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Click on the link below to access the recorded training:

https://alsde.webex.com/alsde/lsr.php?RCID=07bc9b888b904a958d07ebee9e2937bf
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Reference

(SY 20-21 will continue to use this version).



Reference

Eligibility Manual for School Meals Determining and Verifying 
Eligibility School Year 2017-2018 

(SY 20-21 will continue to use this version).



Eligibility Manual

Determine Eligibility

• Direct Certification: 

• Private Schools will need to submit DC students and 
enrollment as of  April 1 to ALSDE on or before April 15.

Protect Student Privacy

Ensure accuracy through the verification process

Policy Statement 



Free & Reduced-
Price School 
Meals Application
Prototype Email

USDA Free and Reduced Price School 
Meals Application and additional 
resources for School Year (SY) 2021.



Income Eligibility Guidelines
F E D E R A L  R E G I S T E R  :  C H I L D  N U T R I T I O N  P R O G R A M S :  I N C O M E  E L I G I B I L I T Y  G U I D E L I N E S

https://www.federalregister.gov/documents/2021/03/04/2021-04452/child-nutrition-programs-income-eligibility-guidelines


USDA Prototype 
Application

1. Prototype letter to households
➢ Frequently Asked Questions About Free and Reduced Price School Meals

2. Prototype application instructions
➢ How to Apply for Free and Reduced Price School Meals

3. Prototype information sharing authorizations
(To ensure compliance use the letter posted on the ALSDE website.)

➢ Sharing Information with Medicaid/SCHIP

➢ Sharing Information with Other Programs

4. Prototype household benefit issuance notifications:
➢ Notice to Direct Certification

➢ Notice to Households of Approval/Denial of Benefits

5. SY21-22 Income Eligibility Chart

6. SY21-22 Public Release

7. Prototype verification materials:
➢ We Must Check Your Application

➢ We Have Checked Your Application

NOTE:  The USDA Non-Discrimination is not required on FAQ if you send out all information in a packet. 
If you send documents out separately, the USDA Non-Discrimination Statement must be included on the 
Frequently Asked Questions for F/R Meal Applications and the How to Apply for Free and Reduced Price 
School Meals. 

http://www.fns.usda.gov/school-meals/applying-free-and-reduced-price-school-meals


The USDA Free and Reduced Price Meals Prototype Application for 
SY 21 is posted on the Alabama State Department of Education 
website.

Click on Forms and Resources - School Nutrition Programs 

School Nutrition Programs -

SY 20-21 Free/Reduced Application resources.

Prototype 
Application 



State Approval
CUSTOMIZED APPLICATION FOR FREE & REDUCED -PRICE SCHOOL
MEALS



Family Friendly 
Application 
Translations

Translated applications are available in 34 languages and 
intended to be used directly by families. The application 
package has been limited to include only the initial 
information that families need under the “Resources for 
Households” heading.  The additional prototype household 
letters are found under the “Resources for State and Local 
Agencies”.  All items are located within the link below.

http://www.fns.usda.gov/school-meals/applying-free-and-
reduced-price-school-meals

http://www.fns.usda.gov/school-meals/applying-free-and-reduced-price-school-meals


Application Distribution
✓The Prototype Application for Free and Reduced-Price School Meals,

✓Frequently Asked Questions About Free and Reduced-Price School Meals, and

✓How to Apply for Free and Reduced-Price School Meals must be provided to
parents/guardians together.
✓ If separated, the USDA Non-Discrimination Statement must be added to the Frequently Asked

Questions About Free and Reduced-Price School Meals and the How to Apply for Free and Reduced-
Price School Meals.

✓LEAs cannot require a household to complete an application for benefits.

✓Public Release must be published before the applications are sent out notifying the public
of the F/R applications are being distributed to all families that are not directly certified.



Notification of 
Eligibility 
through Direct 
Certification

Must notify of eligibility determination in writing.
▪ The notification must explain that the child is eligible for free

benefits without further application.

▪ The notification must clarify eligibility that free meal benefits
extend to all school-aged children in the household

▪ Must inform households of how to notify the LEA of any
additional school-aged children in the household not listed on
the notification and to all school-aged children in the household

▪ Must explain how the household can notify the LEA if the
household does not wish to receive free benefits for directly
certified children

▪ ALSDE distributes the DC list to LEAs nightly and it is the
responsibility of the district to upload the list to your POS and
back of house software.



Public Release



Duration of Eligibility

A child’s eligibility is in effect from the date of eligibility for the current school year 
until a new application is approved or denied or children are directly certified, up 
to 30 operating days into the subsequent school year. 

If no new application is submitted or children are not directly certified in the 
subsequent school year, children must continue to receive the previous year’s level 
of benefits for up to 30 operating days. 

If no new application is submitted and eligibility is not established through direct 
certification by the end of the 30-day carryover period, a child’s eligibility for free 
or reduced price meals expires, and the LEA must discontinue benefits.



Filing/Maintaining 
Applications

Document changes on applications

Six categories of applications:  

Free Reduced Denied Withdrawn Temporary Verification 

Applications must be readily retrievable 

It is recommended that applications be filed in the district central office. 



Training

CNP Directors are responsible for training all staff members 
who process Free and Reduce Price Meal Applications and/or 
assist with verification process.   

Remember when training your staff this year, to encourage 
school secretaries and principals to update student addresses 
on a regular basis.  We discovered through the Pandemic EBT 
process that many families did not have accurate contact 
information which delayed receipt of their PEBT cards.  



Verification 
Guidance

Eligibility Manual for School Meals

Determining and Verifying Eligibility 

July 18, 2017

Section 6, Pages 96-117



What is 
Verification?

Confirmation of eligibility for free and reduced 
price school meals based on applications. 

Only required when eligibility is determined 
through an application.

Is not required for eligibility through direct 
certification or if a district is CEP

Required annually by the USDA 
Reauthorization Act of 2004



Verification Summary Report
OCTOBER 1

Compete Sections 4 and 5

• Enter number of applications for each category in Section 4 Column A

• Enter zeroes for Section 4 Column B

• In Section 5-3 enter the Type of Verification process used. (This information is 
found in the verification email.)

• Section 5-5 will automatically generate and the number of applications to 
verify will appear.

OCTOBER 31 (or last operating day of October)

Complete Section 

• Remove zeroes and enter actual numbers.



Post-Selection Procedures 

Prior to any other verification activity, a determining official must review each approved 
application selected for verification to ensure the initial determination was accurate.  
Sign and include your title to the back of application under Confirming Official

Any LEA that conducts a confirmation review of all applications at the time of 
certification is not required to conduct confirmation reviews prior to verification. 

The confirmation review must be done by an individual other than the individual who 
made the initial eligibility determination 

Confirmation 
Reviews

After completing the confirmation reviews, the LEA may, on a case-by-case basis, 
replace up to five percent of applications selected.

•Applications may be replaced when the LEA believes the household would be unable to satisfactorily 
respond to the verification request. 

Replacing 
Applications



Verification “For Cause” Applications

The LEA has an obligation to verify all questionable applications as 

“For Cause.”

Any verification that is conducted “For Cause” 

is in addition to the sample size required.

“For cause”  applications are not included in Section 5-5 of 
Verification Summary Report.



Household Notification Letter
Any communications with households concerning verification 
must be in an understandable and uniform format and, to the 
maximum extent attainable, in a language that parents and 
guardians can understand.

State agencies and LEAs are expected to have a system in 
place to provide written verification notices in the parent or 
guardian’s primary language, and to provide oral assistance if 
the parent or guardian has difficulty understanding the 
written request. 



Verification 
Follow-Up

LEAs are encouraged but not required to conduct additional follow-up if a 
household fails to provide adequate documentation after the first required 

follow-up. 0

If, after at least one follow-up attempt, the household responds and 
provides all needed evidence, verification is considered complete for the 

household. As appropriate, the LEA would complete verification by: 

Informing the 
household there is no 

change in benefits; 

Notifying the 
household its benefits 
will be increased; or 

Sending notice of 
adverse action. 



Documenting Changes
• Initial with title

• Date

• Include any important information

▪ Who 

▪ What

▪ When

▪ Where

▪ Why                                     



When Verification is Considered Complete 

The household submits either 
adequate written evidence or 
collateral contact 
corroboration of income or 
categorical eligibility. 

The household submits either 
adequate written evidence or 
collateral contact 
corroboration of income 
indicating that the children 
should receive either a 
greater or lesser level of 
benefits.

Verification is considered complete for 
this household when the household is 
notified that its benefits will be 
increased or decreased. If benefits are 
decreased, a notice of adverse action 
must be sent before verification is 
considered complete. 

The household indicates, 
verbally or in writing, that it 
no longer wishes to receive 
free or reduced price 
benefits. 

Verification is considered complete 
when the notice of adverse action is 
sent. 

The application provided case 
numbers. It is determined 
that no household member is 
receiving benefits from an 
Assistance Program. 

Verification is considered complete 
when the notice of adverse action is 
sent. 



Verification Process must be complete by 
November 15

All districts/facilities submit the Verification Summary report 

• Charter Schools, 

• CEP districts, 

• RCCIs, 

• Public and 

• Private Schools.  

• Verification Summary Report is normally due around January 22.



Recordkeeping
▪Follow the most restrictive record retention policy between 
USDA, Alabama, and your local district

▪Approved applications- date approved, level of benefits, 
signature or initials of reviewing official.

▪Denied applications- reason for denial, date of denial, date 
notice sent, signature of reviewing official.

▪Dates of transfers, withdrawals and changes in eligibility 
must be maintained.



USDA Provisions

Community Eligibility Provision

Provision 2



CEP

Community 
Eligibility 
Provision

The Community Eligibility Provision (CEP) is a meal service 
that allows participating schools or entire districts to serve 
breakfast and lunch at no cost to all enrolled students.

CEP is an option for local educational agencies (LEAs) and 
schools in high-poverty areas with an identified student 
percentage (ISP) of 40% or higher. 

CEP is approved on Four-Year Cycles:
◦ LEAs can elect CEP in 4-year cycles. Schools can stop 

participating in CEP at any time or begin a new 4-year cycle 
early if the ISP increases.



Community Eligibility Provision  
(CEP)

ALSDE provides a direct certification list as of April 1 to public schools through an uninterrupted upload from DHR to 
PowerSchool Information System. This list goes out on April 15 each year. 

Interested private schools must provide the State agency with identified student and enrollment data reflective of April 1 to 
participate in CEP.

Identified Students include:

Students directly certified through participation in: 
1. Alabama SNAP – Supplemental Nutrition Assistance Program

2. TANF – Temporary Assistance for Needy Families

3. FDPIR – Food Distribution Program on Indian Reservations

Other Identified students also include:
▪ Homeless students

▪ Migrant Youth

▪ Runaways

▪ Students participating in Head Start or comparable State or Indian Tribal Organization funded pre-kindergarten 
program

▪ Non-applicants identified through means other than an application and approved by local officials



BENEFITS of CEP

REDUCES THE 

ADMINISTRATIVE BURDEN:

• By eliminating the household 
application process and the process 
of verification of information on 
household applications

• Streamlines meal counting and 
claiming procedures at meal service.

• Eliminates school meal debt.

INCREASES STUDENT PARTICIPATION 
IN SCHOOL MEALS

• Creates more opportunities for 
students to receive nutrition 
necessary to optimize academic 
performance. 

• Eliminates the stigma attached to 
free school meals



CEP Resource Center
The CEP Resource Center provides extensive resources for school 
officials at the local, State, and Federal level may use to better 
understand CEP and its positive benefits.

LEAs may use the CEP Estimator Tool to determine if CEP is a 
financially viable option, based on the LEA’s expected monthly 
reimbursement rate 

The Food Research and Action Center research and resources for CEP. 
Community Eligibility (CEP) Database - Food Research & Action 
Center (frac.org)

USDA CEP Estimator Tool SY2021  Community Eligibility Provision 
Resource Center | USDA-FNS

https://frac.org/research/resource-library/community-eligibility-cep-database
https://www.fns.usda.gov/nslp/community-eligibility-provision-resource-center


Provisions 
1, 2 & 3

Provision 1 reduces application burdens by allowing schools 
where at least 80 percent of the children enrolled are eligible for 
free or reduced price meals to certify children eligible for free 
meals for a 2-year period. Schools continue to take daily meal 
counts of the number of meals served to children by type as the 
basis for calculating reimbursement claims.

Provision 2 requires that the school serve meals to participating 
children at no charge but reduces application burdens to once 
every 4 years and simplifies meal counting and claiming 
procedures by allowing a school to receive meal reimbursement 
based on claiming percentages. Additional 4-year extensions to 
Provision 2 are possible when certain conditions are met.

• Provision 3 requires that the school serve meals to participating children at 
no charge but reduces application burdens and meal counting and claiming 
procedures by allowing a school to receive a comparable level of Federal 
cash and commodity assistance as the school received in the last year in 
which free and reduced price eligibility determinations were made, adjusted 
for enrollment, inflation and operating days if applicable, for a period up to 4 
years. Additional 4-year extensions to Provision 3 are possible when certain 
conditions are met.



Provision 2



Local Wellness 
Policy
➢ 2 (healthiergeneration.org)

➢ Local School Wellness Policy Outreach 
Toolkit | USDA-FNS

https://api.healthiergeneration.org/resource/2
https://www.fns.usda.gov/tn/local-school-wellness-policy-outreach-toolkit


LOCAL WELLNESS 
POLICY 
Requirements
1. Nutrition promotion and education

2. Physical activity

3. Other school-based activities that promote student 
wellness 

4. Nutrition guidelines for all foods and beverages 
available or for sale on the school campus during the 
school day 

5. Policies for other foods and beverages available on 
the school campus during the school day

6. Policies for food and beverage marketing that allow 
marketing and advertising of only those foods and 
beverages that meet the Smart Snacks in School 
nutrition standards.

7. Description of public involvement, public updates, 
policy leadership, and evaluation plan

8. Triennial Assessment of the Local Wellness Policy



Questions?



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: How to File a Complaint, 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.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html

