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Instructions For School Districts

Free and Reduced Price School Meals Application and Verification Forms

This packet contains:

Required information that must be provided:

Public Notification

· Instructions for Media Release – page 2
· Sample Media Release – pages 3-4  

Application Process

· Income Eligibility Guidelines – page 5
· Choose one: 




Letter to Households – page 6


                      OR



Letter to Households – DIRECT CERTIFICATION – page 7

· Instructions for Applying (Copy on back of Letter to Households) – page 8

· Choose one: 



Free and Reduced Price School Meals Application – SINGLE CHILD – page 9                     




OR



Free and Reduced Price School Meals Application – MULTI CHILD – page 10

· Second page – Free and Reduced Price School Meals Application (Copy on back of Free and Reduced Price School Meals Application) – page 11. 

· Notice of Approval/Denial (Must notify households in writing if application is denied.) – page 12

· Notification of Approval for Free Meals – DIRECT CERTIFICATION – page 13

Verification of eligibility information materials:

· Notification of Selection for Verification of Eligibility – pages 14-15

· Letter of Verification Results – page 16

· Verification Tracker for School Use – page 17 

Optional application-related materials that may be provided to households:


Sharing Information

· Sharing Information With Other Programs – page 18

Instructions:

The pages are designed to be printed on 8½” by 11” paper.  The Letter to Household and the Instructions for Applying should be printed front and back.  The two pages of the Free and Reduced Price School Meals Application should also be printed front and back.  You will need to identify the benefits that are offered in your school, such as Afterschool Snacks.  [Bold bracketed fields] indicate where you need to insert your school district’s specific information.  If schools in your district use direct certification, be sure to select the “letters to households – direct certification” to send out with the application.  IF YOU MAKE ADDITIONAL CHANGES, YOU MUST SUBMIT YOUR APPLICATION PACKAGE TO THE STATE AGENCY FOR APPROVAL.

If you have questions, contact your area specialist at (501) 324-9502.

Instructions for Media Release

For Free and Reduced Price Meals

1. Make appropriate changes as needed to the sample media release to reflect the programs operated by the school district. All information in (parentheses) should be replaced with district information.  

2. The following paragraph should be deleted if the school district does NOT participate in the direct certification process (See Director’s Memo 02-IA-027).  This paragraph is located just below the income guidelines  

“Households that receive food stamps do not have to complete a school lunch or breakfast application.  School officials will determine eligibility for free meals based on documentation obtained directly from the food stamp office that a child is a member of a household currently receiving food stamps.  School officials will notify households of their eligibility and that the households must notify the school when they no longer receive food stamps.  Households who are notified of their eligibility but who do not want their children to receive free meals must contact the school.  Food stamp households should complete an application if they are not notified of their eligibility by (DATE).”

3. The media release should be provided to the local informational media (newspaper), local unemployment office, and any major employers contemplating large layoffs in the area at the beginning of each school year.  A list of the local media, employers, etc. that were sent the media release must be maintained.
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