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1) What does SFA stand for?

SFA stands for School Food Authority. A School Food Authority can be defined as: the governing body that is responsible for administration of one or more schools and has the legal authority to operate the Program therin or be otherwise approved by FNS (Food Nutrition Service) to operate the Program. 7 CFR. 210.2.
Application Process and Determining Eligibility
2) When completing a Free and Reduced meal application, does a foster child count as part of the household, or do they have their own application?

A foster child is a household of one, so they go on their own application.  The family will need to indicate foster child on the application and report any income that the student receives.  The application must be signed by a household adult. Eligibility Manual page 18.
3) How is a Free and Reduced meal application completed if the student is considered a ward of the state?
A student who is a ward of the state is the same as a foster child, and the application can be processed as a household of one. 
4) If a child is 18 years old, how would the family complete a Free and Reduced meal application?

If the student is still living at home and being financially supported by their guardian(s), they are considered part of that household, and an application would need to include everyone living in the household and all incomes received.  If the student is paying rent and utilities, acting as a household of one, then they fill out an application as their own economic unit, even if it’s under the same roof as their guardian(s).
5) How is a Free and Reduced meal application completed for an emancipated child?

An emancipated child is considered a household of one and would complete their own application. Eligibility Manual page 32.
6) What is the difference between a student who resides at a Residential Child Care Institution (RCCI) and does not attend a different SFA versus a student who resides at an RCCI and does attend a different SFA for school?

· If the student is residing in an RCCI and eating their meals there, then they do not need an application; all students who live at the RCCI are considered free.  
· If a student is attending the RCCI but does not live there then they must complete an application. 
· If a student is residing in an RCCI but is attending a different school and eating meals at the different school, the RCCI must complete an application for that student; the student is considered a household of one, and no Social Security Number is required. The application can be signed by the RCCI director.  
7) If we receive an application that has multiple income intervals listed, can the SFA determine the monthly income for each person and then base the eligibility determination on total monthly income?

No. The SFA must use the pay interval that the household provided for each family member to calculate the total household income.  If the household lists different pay intervals for household members, then the conversion factors must be used to calculate annual income for each member; then the total annual income must be used to determine eligibility. Eligibility manual page 19.
8) How do we calculate varying frequencies of income?
If there are multiple income sources with more than one frequency, the SFA must annualize all income by multiplying:

Weekly income by 52;

Bi-weekly income (received every two weeks) by 26;

Semi-monthly income (received twice a month) by 24;

Monthly income by 12.

Do not round the values resulting from each conversion.

Add all of the un-rounded converted values and compare the un-rounded total to the appropriate IEG for annual income for the household size.
Eligibility Manual page 19.
9) If a person is on the application and they would like to change information, but they were not the person who signs the application, can the SFA allow them to make changes?

No.  If a household would like to change the information on an existing application, then the person who signed the application is the only person who is authorized to make changes to that application.  If the application no longer includes the person who signed the application, then a new application must be submitted. Please remember when making any change to an application the district must document all details of the contact (date, time, person spoken with, and the information obtained) that led to the revision.  The district employee who obtained the information will also need to sign or initial the entry (either on the system or the actual application) indicating they were responsible for the change. 
10) If the SFA needs to obtain additional information from a household, and the adults in the household do not speak English, can another household member act as a translator?
Yes, a member of the household may act as a translator; the SFA must document who the translator was on the application or in the notes area.

11) If the SFA uses a translator to contact non-English speaking households, what documentation should be signed by a translator?

The SFA and the translator should sign a disclosure agreement. 
12) If two parents are separated and living in separate households, and one submits an application and the other parent calls with a complaint that the information provided on the application is incorrect, how does the SFA proceed?

If the parent who is calling to voice a concern is not listed on the application as a household member, then the SFA cannot release any information about that application. They cannot even confirm if they have an application on file for that student. For the application that the parent expresses concern over, the SFA may verify that application for cause, but they cannot report any findings back to the parent who filed the concern.
13) Can the SFA accept completed faxed applications from households?

There is no regulation that prohibits faxing an application to the SFA. The SFA must be able to assure appropriate confidentiality measures have been taken in order to receive the application over fax, to protect against improper disclosure. Although it is not the most ideal way to process applications, a household may submit a meal application via fax. 
14) On an income based Free and Reduced meal application, does cash from savings count as reportable income?

If a household is making cash withdrawals from savings or trusts, they must report that as income on the application. Eligibility Manual page 33.
15) When a household is completing a Free and Reduced meal application and they need to report cash from their savings account, what information must be included on the application?
If a family reports that they are using money from a savings account, they would need to report how often they are withdrawing money from the account and the amount of money that is withdrawn each time. If a different amount is withdrawn each time, then the household should report the average amount. 
16) If the SFA completed an application on a student’s behalf, the SFA is required to notify the household of the meal benefits; however, does the SFA have to send the information home if they fear for the safety of the child?

If the SFA has completed an application on behalf of a student and the SFA is concerned for the well being of the student, they are not required to send home any information about the student’s eligibility status. On the completed application, the SFA should note that no information was sent home because of a concern for the student’s safety.  

17) If there are parents who are separated, and the student lives with both parents during the school year and they both complete an application, how does the SFA award benefits?

The child will always receive the greater benefit for the entire year, regardless of which parent the student is living with each day.  If a parent does not want the benefits while the student is living with them, then it is possible to have a student who is partially paid and free/reduced status at different points of time.

18) How can an SFA transfer benefits from one SFA to another?

When a student transfers to another school district, the new SFA may accept the eligibility determination from the student’s former SFA without incurring liability for the accuracy of the initial determination. The accepting SFA shall review the application for arithmetic errors and compare the income and household size to the applicable IEGs to assure that the correct level of benefits was assigned. Eligibility Manual page 25.
19) Can District A enter a student into their software as free based on a notice sent from District B, before an application is obtained?

No, the current district must have an application on file before they can provide Free or Reduced meal benefits to a student. See question #18 for transferring benefits from one SFA to another SFA. Eligibility Manual page 25. 
20) How should a Free and Reduced meal application be completed if there are students living in the household who attend two different SFAs?
If a household has students who attend different SFAs, the household must complete one application for each SFA. On each application the students who are attending the SFA should be listed in the student section of the application, and the students who are attending the other SFA should be listed below in the household members section. Both applications should include all household members, but the top student section should have the students attending the specific SFA that the application is being completed for. 
21) How is a Free and Reduced meal application completed for a foreign exchange student?
A foreign exchange student is considered to be a member of the household in which he/she resides (the host family).  If the student is receiving any money, they must report that as student income for the application to be considered complete.
22) On a Free and Reduced meal application, if a family writes only the last 4 digits of the Social Security Number and then the SFA calls the household to obtain the missing information and the household refuses to provide the full Social Security Number, can the SFA mark the no Social Security Number check box?

No, the SFA cannot check the no Social Security Number check box if the family refuses to provide the full number.  The application is only considered a complete application when all nine digits are provided.  The SFA will have to deny the application for being incomplete if the household refuses to provide the full number.  The no Social Security Number check box is only to be used by adults signing the application who do not have a Social Security Number. 
23) If a household member is paid twice a month and their pay is varied, how do we calculate their monthly income?
The household member receives a different income each pay period, they should report the average of their normal income for the month. 

24) Can the application be processed if there are no cents marked?

If an application is received and the income listed does not include cents, the SFA can process the application as a complete application.  The income listed must be legible. If the income is questionable, the SFA should call and confirm with the household.  If an application is received that includes cents, the total income must be calculated exactly; the SFA cannot round the income up or down.
25) Can the SFA change the CDE Nutrition Unit prototype forms and letters?

The SFA can edit and change the prototype forms and letters that are provided by the CDE Nutrition Unit. If the SFA chooses to create their own forms, they must include all of the information that is included on the CDE Nutrition Unit prototype.  If the SFA makes changes to the Free and Reduced meal application, instructions for applying, and/or the letter to parents, they must submit the materials to the CDE Nutrition Unit for approval. 

26) Does a meal application filled out by a school administrator on behalf of the student have to provide income information?  
A school administrator may complete an application for a child known to be eligible if the household fails to apply. The school official must complete the application based on the best household size and income information available. The source of the information must be documented. Eligibility Manual page 22. 

27) If an application comes in and is missing information such as Social Security Number or student income, but the income reported exceeds the reduced income guidelines, does the SFA have to obtain the missing information, or can they just deny the application for exceeding income guidelines?
If a household applies for benefits and is missing required information on the application but their reported income exceeds the reduced income eligibility guidelines, a letter of denial should be sent to the household stating that the application was denied due to missing required information and that their income exceeded the income eligibility guidelines.

28) Can an application be accepted if income is left blank?
No. An income or an indication of “no income” needs to be reported for all household members, including the students on the application.  The SFA should call the households to obtain this information; it can then be documented on the application.  The determining official should update the application, document the contact, date, and initial. 

A complete income application must provide:

· The names of all household members

· The amount, frequency, and source of current income by each household member
· The signature of an adult household member

· The complete Social Security Number of the adult household member who signs the application or an indication that the household member does not have one.  
Eligibilty Manual page 17.

Categorical Eligibility and Extended Eligibility

29) What does extended eligibility mean?

Extended eligibility is a new way of certifying more students for free meals using categorical eligibility. If a student is on a Direct Certification Match Report, then the other students who are living in the same household can also receive free meals with extended eligibility.  If an application is received and there is one SNAP case number on the application, all students on the application can receive free meals.
30) How much effort should be made to extend eligibility?

At a minimum, the notice provided to families indicating that a child has been directly certified for free meals must explain how the household can report any additional children in the household who are not listed on the notice.  SFAs are encouraged to establish other methods to identify additional children in a household with one or more children who are directly certified.  To the extent practicable, SFAs should use household composition information that may be available from the school district.  Once children have been identified through the Direct Certification process, schools can search the records of the directly certified children to identify additional children in the household. SFAs also may receive from the state SNAP agency lists of children who are household members of those directly certified.  The SFA can then use school district enrollment information to determine whether any of these children attend school within the SFA.  Additional household members also may be identified by an adult member of the household.   
31) How do we document extended categorical eligibility to siblings of Direct Certification?
When students are approved for free meal benefits through extended eligibility of Direct Certification, the SFA can add the students to the Direct Certification match report. They must add the student’s name, the child who is on the Direct Certification list, and the date the student’s name was added to the list.  The person making the determination must sign the list as well. 
32) How are homeless children able to be approved for the program?

The homeless liaison must identify homeless children. It is not the responsibility of the SFA to determine a child’s homeless status.  Until the homeless liaison has provided the SFA with a homeless student list, the SFA cannot approve a student for free meals unless they have an approved application on file.  Documentation must consist of the child’s name or a list of names, effective date(s), and the signature of the local educational liaison or the director of the homeless shelter. Eligibility Manual page 43.
33) When drafting the award letter to notify a homeless student of their homeless status, can they be referred to the telephone number of who identified them, if they have questions?  
If a student qualifies for free meals because they were listed on the homeless list from the homeless liaison, the phone number to contact with questions can be the homeless liaison.  The homeless liaison must agree to this before the letter can be created.  The remaining content of the letter must stay the same.  There are a lot of questions that come up as to how the student qualified for free meals; by providing the homeless liaison contact number, the SFA is giving the household a direct contact who can address their questions. 
34) If we do not have an address on file for a homeless student, how will the SFA inform the household of eligibility status?
If there is no address on file, a sealed envelope can discretely be given to the student with the eligibility status letter. The homeless liaison may be contacted for an address if the SFA does not have an up-to-date address on file. 
Verification

35) What qualifies for Verification for cause, and what are the responsibilities?

Verification for cause is an obligation that the SFA has to verify all questionable applications.  This process cannot delay the approval of applications.  After a determination has been made, the SFA can begin verifying “for cause.”  When this process begins, the SFA must send a letter to the household explaining that they must submit verification of eligibility information for continued eligibility.  The letter must include all information as identified in the Eligibility Manual page 71-72.  The LEA will follow procedures in the Eligibility Manual page 71-77.  If the household does not submit the required information or provides information that does not support the initial determination, then a notice of adverse action should be sent to the household. Eligibility Manual page 67.
36) Can the SFA verify an application for cause because of a suspicion the reviewer has, or only if someone else files a complaint?

Yes, an application should be verified if the application appears to be questionable.  If the SFA has a question about whether or not they can verify an application for cause, contact the state agency.  Eligibility Manual page 67.
37) What is the difference between determining and confirming officials?

The determining official is the official who made the initial eligibility determination.  If a district has a scanned system, the scanned system can be the determining official.  The confirming official is the SFA official, other than the determining official, who reviews each approved application selected for Verification to ensure that the initial determination was accurate.  The CDE Nutrition Unit has not approved any software to be the confirming official; it must be completed by an SFA representative. Eligibility Manual page 70.
38) Do the self-employed have to fill out the self-employment/farming form if not under Verification?

If a self-employed person fills out a free and reduced application, they do not have to provide documentation or fill out any forms, unless they are selected for Verification.  Their income should be listed as net income rather than gross income.  If they are selected for Verification they will need to submit supporting documentation showing their income.  For more information on Verification, refer to the Verification Packet found at the CDE Nutrition website (http://www.cde.state.co.us/cdenutritran/nutriverification.htm). Eligibility Manual page 34. 
39) Are children with extended categorical eligibility part of the Verification sample pool?
Children who are granted extended categorical eligibility through Direct Certification are not a part of the sample pool for Verification. Children who have extended eligibility through a SNAP application are still eligible for Verification. Eligibility Manual page 65.
40) Can you verify more than 3% of all applications, but for Verification use only a 3% pool?
No, only 3% of applications can be verified and reported to CDE.  The Verification pool cannot exceed 3%. Eligibility Manual page 67-68.
41) Why is Verification due by March 1st?

Verification must be received by the CDE Nutrition Unit by March 1st because CDE must summarize all results and submit the results to USDA shortly after this time.  Refer to the Verification Packet found at the CDE Nutrition website (http://www.cde.state.co.us/cdenutritran/nutriverification.htm) for more information regarding deadlines.

Direct Certification

42) If a child is directly certified through mom, but dad doesn’t want the benefits, how do you handle this situation?

If a child is directly certified through the mother, and the father does not want the child to have those benefits, it is important to determine who has custody of the child.  If the mother has complete custody of the child, then those benefits will stand.  If the father has full custody of the child (meaning the child only resides with the father at all times), then he can decline those benefits.  If there is a situation of shared custody, the free benefits will stand, at least while the child is with the mother.  Benefits of being directly certified should be explained to the father (i.e., access to free lunch and possibly breakfast if the SFA participates).  If the father still insists that he does not want the child having those benefits while they are residing with him, then the school should use their discretion to work with the father and determine a tracking system for this child’s meals.

43) Whom do we send the Direct Certification award letter to, the address we have on file or the address provided on the Human Services column of the Match Report?

A letter of eligibility status for Direct Certification should be mailed to the address in the student enrollment database.
44) What if we are having issues uploading the Direct Certification file?

If an SFA user is having technical difficulties with the Direct Certification file, they should refer to the Direct Certification User Guide and other information at the CDE Nutrition website for Direct Certification (http://www.cde.state.co.us/cdenutritran/nutridirectcert.htm).
45) Who can help with Direct Certification?

Direct Certification assistance can be obtained from unapproved users prior to signing into the Direct Certification Online System.  Many times IT professionals or other technology support individuals in the district can be helpful when creating the file with student enrollment information.  Logging into the Direct Certification Online System is ONLY allowed for an approved user.  Please contact the CDE office at 303-866-6661, if you are unsure who is an approved user or if an approved user needs to be added.

46) How do we handle the slashes in the birth dates?

If the birth dates will not format as “MMDDYYY” without slashes, an individual in your district, who has the necessary computer skills, can consult the “Birth Date Conversion Instructions” and “Birth Date Conversion Formula.” These can be found at the CDE Nutrition website (http://www.cde.state.co.us/cdenutritran/nutridirectcert.htm).

47) When doing Direct Certification, I get more than 10 errors. How do I fix the errors?
No more than 10 errors can exist to obtain a successful upload of the Direct Certification file.  If there are more than 10 errors after uploading the Direct Certification file, utilize the User Guide at the CDE Nutrition website (http://www.cde.state.co.us/cdenutritran/nutridirectcert.htm).  Refer to page 7 of the User Guide for troubleshooting tips.  If each of these areas has been checked and there is still no resolution, for an Excel file, the file may need to be converted into a text format.  To do this, visit the CDE Nutrition website (http://www.cde.state.co.us/cdenutritran/nutridirectcert.htm) and utilize the “Conversion Instructions” and “Conversion Formula.”
48) What if a student is on the Direct Cert list and a migrant; what status should be claimed?

There is no precedence; both are categorically eligible. Depending on the SFA, there may be funding tied to migrant status, so districts with migrant children should contact their business manager for guidance.   The SFA is not required to change a student from one category to the other; however, they can if they so chose. The SFA should note this change in the event the Direct Certification list predates the migrant list and students received free meal benefits prior to the receipt of the migrant list.

Temporary Applications

49) If after 45 days there is still no income, can we approve an application for the duration of the year?

In limited cases, a zero income application is approved for the duration of the school year; in these instances the application would be eligible for the 30-day carryover period.  For example if a family is being supported by a local church or organization, and the organization is providing their food, clothing, and shelter, then their zero income application could be approved for the entire school year.  Document the source of information and the date collected.  Eligibility Manual page 21-22.
50) Can a temporary application be updated if it is within the 45 days?

If a household has a temporary application, and their household situation has changed during the 45-day approval period, the household can call the SFA and inform them of the changes.  The SFA can update the application and initial and date the changes.  The SFA also must document whom they spoke with from the household. 
51) How many 45 days can be approved?
The number of 45-day approval periods that the SFA has is determined by the SFA.  Depending on the structure of the SFA, the school board, superintendent, and/or principals may be involved with establishing a temporary approval procedure. It is important to establish a set procedure so all students are given the same number of 45-day approval periods.
52) What happens after the 45 days?

The application will expire at the end of the 45 days. This application can no longer be updated by the SFA. At this point in time, the household would have to fill out a NEW meal benefit application or come in to the free/reduced office and update their expired application.

Other
53) If there are staggered start dates for the new school year, can the SFA send applications 4 weeks prior to the earliest start date?
If the district has multiple start dates for the new school year, the SFA should make Free and Reduced meal applications available to the households no more than 4 weeks prior to the first day of school for the entire district.  The applications should go out on a staggered schedule. (This will ensure that NO applications are sent to the households before 4 weeks prior to the first day of school.) This does not apply to SFAs that have year round schools. When there is a year round school, the applications for that specific school may be available in June. Eligibility Manual page 7.
54) Who should get billed for the processing of the Family Economic Data Survey?

The district’s food service fund cannot be used for any processing or maintenance of these alternate forms, as it is an unallowable cost for Child Nutrition programs. Other district resources must be used.  If the district wishes to have food service personnel process the surveys, the food service fund must be reimbursed for the cost of this processing.
55) Can there be a statement on the application that says it can be used as a fee waiver?

Yes, a statement to release application information may be included on the application. If the school district chooses to include a release of information statement on the application, it must be very specific. Each program that the information will be released to and how the program will use the information must be included in the statement. The household must also be given the option to select only the programs which they choose to share their information with. The statement must also state that failing to sign the consent statement will not affect their eligibility for meal benefits. Eligibility Manual page 57-58. 
56) How do we handle foundations that say they are allowed to see free and reduced status?

Per the February 23, 2009, memo, only federal, state agency, and state education programs are allowed to obtain the information without parental notification and release approval.  Private institutions regardless of their mission are NEVER allowed to receive the information without parental consent.

57) If a student becomes inactive on the last day of school, would the 30-day carryover still apply?
No. If a student was inactive as of the last day of school in the district, then they must complete a new application; they are not eligible for the 30-day carryover benefits.  For carryover benefits to apply, the student must have been an active student on the last day of school from the previous year. 
58) Does the signature for a Head Start/Even Start list need to be original?
Students who participate in Head Start/Even Start programs are categorically eligible for free meals.  Documentation of the student’s participation in the program is required. The documentation must have a signature of the Head Start or Even Start official.  The documentation can be faxed or mailed.
Acceptable documentation includes: 
· an approved Head Start or Even Start application for the child’s family or a statement of enrollment in Head Start or Even Start; 
· a list of children participating in Head Start or Even Start; 
· in the case of Even Start, confirmation that the child has not yet entered kindergarten.
Eligibility Manual page 40-41. 
59) Can we give a household their eligibility information from the previous school year?
It is up to the SFA whether or not they want to release information from previous years.  The SFA should always be cautious when sharing sensitive information. 
60) When filling out a monthly claim, why does it seem like the password always has to be changed?
State security measures require that access to the Claim System be highly secure. Therefore, users must change passwords approximately every 60 days.
61) Can a school use their website to post a public release?
The guidance states that this public release must be provided to the local news media, employment office, and major employers contemplating large layoffs.  There is no guidance that restricts the public release saying that the information cannot be featured on a website.  The public release being on the website must be coupled with sending the release to the media and employment offices.  The guidance also does not provide any information on duration of the release.  It is the discretion of the SFA on the amount of time to leave their public release on the website.  7 CFR 245.5 states, “Such announcements shall be made at the beginning of each school year or, if notice of approval is given thereafter, within 10 days after the notice is received.”  The SFAs should remember that the public release must be made available upon request to any interested person. 

62) In a universal free program do notification letters have to be sent?
If a school is participating in a universal free program (for both breakfast and/or lunch), a notice to parents stating that there will be no charge for their student(s)’ meal(s) is strongly recommended.

If your school is participating in a universal free program and/or a traditional paying program, all households must be notified of their eligibility status. The notice must include the student’s name and eligibility status. Eligibility Manual page 23.
63) Should aggregate information be provided if the district is small and could result in overt identification?
No, SFAs should not release aggregate data when individual children’s eligibility may be deduced. Eligibility Manual page 52. 
64) Does CDE have a form letter that explains a school’s or student’s benefits for qualifying for free and reduced meals?
Application information such as how to complete the application and who qualifies for free or reduced meals is included in the letter to the parents and the instructions for applying. An example of this letter can be found on the nutrition website at: http://www.cde.state.co.us/cdenutritran/nutriformsbook.htm.  If the SFA is looking for general information on the National School Lunch Program they should visit the USDA website at: www.fns.usda.gov. 
65) Does CDE notify or remind foster families to fill out an application?
At this time the CDE Nutrition Unit does not contact foster organizations and/or families to remind them to complete Free and Reduced meal applications for each of the students.  
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