approval, the Local education agency should then note the change, write the date of change on the application, and update rosters and other methods used at point of sale as necessary.



HELPFUL TIPS

Beware of OVERT IDENTIFICATION….
Overt identification is any action that may result in a child being recognized as potentially eligible to receive or 

certified for free or reduced price school meals. SFAs must assure that a child’s eligibility status is not disclosed at any 
point in the process of providing free or reduced price meals, including notification of the availability of free or reduced 
price benefits; certification and notification of eligibility; provision of meals in the cafeteria; and the point of service.

Examples: 
- Mailings

- Point of service technology

- Special serving lines

- Meal cards, tickets, tokens

Thi  Ph t b  
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We want to be AWARE of Overt Identification. Overt identification is any action that may result in a child being recognized as potentially eligible to receive or certified for free or reduced price school meals. 
School Food Authorities must be cautious and assure that a child’s eligibility status is not disclosed at any point.  This would include notifications of the availability, certification, eligibility- for example in mailings, and in the areas of point of service as well as meals served in the cafeteria. More examples might be special serving lines, special meal card/tickets/tokens. All of these should be the same for each and every child so no children are recognized as a recipient of free/reduced meals. Another reminder is to be aware of the point of service technology. Be sure that there isn’t anything on the screen such as special colors or notes that others might see as they are going through the line. 

http://www.choosehelp.com/news/emotional-health/teen-stress-linked-to-adult-mental-illnesses-like-major-depression-and-schizophrenia


BE A SUPPORTIVE RESOURCE

VIDEOS
Rapid City School District
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Link to Rapid City schools helpful resources for parents. Video- move to 3mins. 

https://www.loom.com/share/d1dc7b268f834163b1bd60095a920996?fbclid=IwAR33NEBJiT90oB4uC2ctMaNhYO1nwa6z763-GFmR4crdKuCBUtgjwiWI_qU



RESOURCES

Create handouts with 
step-by-step 
instructions
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RESOURCES

OFFER ON SITE ASSISTANCE
Make it inviting and fun!

When? Conference nights, Open Houses, Special Events
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CROSS THE T’S & 
DOT THE I’S…. 

 Free/Reduced Applications should include…..
 Names in household- Adults &  ALL children

 Income OR Zero?

 Case #’s

 Direct certification & confirmation

 Ethnicity

 Signature
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In conclusion we want remind you to be sure to cross the T’s and Dot the I’s so to speak so I am going to highlight some main areas to  double/triple check on these applications. 
 First… check that ALL of the names in the household are listed. This includes all adults and ALL children, regardless if they attend school or not. Look for Total Household Members and last four digits of the Social Security Number (SSN) of the adult completing the application. If the adult does not have a SSN they are required to check the Check if no SSN box.
Second, Check the income and income frequency is listed. If there is no income, they can leave this blank
Third, check for case #’s. These typically start with a 0 and are 9 digits long and If it is different we encourage you to validate these case numbers for accuracy. 
Next, check for direct certification as if the child is listed as a Foster Child or marked as Homeless, Migrant, Runaway.
If the child is marked as Homeless, Migrant, Runaway  the D.O. is required to verify this information with the districts Homeless Liaison. 
Next check that Race/ethnicity is listed. This is the part that is most commonly missed and even if it is not completed by the applicant, the Determining official is given the right to complete this by their observation.
Last,  double check that there is a printed name of adult, signature of adult, and date of signature is completed. Remember that if it is not signed, the application will be considered incomplete.





PLEASE TAKE A MOMENT FOR A QUICK SURVEY…

Questions?
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https://forms.office.com/Pages/ResponsePage.aspx?id=fFSvcKtpbUG0plQ7XOUrmX0m3-SQysRGkQ9pqUYlfwxUMU9GTVVKSVNJQVBMQTRUUkg4OFUzM0wxRiQlQCN0PWcu




(3100) FREE & REDUCED PRICE MEALS BENEFITS
PROFESSIONAL STANDARDS TRAINING CREDIT PRINT, SIGN, AND DATE THIS 
CERTIFICATE FOR YOUR RECORDS

This training credits for 15 minutes of training in
Key Area 3 – Eligibility (3110)

3110: USDA Requirements (15 minutes)

Your Name:
Date of Training:



NON-DISCRIMINATION STATEMENT

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and 
employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, 
age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, 
etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact 
USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online 
at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the 
information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

(1) Mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) Fax: (202) 690-7442; or

(3) Email: program.intake@usda.gov.

This institution is an equal opportunity provider.

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

	How to Approve a free and reduced-price application
	Step 1: Checking the application for completion in Step 1
	Step 1: checking the application for completion in step 2
	Step 1: Checking the application for completion in step 3
	Step 1: Checking the application for completion in step 3
	Step 1: Checking the application for completion in step 4
	Step 1: Checking the application for completion racial and ethnic
	Civil Rights
	Step 2: Eligibility Determination
	Step 2: Eligibility determination continued
	Step 3: Marking an eligibility determination 
	Step 3: Marking an eligibility determination continued 
	Helpful Tips
	Helpful Tips
	Be a supportive resource
	Resources
	resources
	Cross the T’s & �Dot the I’s…. 
	����Please take a Moment for a quick survey…
	(3100) Free & Reduced Price Meals Benefits�Professional Standards training Credit print, sign, and date this certificate for your records
	Non-discrimination Statement

