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Determining Eligibility in the School Nutrition Programs and Summer Food Service Program 

Answer Key for Module 4 Worksheet: Test Your Knowledge About Processing Applications 
 

Getting Ready 

This activity is part of module 4 of the Connecticut State Department of Education’s (CSDE) training program, Determining Eligibility in the School Nutrition 

Programs and Summer Food Service Program, and is based on the information covered in modules 1 through 3. Before beginning module 4:  

• review modules 1 through 3 (available in the “Related Resources” section of the CSDE’s webpage, Eligibility for Free and Reduced-price Meals 

and Free Milk in School Nutrition Programs); 

• download a copy of the CSDE’s Module 4 Worksheet: Knowledge Check for Processing Applications; 

• download a copy of the U.S. Department of Agriculture’s (USDA) income eligibility guidelines, Income Guidelines for Determining Eligibility for Free and 

Reduced-price Meals or Free Milk in the School Nutrition Programs; and 

• have a pencil and calculator available. 

 

Worksheet Instructions 

This worksheet contains seven examples of a completed 2022-23 Application for Free and Reduced-price School Meals or Free Milk.  

1. For each sample application, review the information in steps 1 through 4. Use the USDA’s income eligibility guidelines and a calculator, as needed, 

to determine if the application’s income meets the eligibility requirements for free or reduced-price meals.  

2. Review the “School Use Only” section. This section contains the determining official’s decision regarding the application’s eligibility for free or 

reduced-price meals or free milk. Decide if the determining official’s decision is correct. 

 

Module Instructions 

Use the pause and resume buttons to stop and start the video while you work on each application.  

• When you hear the instructions to “press pause now,” press the pause button and begin review of the application. 

The pause button is the two vertical lines in the blue box at the left of the toolbar. You can find the toolbar by 

moving your mouse at the bottom of the screen. 

• When you are done reviewing the application and have your answer, press the play button. The play button is the 

right-facing triangle in the blue box at the left of the toolbar. 

  

https://portal.ct.gov/SDE/Nutrition/Eligibility-for-Free-and-Reduced-price-Meals-and-Free-Milk-in-School-Nutrition-Programs/Related-Resources
https://portal.ct.gov/SDE/Nutrition/Eligibility-for-Free-and-Reduced-price-Meals-and-Free-Milk-in-School-Nutrition-Programs/Related-Resources
https://portal.ct.gov/SDE/Nutrition/Eligibility-for-Free-and-Reduced-price-Meals-and-Free-Milk-in-School-Nutrition-Programs/Related-Resources
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Training/ProcessingFR/Determining_Eligibility_Worksheet_Module_4_Test_Your_Knowledge.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/Income_Guidelines_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/Income_Guidelines_SNP.pdf
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Application 1: Steps 1-4 
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Application 1: “School Use Only” Section 

 

 

 

 

 

 

 

 

 

Application 1: Answer 

The determining official denied this application. Indicate if the determining official’s eligibility determination is correct and why. 

a. Is this application approved correctly?   Yes   No  

b. Why? The USDA’s income eligibility guidelines for a household size of 4 indicate that annual income limit is $36,075 for free meals and $51,338 

for reduced meals. This household's annual income is $57,905, which exceeds the annual income limit for reduced eligibility by $6,567. 
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Application 2: Steps 1-4 
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Application 2: “School Use Only” Section 

 

 

 

 

 

 

 

 

 

Application 2: Answer 

The determining official approved this application for reduced-price meals.  

a. Is this application approved correctly?   Yes   No  

b. Why? This application is incomplete because the parent did not list a social security number (SSN) SSN listed or check the “no SSN” box. The 

determining official had two other errors with this application. 
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1) The income calculation is incorrect. The determining official converted the total income to annual even though only one frequency of income 

was listed. This led to the application being determined as reduced; however, with no conversion it would have been free.  

 

 

 

 

 

 

 

 

 

 

2) The approval date does not comply with the required deadline to review and approve an application within 10 operating days of receipt. The 

adult signed the application on August 25, 2022, but the determining official approved the application on September 30, 2022. As a reminder, 

the determining official should date stamp each application upon receipt to ensure it is reviewed and approved timely, and the date of receipt is 

documented.   
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Application 3: Steps 1-4 
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Application 3: “School Use Only” Section 

 

 

 

 

 

 

 

 

 

Application 3: Answer 

The determining official approved this application for free meals.  

a. Is this application approved correctly?   Yes   No  

b. Why? This application does not indicate that the determining official validated the case number written by the parent/guardian on the application. 

The determining official must validate the case number by either checking the direct certification list or contacting the household to obtain proof 

of SNAP or TFA eligibility, i.e., a letter from the Department of Social Services (DSS). If the child’s name does not appear on the direct 

certification list, the determining official must contact the household to obtain a DSS letter with proof of SNAP or TFA eligibility. 

We do not know what the actual determination of eligibility should be for this application because there are two possibilities. The first possibility is 

that the determining official validated the case number or child on the direct certification list but forgot to document this information. In this case, 

the household would be directly certified and all children would be eligible for free meals or milk. The determining official must correct the 

“School Use Only” Section of the application to reflect the appropriate validation method used. The second possibility is that the determining 

official did not validate the case number or child on the direct certification list and the household did not provide proof of direct certification. In 

this case, the application’s total weekly income of $726 and household size of four would make the children eligible for reduced-price meals. 
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Application 4: Steps 1-4 
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Application 4: “School Use Only” Section 

 

 

 

 

 

 

 

 

 

Application 4: Answer 

The determining official approved this application for free meals.  

a. Is this application approved correctly?   Yes   No  

b. Why? This This application is incomplete. If you look at step 4 of this school year 2022-23 application, you can see that the parent signed it on 

June 15, 2022. As we discussed in module 2, applications cannot be processed before the beginning of the federally defined school year, which is 

July 1 through June 30. The household application must represent information for the current school year as of July 1. This means that the 

determining official cannot process any applications signed prior to July 1. Applications completed prior to July 1 are considered incomplete and 

must be returned to the household by the determining official. 
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Application 5: Steps 1-4 
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Application 5: “School Use Only” Section 

 

 

 

 

 

 

 

 

 

Application 5: Answer 

The determining official approved this application for reduced-price meals.  

a. Is this application approved correctly?   Yes   No  

b. Why? This application is missing two required areas and is incomplete. Step 3 is missing the social security information and the adult’s signature is 

missing in step 4. Remember that for an application to be complete, the parent must provide either the last four digits of their social security 

number or check the box that says, “no SSN,” and must also sign the application. Applications that are missing required information cannot be 

processed. 
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Application 6: Steps 1-4 
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Application 6: “School Use Only” Section 

 

 

 

 

 

 

 

 

 

Application 6: Answer 

The determining official approved this application for free meals.  

a. Is this application approved correctly?   Yes   No  

b. Why? The determining official checked the direct certification list on August 22, 2022, and found one of the children listed as FM (free Medicaid). 

This means that all children in the household are eligible for free meals based on the child who is directly certified for free Medicaid.  

 

Note that the guardian did not provide their address or phone number for this application. These are not required data elements are not needed for 

the determining official to approve the application. Keep in mind that the determining official cannot delay approval of an application if the 

household fails to provide any information that is not required. 
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Application 7: Steps 1-4 
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Application 7: “School Use Only” Section 

 

 

 

 

 

 

 

 

 

Application 7: Answer 

The determining official approved this application for reduced-price meals.  

a. Is this application approved correctly?   Yes   No  

b. Why? This household is a mixed household because Child B is a foster child but there is no indication that the DO processed this application as a 

mixed household. As a reminder, mixed households are households that include children designated as Other Source Categorically Eligible (such as 

foster children and Head Start children) and children who are not. Refer to information Module 4: Direct Certification for more information.  

For this mixed household, Child A is eligible for reduced-price meals based on the total household income and size. Child B, the foster child, is 

eligible for free meals based on the checked box for foster child. As a reminder, the determining official should not confirm a foster child’s status 

prior to approving the foster child for free meals.  

For this type of application, the determining official should have contacted the adult signing the application for clarification.  

Note that this application could be verified if it is randomly selected as part of the formal verification process that begins on October 1.  
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The CSDE’s Determining Eligibility training program consists of seven recorded modules that provide guidance on complying with the 

U.S. Department of Agriculture (USDA) regulations for determining a child’s eligibility for free or reduced-price meals or free milk in the 

school nutrition programs and free meals in the Summer Food Service Program (SFSP). This training program is intended for the staff 

responsible for approving applications, conducting direct certification, and ensuring the accuracy of eligibility determinations through the 

verification process. To access the training modules, visit the “Related Resources” section of the CSDE’s Eligibility for Free and Reduced-

price Meals and Free Milk in School Nutrition Programs webpage. 

 

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 

regulations and policies, this institution is prohibited from discriminating on the basis of race, color, 

national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or 

retaliation for prior civil rights activity. 

 

Program information may be made available in languages other than English. Persons with disabilities 

who require alternative means of communication to obtain program information (e.g., Braille, large 

print, audiotape, American Sign Language), should contact the responsible state or local agency that 

administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact 

USDA through the Federal Relay Service at (800) 877-8339. 

 

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, 

USDA Program Discrimination Complaint Form which can be obtained online at: 

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-

0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by writing a 

letter addressed to USDA. The letter must contain the complainant’s name, address, telephone 

number, and a written description of the alleged discriminatory action in sufficient detail to inform 

the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights 

violation. The completed AD-3027 form or letter must be submitted 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; or 

2. fax: (833) 256-1665 or (202) 690-7442; or 

3. email: program.intake@usda.gov  

 

This institution is an equal opportunity provider. 

The Connecticut State Department of Education is 

committed to a policy of equal opportunity/affirmative 

action for all qualified persons. The Connecticut 

Department of Education does not discriminate in any 

employment practice, education program, or educational 

activity on the basis of age, ancestry, color, criminal record 

(in state employment and licensing), gender identity or 

expression, genetic information, intellectual disability, 

learning disability, marital status, mental disability (past or 

present), national origin, physical disability (including 

blindness), race, religious creed, retaliation for previously 

opposed discrimination or coercion, sex (pregnancy or 

sexual harassment), sexual orientation, veteran status or 

workplace hazards to reproductive systems, unless there is a 

bona fide occupational qualification excluding persons in 

any of the aforementioned protected classes. 

 

Inquiries regarding the Connecticut State Department of 

Education’s nondiscrimination policies should be directed 

to: Levy Gillespie, Equal Employment Opportunity 

Director/Americans with Disabilities Coordinator (ADA), 

Connecticut State Department of Education, 450 Columbus 

Boulevard, Suite 505, Hartford, CT 06103, 860-807-2071, 

levy.gillespie@ct.gov.   

 
 

https://portal.ct.gov/SDE/Nutrition/School-Nutrition-Programs
https://authoring.ct.gov/sitecore/shell/Controls/Rich%20Text%20Editor/~/link.aspx?_id=222A83E15FF24B438E0D0C6047BE0E76&_z=z
https://portal.ct.gov/SDE/Nutrition/Eligibility-for-Free-and-Reduced-price-Meals-and-Free-Milk-in-School-Nutrition-Programs/Related-Resources
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov
mailto:levy.gillespie@ct.gov

