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Determining Eligibility Training Modules

▪ Module 1: Introduction to Application 
Certification and Verification

▪ Module 2: Processing Applications

• Part 1 – Starting the Application Process

• Part 2 – Receiving and Processing Applications

• Part 3 – Reviewing Applications and Special 
Considerations 

• Part 4 – Notification, Documentation, 
and Final Steps

▪ Module 3: Direct 
Certification

▪ Module 4: Test Your 
Knowledge About Processing 
Applications

▪ Module 5: Confidentiality 
and Disclosure

 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/eligibility-for-free-and-reduced-price-meals-
and-free-milk-in-school-nutrition-programs/determining-eligibility-training
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Introduction to Activity

▪ Review of seven completed 
samples of the Application 
for Free and Reduced-price 
School Meals or Free Milk 
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Getting Ready

Watch Modules 1-3

Download Worksheet 
for Module 4

Download USDA’s 
income eligibility 
guidelines

Have a calculator 
and pencil available
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Worksheet Instructions Step 1

▪ Review steps 
1-4 of each sample 
application
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Worksheet Instructions Step 2

▪ Review “School Use 
Only” section
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Module Instructions

▪ Use pause and play buttons

• Press pause to stop the module 
and review the application

• Press play to resume the module 
when your review is complete
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Application 1

▪ Press pause now 
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Application 1: Step 1 Number of Children 
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Application 1: Step 2 Assistance Programs 
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Application 1: Step 3 Household Income

Total annual income $59,505
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Application 1: Step 3 Total Household Members
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Application 1: Step 3 Social Security Number
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Application 1: Steps 1-4
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Application 1: “School Use Only” Section

Application denied

▪ Is this determination correct? 

 Yes      No
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Application 1: Free Eligibility Based on Income 

▪ Total annual income = $59,505

▪ Annual income limit for free 
meals = $41,795
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Application 1: Reduced-price Eligibility Based on Income 

▪ Total annual income = $59,505

▪ Annual income limit for reduced 
meals = $59,478

▪ DO’s decision to deny is correct
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Application 2

▪ Press pause now 
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Application 2: Step 1 Number of Children 
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Application 2: Step 2 Assistance Programs 
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Application 2: Step 3 Household Income
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Application 2: Step 3 Total Household Members
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Application 2: Step 3 Social Security Number
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Application 2: Step 4 Contact Information/Adult Signature 
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Application 2: “School Use Only” Section

Application approved as reduced 

▪ Is this determination correct? 

 Yes      No

Issues
▪ Incomplete

▪ Wrong income frequency to 
calculate eligibility

▪ Not meeting required deadline 
for processing application
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Application 2 Issues: Incomplete

▪ Missing social 
security  
information
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Application 2 Issues: Income Conversion

▪ Application 
$667 weekly

▪ Determining 
official’s 
conversion
$34,684 
annually
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Comparing Annual Household Income to Income Guidelines

▪ $667 weekly (correct) ▪ $34,684 annually (incorrect)
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Application 2 Issues: Missed Processing Deadline
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Reminder of Processing Deadline

▪ Must process within 
10 operating days 
of receipt of application
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Application 3

▪ Press pause now 
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Application 3: Step 1 Number of Children 
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Application 3: Step 2 Assistance Programs 
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Application 3: Step 3 Household Income

Total income =$1,050 weekly
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Application 3: Step 3 Total Household Members
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Application 3: Step 3 Social Security Number
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Application 3: Step 4 Contact Information/Adult Signature 
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Application 3: “School Use Only” Section

Application approved as free 

▪ Is this determination correct? 

 Yes      No

Issues
▪ Case number not validated

▪ No proof of SNAP or TFA 
number
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Application 3: Possible Eligibility Determinations 

▪ Case number or child 
validated but forgot to 
document = 
free meals/milk

▪ Case number or child not 
validated but use income on 
application = 
reduced-price meals
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Application 3: Eligibility Based on Income 

▪ $1,050 weekly = reduced
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Application 4

▪ Press pause now 
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Application 4: Step 1 Number of Children 
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Application 4: Step 2 Assistance Programs 
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Application 4: Step 3 Household Income
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Application 4: Step 3 Total Household Members
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Application 4: Step 3 Social Security Number
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Application 4: Step 4 Contact Information/Adult Signature 
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Application 4: “School Use Only” Section

Application approved as free 

▪ Is this determination correct? 

 Yes      No

Issues

▪ Incomplete
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Application 4 Issues: Incomplete

▪ Applications cannot be 
processed before July 1 
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“School Use Only” Section Missing Total Household Income

▪ $15,760 per year
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Application 5

▪ Press pause now 
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Application 5: Step 1 Number of Children 
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Application 5: Step 2 Assistance Programs 

Connecticut State Department of Education • Revised March 2026

Application 5: Step 3 Household Income
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Application 5: Step 3 Total Household Members
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Application 5: Step 3 Social Security Number
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Application 5: Step 4 Contact Information/Adult Signature 
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Application 5: “School Use Only” Section
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Application approved as reduced 

▪ Is this determination correct? 

 Yes      No

Issues
▪ Incomplete

Application 5 Issues: Incomplete
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▪ Missing social 
security  
information

▪ Missing 
signature of 
parent/guardian 

Application 6

▪ Press pause now 
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Application 6: Step 1 Number of Children 
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Application 6: Step 2 Assistance Programs 
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Application 6: Step 3 Household Income

Total income =$950 weekly
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Application 6: Step 3 Total Household Members
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Application 6: Step 3 Social Security Number
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Application 6: Step 4 Contact Information/Adult Signature 
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Application 6: “School Use Only” Section

Application approved as free 

▪ Is this determination correct? 

 Yes      No

▪ DO checked DC/S-EBT list on 
August 22 and found child 
listed as FM (free Medicaid)
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Application 6 Reminder: Information Not Required

▪ Cannot delay application approval if household 
fails to provide information that is not required

Connecticut State Department of Education • Revised March 2026

Application 7

▪ Press pause now 
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Application 7: Step 1 Number of Children 
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Application 7: Step 2 Assistance Programs 
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Application 7: Step 3 Household Income
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Application 7: Step 3 Total Household Members
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Application 7: Step 3 Social Security Number
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Application 7: Annual Income Conversion
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Parent Income Frequency Multiply by Annual Income

A $775 weekly 52 $40,300

B $125 monthly 12 $1,500

Total $41,800

Application 7: Eligibility Based on Income 

▪ $41,800 annually
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Application 7: Step 4 Contact Information/Adult Signature 
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Application 7: “School Use Only” Section

Application approved as reduced 

▪ Is this determination correct? 

 Yes      No

Issues
▪ Not processed as mixed 

household
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Not Processed as Mixed Household

Child A

▪ Eligibility = 
Reduced-price meals

▪ Based on income

Child B (Foster Child)

▪ Eligibility = 
Free meals

▪ Based on foster child status 
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USDA Resource

USDA’s Eligibility Manual for School Meals
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▪ Latest version dated July 18, 2017

https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/freered/usda_eligibility_manual.pdf

https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/freered/usda_eligibility_manual.pdf

Questions? Contact School Nutrition Programs Staff

County Staff

Middlesex County (includes Regions 4, 13, and 17)
Tolland County (includes Regions 8 and 19)

Jennifer Bove
860-807-2044  jennifer.bove@ct.gov 

Fairfield County (includes Region 9)
Litchfield County (includes Regions 1, 7, 12, 14, and 20)

Fionnuala Brown
860-807-2129  fionnuala.brown@ct.gov

Hartford County (includes Region 10) Teri Dandeneau
860-807-2079   teri.dandeneau@ct.gov

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

New London County 
Windham County (includes Region 11)

Susan Alston
860-807-2081   susan.alston@ct.gov

https://portal.ct.gov/-/media/sde/nutrition/cnstaff/countyassign.pdf

https://portal.ct.gov/-/media/sde/nutrition/cnstaff/countyassign.pdf
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Thanks for participating!

 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/eligibility-for-free-and-reduced-price-meals-
and-free-milk-in-school-nutrition-programs/determining-eligibility-training
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USDA Nondiscrimination Statement

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/ad-3027.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.
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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 discriminate in 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 

limited to, blindness); mental disability (past/present history thereof); military or veteran status; status as a 

victim of domestic violence; or criminal record in state employment, 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: 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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