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DETERMINING ELIGIBILITY FOR FREE & 
REDUCED PRICE APPLICATIONS FOR 

SCHOOL MEALS

New Jersey Department of Agriculture

Division of Food and Nutrition

School Nutrition Programs

2020-2021

OBJECTIVES

✓Why: To recognize the importance of accurate eligibility determinations

✓Who: To identify who in the SFA is involved in the determination process

✓What: To identify the processes used to determine a student’s 

eligibility for free and reduced price school meals 

✓How: To provide an overview of each section of the paper application 

and provide instructions & requirements for completion

✓When:  To highlight important dates and timeframes in the process
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NEW JERSEY REQUIREMENT
A-1104 A1104 

"HUNGER-FREE STUDENTS' BILL OF RIGHTS ACT"

• Under the provisions of the bill, at the beginning of each school year, and upon initial 
enrollment in the case of a student enrolling during the school year, a school district must 
provide to the parent or guardian of each student:

• Information on the rights of students under the provisions of this bill and under section 1 of 
P.L.2015, c.15 (C.18A:33-21), regarding the protocol which must be followed by a district in order 
to deny a student a school meal when a school meal bill is in arrears.

• Information on the National School Lunch Program and the federal School Breakfast Program;

• An application to apply for the school lunch and school breakfast programs and instructions for 
completing the application; and

• The bill provides that a school district liaison for the education of homeless children must 
coordinate with school district personnel to ensure that a homeless student receives free school 
meals and is monitored according to the school district’s policies.

https://www.njleg.state.nj.us/2020/Bills/A1500/1104_I1.HTM

NJ SENATE BILL 4200
REDUCED PRICE ELIGIBLE STUDENTS

• Public and Public Charter SFAs 

• Effective July 1st, all students determined as reduced price eligible will receive 

breakfast and lunch meals at no cost to the student. 

• SFAs must continue to maintain:

• The total number of reduced price eligible students, 

• The number of reduced price breakfasts and lunches claimed

• Internal recordkeeping practices related to the reduced price category

https://www.njleg.state.nj.us/2018/Bills/S4500/4200_I1.HTM
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https://www.njleg.state.nj.us/2020/Bills/A1500/1104_I1.HTM
https://www.njleg.state.nj.us/2018/Bills/S4500/4200_I1.HTM
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IMPORTANCE OF ACCURATE 
DETERMINATIONS

• Eligible students receive the benefits to which they are entitled

• Reimbursement claims are accurate

• Administrative Review (AR)- Performance Standard 1

• if 3% or more errors are found within applications, fiscal assessment will occur for at 

least the review month and the month of the day of review leading to possible fiscal 

action in at least the reviewed schools (sites) and possibly the entire district 

• Independent Review

• If errors are found on 10% or more of applications during the AR, the SFA is required 

to do an independent review the following year

IMPORTANT RESOURCES WHEN  
DETERMINING APPLICATIONS

• USDA Eligibility Manual for School Meals

• A-Z  References of Determining Eligibility for Free 

and Reduced Price Applications for Free Meals 

Form #393

• Table of contents page of the USDA Eligibility Manual for 

School Meals June 17, 2017

• 2020-2021 Income Eligibility Guidelines

• Translated Application Prototype (For Limited 

English Proficiency)
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https://www.nj.gov/agriculture/pdf/eligibilitymanual.pdf
https://www.nj.gov/agriculture/applic/forms/Form%20393%20A-Z%20Determining%20Reference.pdf
https://www.nj.gov/agriculture/applic/forms/Form%20127%20%20Income%20Eligibility%20Guidelines.pdf
https://www.fns.usda.gov/school-meals/translated-applications
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WHO?

• Determining Official

• Hearing Official

• Confirming Official

• Verifying Official

WHO?

• Determining Official (DO)- the individual responsible for determining a student’s eligibility for free, 

reduced, or paid benefits

• Initial person to determine application

• Ensures all sections are complete & accurate; may contact household for clarifications, if necessary

• Determines eligibility (Free, Reduced, Denied); Marks error prone (EP), if applicable

• Hearing Official- the individual responsible for handling cases when parents/guardians appeal the eligibility 

determination

• Must not be part of the determination process

• Must be of higher authority than the Determining Official (i.e. Business Administrator, Superintendent, 

Principal, Executive Director)
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WHO?

• Confirming Official-

• Must be someone different than Determining Official;  Cannot be person who made initial determination

• Checking the Determining Official’s work

• Validate selected application determinations as error prone 

• Verifying Official-

• The individual responsible for the verification process

• Recommend: Register for Verification Webinar 

WHAT?

• Processes used in determining a student’s eligibility for free or reduced 

price school meals:

1.) Direct Certification = Free Eligibility

2.) Categorically Eligible = Free Eligibility

3.) Household Income Applications (paper/online) = Free/Reduced/Paid Eligibility 
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MASTER ELIGIBILITY LIST (MEL)
FORM #128

DIRECT CERTIFICATION

• Electronic matching process, done in SNEARS, that identifies students currently 
enrolled in the SFA with access to meals, who are part of a household that receive 
assistance through NJ SNAP/TANF/Foster programs

• SFA’s required to run DC minimum 4 times each school year

• July 15th – August 30, 2020

• September 1st – September 30, 2020

• October 1st – October 30th, 2020

• March 1st – March 30th, 2021

• DC students are automatically approved for free meals

• Remember, benefits extends to all children in a household if one member has 
been directly certified as SNAP or TANF.  The extension does not apply for Foster. 

• Paper application is NOT required

• Refer to “Direct Certification” webinar in SNEARS under Trainings Tab for more 
guidance on the DC process
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CATEGORICALLY ELIGIBLE

• Students that are categorically eligible also receive free meals. 

Categorically eligible includes:

-Foster-

-Homeless, Runaway, Migrant-

-Assistance Program Participants SNAP/TANF-

CATEGORICALLY ELIGIBLE: 
FOSTER 

• A foster child is a child whose care and placement is the responsibility of an agency that 

administers a State plan under Part B or E of Title IV of the Social Security Act, or a child 

who is formally placed with a relative or other caretaker household by a court of 

State child welfare agency.  For CNP eligibility purposes, a foster child is considered a 

member of the foster parents’ household if the child is placed through a formal 

arrangement by a court or State child welfare agency.  Whether placed by the State child 

welfare agency or a court, in order for a child to be considered categorically eligible for 

free meals, the State must retain legal custody of the child.
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CATEGORICALLY ELIGIBLE: 
FOSTER 

• Foster children are automatically approved for free meals with…

1.) Documentation or Letter from:

• State or Local Welfare Agency or Court

• Department of Children and Families (DCF)

• Resource Family Parent Identification Letter (DCF 5-49)

2.) Foster Box checked on paper application

CATEGORICALLY ELIGIBLE:
HOMELESS OR RUNAWAY

• A homeless child is defined as a child identified as lacking 

a fixed, regular and adequate nighttime residence, as 

specified under section 725(a) of the McKinney-Vento 

Homeless Assistance Act (42 U.S.C 11434a(2)) by the SFA’s 

homeless liaison or director of a homeless shelter

• A runaway child is defined as a child identified as a 

runaway receiving assistance under a program under the 

Runaway and Homeless Youth Act (42 U.S.C. 5701 et seq.) 

by the SFA’s homeless liaison 
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CATEGORICALLY ELIGIBLE:
HOMELESS OR RUNAWAY

• Homeless or Runaway children are automatically approved for free meals with…

1.) Documentation or Letter from:

• SFA Homeless Liaison

• Director of Homeless Shelter

2.) Documentation for Homeless and Runaway Students NJDA Form #146A 

Homeless and runaway children remain eligible for free meals for the duration of the current school 
year regardless of a change in their living situation and up to 30 days into the subsequent school 

year due to the yearlong eligibility requirement [ 7 CFR 245.6 (c)(1)].

CATEGORICALLY ELIGIBLE: 
MIGRANT

• A migrant child is a child who is enrolled in the 

Migrant Education Program as determined by the 

State or local Migrant Education Program 

coordinator or as documented by an appropriate 

local educational agency official, such as the 

homeless liaison. 
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CATEGORICALLY ELIGIBLE: 
MIGRANT

• Migrant children are also automatically approved for free meals with…

• Documentation or Letter from:

1.) Migrant Education Program (MEP) Coordinator or Director

(856) 468-6530 Ext: 1055 (South)

(973) 405-6262 Ext: 230 (North)

2.) SFA Liaison

• Documentation for Migrant Students NJDA Form #146B 

A child in the MEP is eligible for free meals for the duration of the current school year 
regardless of a change in circumstance and up to 30 days into the subsequent school year 

due to the yearlong eligibility requirement [ 7 CFR 245.6 (c)(1)].

CATEGORICALLY ELIGIBLE:
ASSISTANCE PROGRAM PARTICIPANTS 

SNAP/TANF

• Households that receive SNAP or TANF are automatically approved for free 

meals with…

1.) A case number with the correct format of any household member on an application

2.) A SNAP eligibility letter by the state or local agency

* Eligibility extends to all children in the household*
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SNAP/TANF CASE NUMBER

• In New Jersey, the case number begins with "C", "S", 

or "G" followed by six numeric characters and ending 

with a three digit county code. For example, a three digit 

county would begin with 001 for Atlantic County and 021 for 

Warren.  Parents and guardians often do not include the county 

code, making it feasible that a six digit numeric code would still be 

valid.  The alpha code at the beginning can be optional.  

• Reminder: Correct format case numbers do not have to be 

confirmed by NJDHS or by another means 

• Please contact the NJ Department of Human Services if you have 

specific questions regarding the correct case number format

Examples:

C123456789

123456789

123456

P-EBT

• The Families First Coronavirus Response Act (FFRA) (P.L. 116-127) included 

authorization for a program called Pandemic EBT (P-EBT) that seeks to address food 

insecurity by allowing a state to provide food assistance benefits to help students during 

extended school closures.

• The format for the P-EBT case number will be the letter “P” followed by six 

digits and ending with the three digit county code. 

• If a case number beginning with the letter “P” is written on a schools 

meals application, it does NOT confer categorical eligibility

• The household will need to provide a valid NJ SNAP/TANF Case Number if 

they are receiving benefits, or provide income information on the 

application.
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HOUSEHOLD INCOME APPLICATION

• Paper vs. Electronic Application System

• Electronic Application System that determines an application

• Content must be approved by State Agency annually 

• E-mail Jackie Bricker (Jacqueline.Bricker@ag.nj.gov) 

• Must also give households the option to submit paper 

application and instructions on how and where to obtain it

• Not to be confused…

• The paper application can be posted online for families to print, fill 

out, & then submit to school.  This is not considered  “electronic” 

and does not need state agency approval.

PAPER HOUSEHOLD INCOME 
APPLICATION
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https://www-agr.state.nj.us/agriculture/AG_SNEARS2/resources/Electronic%20Appplications_July2020.pdf
mailto:Jacqueline.Bricker@ag.nj.gov
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APPLICATION INSTRUCTIONS

APPLICATION: STEP 1

25
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APPLICATION: STEP 2

• If answer “yes” and fill-in correct formatted case number for Step 2, then households may skip Step 3 & go to 

Step 4

• SNAP/TANF Case Number- If in wrong format, Determining Official must contact household or local agency 

for clarification

• FDPIR (Food Distribution Program on Indian Reservations)- NOT APPLICABLE IN NJ.

APPLICATION: STEP 3

✓ A. & B. Report GROSS Income
• Refer to 2nd page of app for listed sources of income & refer to eligibility manual for excluded income

• Frequency- do not leave blank

✓ Report total household size 
• A household can be defined as a group of related or nonrelated individuals who are living as one economic unit

✓ Provide Social Security Number (SSN)- required
• Or if no adult household members have a social,  Check if no SSN box

• Not required if applying on behalf of foster child or if correct format SNAP/TANF case # in step 2 is listed  
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APPLICATION: INSTRUCTIONS SOURCES 
OF INCOME

*Refer to Eligibility Manual for Excluded Sources of Income page 30-33

APPLICATION: STEP 4

**Make sure signature of adult box is not blank**
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APPLICATION: OPTIONAL- CHILDREN’S 
RACIAL AND ETHNIC IDENTITIES

• This section is optional- data used for statistical purposes 

• Contains privacy and civil rights statements

APPLICATION: DO NOT FILL OUT- FOR 
SCHOOL USE ONLY

• Use this section as a workspace for SFA

• Annual check box- Only annualize income if multiple frequencies documented

• DO signature required

• Confirming Official and Verifying Official signature must be completed if application is error prone/selected for verification

31

32



8/5/2020

17

INCOME ELIGIBILITY GUIDELINES

WHAT IS ERROR PRONE?

Error Prone guidelines from the Income Eligibility Chart:

• Weekly: $0 - $25 below the free or reduced price income eligibility limit

• Every two weeks: $0 - $50 below the free or reduced price income eligibility limit

• Twice a month: $0-$50 below the free or reduced price income eligibility limit

• Monthly: $0-$100 below the free or reduced price income eligibility limit

• Annually: $0-$1200 below the free or reduced price income eligibility limit
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EXAMPLE 1

• Income Application with Same Frequency

• Household of 4

• Income one: $2,000   monthly

• Income two: $500   monthly

• Total Income: $2,500  MONTHLY

• What is the student’s eligibility?     FREE

EXAMPLE 2

• Income Application with Different Frequency

• Household of 4

• Income one: $1,200 bi-weekly x  26 =  $31, 200

• Income two: $250 weekly x  52 =  $13,000

• Total Income:          $44,200 ANNUALLY

What is the student’s eligibility?     REDUCED
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EXAMPLE

• Error Prone

• Household of 6

• Income $ 1725 every two weeks 

• FREE Eligible 

$1758 Maximum Every Two Weeks IEG
-$1725 Reported Income 
__________ 

$33 falls within $0-$50 error prone limit

*Mark EP on app

*App goes into selection for verification

APPL IC ATION EXAMPLE  1 : FREE  INCOME- SAME FREQUENCY

1

8/28/20
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APPLICATION EXAMPLE 2 : REDUCED INCOME & ERROR PRONE

313 x 52 =  16276

1200 x 26 =  31200

16276 + 31200 = 47476 

EP 48470-47476 =994

EP
2

8/28/20

APPLICATION EXAMPLE 3 : SNAP CASE NUMBER

3

9/15/20
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APPLICATION EXAMPLE 4 : FOSTER CHILD

4

9/7/20

APPLICATION EXAMPLE 6 : FOSTER CHILD AND INCOME

2100 x 24 = 50,400

1503 x 12 = 18036

50,400 + 18036 = 

68436 

9/7/20
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QUESTIONABLE OR INCOMPLETE 
APPLICATION

• Inconsistencies,  questionable, or incomplete information must be resolved

• Contact household to clarify any questionable or incomplete information

• Household contacts must be documented, dated and initialed on the 

application

• Remember the DO is responsible to explain any questionable determinations 

or information on an application

• Keep a “Trail of Communication”- document and retain

• Letter to Notify Household of Incomplete Applications (Form 64)

DENIED APPLICATION

• Application can be denied when:

• It is over the income guidelines

• It is incomplete or discrepancies/questionable information is not resolved

• Letter to Notify the Household of Eligibility status (Form #70) 

or

• A letter with all the same contents as Form 70 must be sent to the 

household
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SPECIAL SITUATIONS

• Seasonal workers and self employed are allowed to report annual income

• Household of one

• Emancipated

• Institutionalized

• Zero Income

CARRY OVER RULE

• If no application is received, the previous year’s benefits can be 

carried over up to 30 operating days (beginning with the first 

operating day of school) into the current school year or until a 

new eligibility determination is made 

• The new eligibility supersedes the carryover eligibility 
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NEXT STEPS

1. Notify households of eligibility using appropriate letters

• DC Letter in English (automatically generated in SNEARS)

• *UPDATED* Letter to Notify Household of Eligibility Status (Form #70) and in Spanish (#70S)

2. Transfer correct eligibility determination to benefit issuance documents 

• Mater Eligibility List (MEL) (Form #128)

• Coded Roster

• Point of Service (POS)

• Tickets

3. Clean-up your MEL as changes occur in your enrollment 

4. Retain records and documents 

SHARING INFORMATION WITH 
MEDICAID/NJ FAMILYCARE

• SFA’s must send the Sharing Information with Medicaid or NJ 

FamilyCare Form to all households with the application packet

• Available in SNEARS Resources and Reports link with the application 

packet:

• Form #121 English 

• Form #121S Spanish 

• Households should return the Form only if they DO NOT want 

information shared

• SFA’s must keep these forms on file
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SHARING ELIGIBILITY INFORMATION 
WITH OTHER PROGRAMS

Consent NOT Needed

• Aggregate Information 

(statistical)

• “Need to Know” for other 

Federal/State programs

Consent Needed

• Non Custodial Parent

• For Specific Organizations

• Use Sharing Information with 

Other Programs Form to get 

consent

Available on the NJDA Forms website:

• Form #124 English

• Form #124S Spanish 

FLEXIBILITY ON THE EFFECTIVE DATE OF 
ELIGIBILITY

• Eligibility is established when the application is processed

• Flexibility – establish the date of submission of a complete application as 

the effective date of eligibility

• Application flexibility MUST be used in all schools throughout the district

• Must have a process in place to document the date the application was 

received (date stamp)

• Must discharge debt or refund any paid by or on behalf of the child in the 

time period between submission and processing of the application in 

order to claim meals at the new eligibility status during that time.

• Update meal counting and claiming procedures to reflect flexibility being 

used in the district

• Requires prior approval by the State Agency 

• E-mail Jackie Bricker (Jacqueline.Bricker@ag.nj.gov)
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TIMEFRAMES & DATES

✓Rollover student database for new school year

✓Run 1st DC (July 15th to August 30th 2020)

✓Send LTP/Application Packet to household on or before first day of school 

• Not required for DC students 

✓Determine application and notify household within 10 operating days of receipt

✓Transfer eligibility determinations to benefit issuance documents immediately; 
update changes as needed/occur

✓Eligibility determinations are valid for the entire school year plus the 30 day 
carry-over unless household reapplies

✓Retain records/documents for three years plus the current school year

FREE/REDUCED PRICE APPLICATION 
DETERMINING FORMS 

• A-1104 A1104 "Hunger-Free Students' Bill of Rights Act"(May 2020)
• A-Z Reference List for Determining & Verifying Eligibility for School Meals (Form # 393)
• Documentation for Homeless and Runaway Students (Form #146A)
• Documentation for Migrant Education Program -MEP (Form #146B)
• Error Prone Income Eligibility Guidelines (Form #178)
• Important School Nutrition Program Dates 2020-21 (Form #129)
• Income Eligibility Guidelines (Form #127)
• Letter to Notify Household of Audit Results (Form #255)
• Letter to Notify Household of Audit Results [Spanish] (Form #255S)
• Letter to Notify Household of Eligibility Status (Form #70)
• Letter to Notify Household of Eligibility Status [Spanish] (Form #70S)
• Letter to Notify Household of Incomplete Application (Form #64)
• Letter to Notify Household of Incomplete Application [Spanish] (Form #64S)
• Master Eligibility Guidelines – MEL (Form #128)
• NJ Senate Bill 4200 Reduced Price Eligible Students
• Sharing Information with Medicaid or NJ Family Care (Form #121)
• Sharing Information with Medicaid or NJ Family Care [Spanish] (Form #121S)
• Sharing Information with Other Programs (Form #124)
• Sharing Information with Other Programs [Spanish] (Form #124S)
• State of NJ Parent Notification of Payment for Debt (April 2015)
• USDA Unpaid Meal Charges Memo (July 2016)
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https://www.njleg.state.nj.us/2020/Bills/AL20/29_.HTM
https://www.nj.gov/agriculture/applic/forms/Form%20393%20A-Z%20Determining%20Reference.pdf
https://www.nj.gov/agriculture/applic/forms/Form%20146A%20Docuentation%20for%20Homeless%20and%20Runaway%20Students_08.2018.pdf
https://www.nj.gov/agriculture/applic/forms/Form%20146B%20Documentation%20for%20Migrant%20Education%20Program%20(MEP)_08.2018.pdf
https://www.nj.gov/agriculture/applic/forms/Form%20178%20Error%20Prone%20Income%20Eligibility%20Guidelines.pdf
https://www-agr.state.nj.us/agriculture/AG_SNEARS2/resources/Form%20129%20Calendar%20of%20Important%20Events%20SY20-21.pdf
https://www.nj.gov/agriculture/applic/forms/Form%20127%20%20Income%20Eligibility%20Guidelines.pdf
file:///C:/Users/agmkenn/Downloads/Form255.doc
file:///C:/Users/agmkenn/Downloads/Form255S.doc
file:///C:/Users/agmkenn/Downloads/Form70.docx
file:///C:/Users/agmkenn/Downloads/Form%2070%20Sample%20Letter%20to%20Notify%20the%20Household%20of%20Eligibility%20Status%20(Spanish)%2001.2016.doc
file:///C:/Users/agmkenn/Downloads/form64%20(3).docx
file:///C:/Users/agmkenn/Downloads/form64s%20(2).doc
file:///C:/Users/agmkenn/Downloads/Form128%20(7).xlsx
https://www.njleg.state.nj.us/2018/Bills/S4500/4200_I1.HTM
https://www-agr.state.nj.us/agriculture/AG_SNEARS2/resources/Fm121%20SharingInfo%20wMedicaid-Eng.pdf
https://www-agr.state.nj.us/agriculture/AG_SNEARS2/resources/Fm121%20SharingInfo%20wMedicaidSP.pdf
https://www.nj.gov/agriculture/divisions/fn/pdf/Form124.pdf
https://www.nj.gov/agriculture/divisions/fn/pdf/Form124S.pdf
https://www-agr.state.nj.us/agriculture/AG_SNEARS2/resources/Parent%20Notification%20of%20Debt%20Memo_2-9-15.pdf
https://www-agr.state.nj.us/agriculture/AG_SNEARS2/resources/Unpaid%20Meal%20Chgs%20Local%20Meal%20Chg%20Policies.pdf
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Certificate of Attendance

Participant Name: _________________________________________

Date Completed: __________________________________________

THANK YOU FOR ATTENDING THE DETERMINING ELIGIBILITY 
FOR FREE & REDUCED PRICE APPLICATIONS FOR SCHOOL MEALS

This institution is an equal opportunity provider.

This webinar will count toward 3 hours of professional standards training:

Key Area: Administration

Learning Topic: Free and Reduced Price Meal Benefits 

Topic Code: 3110 – Certification and Benefit Issuance 

NJ Department of Agriculture

School Nutrition Programs

609-984-0693

www.nj.gov/agriculture

QUESTIONS?

Contact the School Nutrition Programs Staff at 

609-984-0693 with program related questions 

OR

Email us:

Casey.Miller@ag.nj.gov

Dianne.Kennedy@ag.nj.gov

Corinne.Santos-Hernandez@ag.nj.gov

Jill.Logan@ag.nj.gov
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