
Determining Student Eligibility for 

Meal Benefits (Traditional)

Maine Department of Education

Child Nutrition Programs



Traditional CEP Special 
Provision II

Qualification Any District Any 
school/district 
with 40% + 
enrolled 
students on 
DC

Any District

F/R Meal 
Benefit 
Application

Yes, each year No Yes, first year
No, year 2-4

Traditional/CEP/SP2



Documentation

In order to claim Federal reimbursement for 
Free/Reduced student meals, you must have 
proper documentation of student eligibility.

What is proper documentation?



• Current year application 

must be available to all 

households (paper)

• Only 1 application per 

household needs to be 

submitted

• Families cannot be required

to complete an application

• USDA has translated 

applications available

Free & Reduced Meal Benefit Application



• Distributed at the start of each school year

• How families can apply for meal benefits 

• Sample letters on Child Nutrition website: 

– Non-pricing schools* 

– Schools charging for paid meals 

Letter to Household

* Opportunity to share the 
importance of completing a meal 

benefit application! 



Child Nutrition Webpage

• Student Eligibility & Applications 

• Free and Reduced-Price Applications

• Income Guidelines

• Parent letter for F/R meals 

• Eligibility notification letters 



• Maine DOE partnership with Nutri-Link to 

provide online application for Maine school 

districts 

– available at no charge 

• Should see Nutri-Link on computer 

• Email sarah.d.platt@maine.gov with questions 

Online Meal Benefit Application

mailto:sarah.d.platt@maine.gov


• F/R eligibility status from the previous school 

year remains in effect for up to 30 operating

days, or until new documentation is received, 

whichever comes first.

• New eligibility supersedes carryover eligibility.

Carryover of F/R Eligibility



1. Free & Reduced Meal Application

– Income

– Categorical (SNAP, TANF, Foster)

2. Direct Certification List

3. Migrant/Homeless/Head Start List

Ways to Determine F/R Eligibility



• Applications should be processed, and families 

notified about the results as soon as possible, 

but no later than 10 calendar days after being 

received

• Eligibility becomes effective when the 

application is received 

– Date stamp and initial upon receipt

Processing Free & Reduced Meal 

Applications



Processing Free & Reduced Meal 

Applications

Applications are taken 
at face value!



Student/Household Receives Benefits from an 

Assistance Program:

– SNAP/TANF

– Directly Certified

Other Source Categorical

– Head Start

– Migrant

– Homeless

– Foster Children

Categorical Eligibility

Eligibility is extended to the entire 
household. 

Eligibility is NOT extended to the entire 
household. 



• If an application has homeless/migrant checked

– Must be further validated

– Homeless Coordinator-District level

• https://www.maine.gov/doe/schools/safeschools/counseling/

highmobility/homelessed

– Migrant Coordinator at the State of Maine

• Matthew.flaherty@maine.gov

• Might be listed on the Direct Certification list.

Homeless/Migrant

https://www.maine.gov/doe/schools/safeschools/counseling/highmobility/homelessed
mailto:Matthew.flaherty@maine.gov


• Member of the household where they reside

• Eligible for Free meals regardless of income 

• Their Free benefit is not extended to other 

household members

• Other members in household approved based 

on household income 

Foster Children



F/R Applications: Categorical Eligibility



Acceptable:

•8 numbers & a letter

Unacceptable

• MaineCare 

• EBT numbers

• Any number that does not 
fit the space provided!

• Statement from parent 

F/R Applications: Categorical Eligibility



Do not look at income

Except for a foster child w/ other siblings

F/R Applications: Categorical Eligibility



F/R Applications: Categorical Eligibility



F/R Applications: Income



F/R Applications: Income

• Names of ALL household members

• Income from all sources and frequency



F/R Applications: 

Income with Different Frequencies

Weekly Amount x 52 = Annual $

Every Two Weeks x 26= Annual $

Twice a Month x 24= Annual $

Total Annual Income

Compare to current income guidelines for ANNUAL 
income for the household size 

• Do NOT round
• Do NOT convert back to monthly income

No conversion is required when:

one source of income is listed 

All income sources are the same frequency



Income Guidelines



F/R Applications: Adult Signature



F/R Applications: Ethnic & Racial Data

Must be on every application

Optional for households to fill out



F/R Applications: Approval/Denial

• Determining Official – who processed the application John Smith

• Verification Official – who verified the application John Smith

• Hearing Official – not connected with the eligibility determination                            

Betty Jones

• Application Confirming Official - Harvey Bixby

3 Different Individuals



Summary: A Complete Application

Income Applications

• Names of all household 

members (must match 

household size box) 

• Gross pay

• Pay frequency

• Adult signature

• Last four of SSN or indication 

of none

Categorical Applications

• Names of all children in the 

household

• SNAP/TANF # (correct format)

• Indication of Foster

• Adult signature

*If ‘homeless’ is indicated you must follow up with your homeless liaison 
for documentation.



• When a student transfers schools throughout 

the school year, their eligibility transfers with 

them

• You may request a copy of their f/r application 

from the previous school 

– Make sure to re-approve & sign!

Transfer Students



• F/R Application is not required

– Although may be indicated on the application

• A student identified by the:

– District homeless liaison

– Migrant Coordinator

– Head Start Coordinator

• Categorically eligible for Free meals

Determining Eligibility: 

Homeless/Migrant/Head Start



• The GOLD standard for eligibility

• Assistance Programs - eligible for free meals 

• Benefit extended to household

• Eligibility valid for entire school year

• Takes precedence over an application

• Families must be notified

Determining Eligibility: Direct Certification



• List is accessed in NEO

– Confidential - only FSD and Superintendents 

• List must be checked at least 3x throughout 

school year  

• Click the ‘reviewed’ button to certify that it has 

been reviewed 

• Save a copy of all DC lists! Printed or electronic 

Direct Certification



www.neo.maine.gov

NEO: Direct Certification (DC)

Request Access:

medms.helpdesk@maine.gov

http://www.neo.maine.gov/
mailto:medms.helpdesk@maine.gov
mailto:medms.helpdesk@maine.gov


NEO: Direct Certification (DC)



Duration of Eligibiity

Eligibility is good for the 
entire school year

AND

the first 30 operating days 
of the next school year



Applications can be submitted anytime.  

Not required if change in income.

Eligibility changes must take place:

– Within 3 days for an increase in benefits

(ex: Paid to Reduced)

– In 10 days for a decrease in benefits

(ex: Free to Paid)

Change in Eligibility 



Notification of Eligibility



• Verification is the required process of confirming 

eligibility for F/R meal benefits 

– Application approval = face value 

– Verification = confirming income reported on 

application 

• Specific timeline to follow

• Verification process is reported in CNP web 

• Verification training - in person and webinar recording

Verification



• List of students eligible for F/R meals

• List should contain:

– Student first and last name 

– Benefit status (free/reduced/paid) 

– Date status was determined

– Method of determination (DC/categorically 

eligible/income) 

– School name 

– Changes

Benefit Issuance (Master) List



• Student eligibility information is CONFIDENTIAL

• May share aggregate data 

• Eligibility information may not be shared without 

written parental permission

– Sharing information form

• May share with another Child Nutrition 

Programs

– Disclosure Chart in Eligibility Manual

Confidentiality



• USDA’s Eligibility Manual for School Meals 

• Quick Reference Guide (handout)

• Determining Student Eligibility video: 
https://www.maine.gov/doe/schools/nutrition/training

Resources

https://www.maine.gov/doe/schools/nutrition/training


Questions?


