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Module 2 Introduction

Part 1 — Starting the Application Process

Introduction to Module 2

Part 2 — Receiving and Processing
Applications

Part 3 — Reviewing Applications and
Special Considerations

Part 4 — Notification, Documentation,
and Final Steps
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CSDE Training Module USDA Resource

USDA’s Eligibility Manual for School Meals

Verification Procedures
for School Nutrition
‘Veerification Procedures for

Programs SehoolNiidan rograme = Latest version dated July 18, 2017

i i iti ificati ini ps://p ct. /-/media/sde/ ition/nslp/forms/freered/usda_eligibility_manual.pdf
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https://portal.ct.gov/sde/nutrition/eligibility-for-free-and-reduced-price-meals-and-free-milk-in-school-nutrition-programs/determining-eligibility-training
https://portal.ct.gov/sde/nutrition/verification-procedures-for-school-nutrition-programs/verification-training
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Determining Eligibility in the School Nutrition Programs, Revised March 2026
Summer Food Service Program, and S-EBT

Module 2: Processing Applications

Part 1 — Starting the Application Process

Topics

N
a . = Flagging applications and
TOpICS for Part 1 - Startlng directly certified students

the Application Process = Error-prone applications

= Notifying households about
application process

= Application addenda

Overview of Key Messages

= Local educational agency
Key Messages About (LEA) must have process in
Processing Applications placelprcrioli=i=ailE

applications

= “Complete” application
depends on type

= Benefit issuance document is
critical for ensuring each
child receives correct benefit
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More Information About Direct Certification

q q a = Module 3:
Flagglng Appllcatlons and Direct Certification rmining Elgibility in the School

Directly Certified Students Semeapopam s Sent

Module 3: Direct Certification
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Flagging Applications and Directly Certified Students
Based on Different Types of Eligibility

= Determining official (DO) must
develop system

* 6 categories of directly
certified students
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Supplemental Nutrition Assistance
Program (SNAP)

A federal program that provides
nutrition benefits to supplement the
food budget of families with low
income
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Direct Certification Eligibility Category 2

= Free meals or milk through
non-SNAP programs
e TFA
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Direct Certification Eligibility Category 1

= Free meals or milk
through SNAP

¢ Does not include letter
method (DSS)

Connecticut State Department o Education » Revised March 2026

Connecticut Department
of Social Services (DSS)

The state agency that oversees the
Supplemental Nutrition Assistance
Program (SNAP), Temporary Family
Assistance (TFA), and Medicaid
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Temporary Family Assistance (TFA)

A federal program that provides
cash assistance for basic and special
needs, which are paid to recipients
of Jobs First
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Direct Certification Eligibility Category 3
= Free meals or milk through

non-SNAP programs

¢ Medicaid free
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Direct Certification Eligibility Category 5
= Free meals or milk

through SNAP
¢ Letter method (DSS)
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Flagging Applications

= DO must also flag other types
of applications

¢ 3 categories
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Direct Certification Eligibility Category 4

= Free meals or milk through
non-SNAP programs

* Homeless
* Runaway
* Foster

* Headstart
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Direct Certification Eligibility Category 6

= Reduced-price meals
through Medicaid
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Three Categories for Flagging Applications

1. Applications and students determined
eligible for free meals or milk based
on income and household (HH) size

. Applications and students determined
eligible for reduced meals based on
income and HH size

. Error-prone applications

Connecticut state Department of Education » Revised March 2026,
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Error-prone Applications

N .
Flagging Error-prone - Applications with a total HH

) . income that falls within $100
APP|IC3tI0ﬂS monthly or $1,200 annually of the
income eligibility guidelines (IEG)
for that HH size

When Flagging Error-prone Applications is Required Example of Error-prone Application

= Only for LEAs required to = Annual income on
do Standard Sample Size application (HH of 2):  $ 26,500

i

verification | - = USDA free IEG
) for HH of 2: $27,495

= Must check software programs ‘
to ensure they correctly = e Difference: $ 995
calculate error-prone
applications e . 5 Error prone = within $1,200
MYes [ONo

HEE

20
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Determining Error-prone with Different Income Frequencies

| Dollaramount | Within 16 | Notifying Households
w0 [permomn
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Timing of Notification

= Must provide HHs with application
materials before children begin
attending school

= Cannot send home application
materials at end of current school
year (SY) for next SY

= Cannot distribute application
materials for new SY at Kindergarten
or preschool orientation in spring
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Forms Must Be Current

= Destroy all outdated forms

= Update websites

Cannot accept or process
applications submitted
prior to July 1
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Informing Households About Application Materials

Public Media Release
District/school website
School office

Local library

School menus
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Timing of Notification for New Students

= Must provide application materials
when new students enroll during
school year
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Distribution of Application Materials

= Sent by U.S. mail
= Emailed to parents/guardians

= Included in information packets
provided to students

If use only paper applications, must include application
and instructions with FAQ parent/guardian letter

Connecticut state Department of Education » Revised March 2026

Application Materials on Websites

= Easily accessible
 Is the website user friendly?

e Is it easy for parents/guardians
to find the application?

* How many “clicks” does it take
to get to the application?

Tip: Ask someone not familiar
with website to test it

Connecticut state Department of Education » Revised March 2026,
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CSDE Resource

Guidance for Notifying Parents
of a Child’s Eligibility for Free or
Reduced-price Meals

ct.gov/-/media/sde/i /

ps://p: /nslp/forms/
notifying_parents_child_eligibility_free_reduced_t
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Application Addenda

= Addendum A: Sharing Information
with Other Programs

= Addendum B: Access Health CT
Husky Health Insurance

= Addendum C: Information on the Supplemental Nutrition
Assistance Program (SNAP)
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Addendum A Must Outline

= Specifics of applicable programs
or services

= Title of person with access to
student’s name and eligibility
status

May issue after application process
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Examples of Notification Requirements
Throughout SY

= New students enrolling
after start of SY

* Must provide application
materials when students
enroll

¢ Must check direct
certification/S-EBT list to
determine if student is directly i::;t#

certified
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Addendum A: Sharing Information with Other Programs

= Provides parents/guardians
opportunity to have their child
receive additional benefits
based on free or reduced-price
status
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Addendum B: Access Health CT Husky Health Insurance

Provides households with
important information regarding
Connecticut’s HUSKY Health
Insurance Program

Connecticut state Department of Education » Revised March 2026,


https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/freered/guidance_notifying_parents_child_eligibility_free_reduced_meals.pdf
https://portal.ct.gov/sde/nutrition/eligibility-for-free-and-reduced-price-meals-and-free-milk-in-school-nutrition-programs/application-forms#Addenda
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Required

Addendum C: Information on SNAP

Provides important information

about SNAP benefits

Identifies sources households may
contact for more information

Updated in October

Must send to all households

Questions? Contact School Nutrition Programs Staff

Middlesex County (includes Regions 4, 13, and 17) Jennifer Bove
Tolland County (includes Regions 8 and 19) 860-807-2044 * jennifer.bove@ct.gov

Fairfield County (includes Region 9) Fionnuala Bro
Litchfield County (includes Regions 1, 7, 12,14, and 20) | 860-807-2129 » fionnuala.brown@ct.gov
Hartford County (includes Region 10) Teri Dandeneau

860-807-2079 * t

landeneau@ct.gov

New Haven County (includes Regions 5, 15, and 16) Greg King
860-713-6804 * greg.king@ct.gov

New London County Susan Alston
indham County (includes Region 11) 860-807-2081

susan.alston@ct.gov

dia/sde/nutriti ion.odf

https://portal.ct.gov/-/s
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USDA Nondiscrimination Statement

In accordance with federal ci
Department of Agriculture (USDA) civil rights
regulations and policies, this institutionis

ing on the basis of race,

and sexual orientation), disability, age, or reprisal
or retaliation for prior civil rights activity.

Program information may be made availablein
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 responsiblestate or
local agency that administersthe 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/ad-3027.pdf, from any USDA office, by calling (866) 632-
9992, or by writinga letter addressed to USDA. The letter must containthe
complainant’sname, 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
allegedcivil rightsviolation. The completed AD-3027 form or letter must be
submitted to USDA by:

1 m Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410; or

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

3. email: program.intake@usda.gov

This institutionis an equal opportunity provider.
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Thanks for participating!

ps://p igibility
d-fi ilk-in-school-nutriti
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CSDE Nondiscrimination Statement

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 discriminatein any
employment practice, education program, or educational activity on the basis of race; color; religious creed;
age; sex; pregnancy; sexual orientation; workplace hazards to reproductive systems, gender identity or
expression; marital status; national origin; ancestry; retaliation for previously opposed discrimination or
coercion, intellectual disability; genetic information; learning disability; physical disability (including, but not
limitedto, blindness); mental disability (past/present history thereof); military or veteran status; status as a
victim of domesticviolence; or criminal record in state employment, unless there is a bona fide occupational
qualification excluding personsin any of the aforementioned protected classes. Inquiries regarding the
Connecticut State Department of Education’s nondiscrimination policies should be directed to: Attorney Louis
Todisco, Connecticut State Department of Education, by mail 450 Columbus Boulevard, Hartford, CT 06103-
1841; or by telephone 860-713-6594; or by email louis.todisco@ct.gov.
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