
SCHOOLFOOD TRAINING

SCHOOL MEALS APPLICATION
AND

STUDENT ELIGIBILITY

AUGUST 2010



SCHOOL MEALS APPLICATION AND
STUDENT  ELIGIBILITY

SCHOOL MEALS APPLICATION 
NON SCANNING SCHOOLS

ONLINE APPLICATION PROCESS
FORMER USM SCHOOLS

APPLICATION SCANNING SCHOOLS
STUDENT ELIGIBILITY FOR MEALS

TITLE 1 ELIGIBILITY
SCHOOLFOOD CONTACT INFORMATION

Page 
2

SCHOOLFOOD TRAINING - SCHOOL MEALS APPLICATION and STUDENT ELIGIBILITY  (2010)

2

TOPICS



SCHOOL MEALS
APPLICATION 



SCHOOL MEALS APPLICATIONS

The School Meals Application
 Establishes student eligibility for meals 
o Free, Reduced and Full-Price (Paid)

 Establishes poverty counts for schools 
o Title 1, SES, E-Rate, Student Fair Funding 

 Determines after school snack and supper 
program  categories
o “At Risk” or “Not At Risk” 

Page 4
SCHOOLFOOD TRAINING - SCHOOL MEALS APPLICATION and STUDENT ELIGIBILITY  (2010)

4



SCHOOL MEALS APPLICATIONS

 Eligibility categories are used for Breakfast,
Lunch, Snack and Supper programs

 School Meals Application is also known as
 Application for Free and Reduced-Price Meals
 Official Name
 Lunch Form
 Common Name for households
 1041 Form
 Common Name for schools
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2010-2011 SCHOOL MEALS APPLICATION
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2010-2011 SCHOOL MEALS APPLICATION SAMPLE
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SCHOOL MEALS APPLICATIONS

 Participating schools in DOE  foodservice 
program  — go to SchoolFood website: 
http://schools.nyc.gov/schoolfood

 Application distribution and collection
 Paper and electronic versions
 Parents/guardians can apply online at 

ACCESS NYC website: www.nyc.gov/accessnyc
 Paper applications delivery to schools
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SCHOOL MEALS APPLICATIONS

 Schools sends paper applications home
 Households complete and return applications
 Schools process applications or send to 

SchoolFood
 Eligibility codes entered in student database

o ATS (public and charter schools) 
o NPSIS (non-public schools)

 Eligibility codes used for foodservice and Title I 
funding
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NON SCANNING SCHOOLS



NON SCANNING SCHOOLS

Non -scanning schools will
 Go to SchoolFood website for school level tutorial: 

http://schools.nyc.gov/schoolfood
 Process paper School Meals Applications at school 

level within 10 days of receipt
 Use current year instructions and federal income 

scale
 Enter meal codes in ATS and send meal status 

letters home to parents/guardians
 Contact SchoolFood Help Desk for technical 

assistance — (718) 707-4400 1111
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ONLINE APPLICATION
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ONLINE APPLICATION

Households
o Complete one application for all children
o Receive confirmation number from ACCESS NYC
o Contact SchoolFood Help Desk for assistance

 ACCESS NYC sends information to SchoolFood 
 SchoolFood process within 2 days
 Student eligibility sent and displayed in ATS and 

NPSIS
 Schools send meal status letters home to 

parents /guardians
1313
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FORMER USM SCHOOLS



FORMER USM SCHOOLS

 Schools that exit the Universal School Meals 
(USM) Program
o Must distribute and collect School Meals 

Applications 
o Send applications to SchoolFood for scanning

 Former USM schools includes
o Schools (in yrs 2, 3, 4 or with extension) 

removed because of budget reductions
o Schools denied a cycle extension 
o Last year base year schools denied to continue 1515
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SCANNING SCHOOLS

 Public schools
o All district 3, 11, 15, 24 and 31 schools
o All district 75 and 79 schools
o All former USM schools including prior year base 

year schools
o Schools with non-compliance rating from 

foodservice or Title I audits
 All participating charter schools
 All participating non-public schools
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SCANNING SCHOOLS

Applications Scanning Schools will
 Receive email from SchoolFood 
 Collect paper applications and documents 

from households
 Use courier service to send applications to 

SchoolFood 
 View student eligibility in ATS and NPSIS
 Send meal status letters to households
 Contact SchoolFood Help Desk with questions 
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SCANNING SCHOOLS

 Email from SchoolFood includes
 Reminders
 Application preparation/submission 

instructions
 Application pickup instructions
 Important dates for former USM schools
o Deadline to submit applications
o Date cash collection begins
o Deadline for meal codes to qualify for Title 1 

funding
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SCANNING SCHOOLS

 Collect completed paper applications from 
households

 Review  application prior to sending to 
SchoolFood
o Student name (Part 2) 
o Write ID number for students in Part 2
o Adult signature (Part 5) 

 Collect other documents
 Make copies of applications and documents
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SCANNING SCHOOLS

 Application Pickup – Deluxe Courier
o Standard pick-up day – every  Wednesday
o Additional pick-up days available - Call SchoolFood

 Preparation/submission instructions
o Count applications and other documents
o Prepare SchoolFood Batch Cover Sheet
o Prepare SchoolFood Return Label
o Prepare envelopes and leave in mail drop-off 

/pickup area
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STUDENT ELIGIBILITY 
FOR MEALS



STUDENT ELIGIBILITY

 All student eligibility is displayed as Meal Codes in 
ATS and NPSIS 

 SchoolFood processes 
o All online applications
o Paper applications from scanning schools and 
o Other qualifying documents

 Meal codes are displayed in student database
o Public and Charter schools – ATS RMEL screen
o Non-Public schools – NPSIS Meal Roster

 Track processed applications and documents 
on ATS RMCU report
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STUDENT ELIGIBILITY

 ATS and NPSIS database
o Prior year meal codes deleted prior to first day of 

school
o Only new Meal Code A displayed on Sept 8
o New Meal Codes 1, 2, 3 and 4 displayed as new 

applications or qualifying documents are 
processed

o Prior year eligibility can be used until October 22 –
see ATS RMEA and NPSIS Meal rosters

o Meal Code 5 displayed on October 25 for students 
with no application or new information
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PROCESSING INCOMPLETE APPLICATIONS

 Incomplete applications cannot be processed
o Missing or partial income, income frequency, SSN 

and  signature
o Invalid TANF or SNAP (food stamp) case number
o Clarify foster child and household member 

information
 SchoolFood calls households to obtain 

information – if no response
o Leave message with 800# – 800- 363-6325
o Process and send Meal Code 4 to ATS and NPSIS

Page 25

25

SCHOOLFOOD TRAINING - SCHOOL MEALS APPLICATION and STUDENT ELIGIBILITY  (2010)



PROCESSING OTHER DOCUMENTS

 direct certification letter or TANF letter
o State: Office of Temporary and Needy Family (OTDA)
o Includes name of child, parent name and address

 food stamp letter
o Local: Food Stamp Centers
o Includes all children in household, parent name 

and address
 unemployment letter

o State:
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STUDENT ELIGIBILITY  LETTERS  AND REPORTS

 ATS RMCU report
o Shows history of all meal code changes 
o Shows where application and type processed

 SchoolFood or School; Paper  or Online
 Notice of Student Meal Eligibility
o HRA Match letter generated for new Meal Code A
o Letters generated automatically when SchoolFood sends 

meal codes to ATS and NPSIS
 Includes eligibility status and incomplete reason(s)
 Eligibility status is effective date of letter

o Meal Code 5 letter generated for students without 
applications

o Schools are to send letters home to parents/guardians
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STUDENT ELIGIBILITY  MEAL CODES

 Meal Code A = Free (HRA computer match)
 Meal Code 1 = Free (income, foster, STH, qualifying 

documents)
 Meal Code 2 = Reduced (income)
 Meal Code 3 = Full Price (Paid – high income, do not 

qualify, will not participate) 
 Meal Code 4 = Full Price (Paid – incomplete form)
 Meal Code 5 = Full Price (Paid – no form)
 Blank = Full Price (Paid –new student default) – public 

schools only
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TITLE 1 ELIGIBILITY

 All Public Schools – only ATS data is used for Title 1 
funding
o October 31 enrollment data
o Meal Code data as of December 23
 Only Meal Codes A, 1 and 2

 Scanning Schools 
o December 23 – applications pickup deadline 

 Charter Schools
o Contact Anyeli Matos for State process and submission date

 Non-public schools
o Check NPSIS Announcements for submission date
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DATES TO REMEMBER

 Important dates for schools
o September 8 – cash collection begins for all non USM 

schools including  last year base year schools — see 
SchoolFood website for list

o September 24 – deadline for former USM schools to submit 
applications to SchoolFood

o October 1 – cash collection begins for former USM schools —
see SchoolFood website for list

o October 18 – deadline for all non-USM schools to obtain new 
applications from households including  last year base year 
schools 

o October 22 – deadline to use prior year eligibility – see ATS 
RMEA and NPSIS Meal rosters

o December 23 – deadline for meal codes to qualify for Title 1 
funding
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SCHOOLFOOD ELIGIBILITY & COMPLIANCE UNIT
TEL: (718) 707-4471      FAX: (718) 349-5463

NAME TITLE EMAIL  ADDRESS

NADINE BROWN CHIEF COMPLIANCE OFFICER NadineB@schools.nyc.gov

SAL D’ALESSIO DEPUTY CHIEF COMPLIANCE OFFICER SDaless@schools.nyc.gov 

GEORGIA ANGELAKIS STUDENT ELIGIBILITY COORDINATOR GAngela@schools.nyc.gov

BASIL CLARKE COMPLIANCE SUPERVISOR BClarke@schools.nyc.gov 

INGRID MAN-SON -HING COMPLIANCE ASSISTANT SUPERVISOR IMansonhing@schools.nyc.gov 

TANEIA BEVANS POINT-OF SALE (POS) SYSTEM MANAGER TBevans2@schools.nyc.gov 

SCHOOLFOOD HELP DESK

SCHOOLS:  Call: (718) 707-4400       Fax: (718) 349-5463
Send email to: FoodCompliance@schools.nyc.gov

HOUSEHOLDS: Call: (877) 363-6325  [877-DOE-MEAL]
Send email to: FoodCompliance@schools.nyc.gov

SCHOOLFOOD CONTACT  INFORMATION

SCHOOLFOOD  WEBSITE :   http://schools.nyc.gov/schoolfood 
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