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This document provides important reminders regarding the direct certification process for school 

nutrition programs. For technical questions about accessing the system or data collection efforts, 

please contact the direct certification Help Desk at 860-713-6681. For questions about free and 

reduced-price application processing and direct certification regulations, please refer to the U.S. 

Department of Agriculture (USDA) Eligibility Manual for School Meals, or contact your Child 

Nutrition Programs technical support person at the Connecticut State Department of Education 

(CSDE).  

 Only one person per local educational agency (LEA) may be the direct certification contact with 

access to the Direct Certification Web Application Sign In. For information regarding the direct 

certification process, see The New Look of Direct Certification Webinar and PowerPoint 

presentation. 

 To determine the LEA’s direct certification contact, refer to the LEA Direct Certification Contact 

Person List.  

 If the direct certification contact changes, notify Maria Santini at maria.santini@ct.gov with the 

name, e-mail address and phone number of the new contact. Also notify the food service director 

so the online agreement can be updated with the new contact information. The new online 

agreement now requires the name and contact information of the LEA’s direct certification 

contact. When Maria has received and processed the new contact request, the new contact will 

receive a confirmation e-mail with instructions on how to set-up a user ID and password. 

 If the district has an intersponsor agreement with a private school and is claiming those meals or 

assisting with the processing of the school’s free and reduced-price meal applications, the district 

must work with the private school to gain access to their direct certification information. Private 

schools have a different process for obtaining direct certification data. For more information, see 

the Direct Certification Manual for Private Schools.  

 If the district has an intersponsor agreement with a public school and is claiming those meals or 

assisting with the processing of the school’s free and reduced-price meal applications, the district 

may request (with the other district/school’s approval) a login ID and password from the CSDE 

to access the district’s direct certification database. 

 Accessing the direct certification system is not optional. All LEAs that are collecting and 

approving free and reduced-price meal applications must access the direct certification Web site 

at least once weekly. The information is updated on Monday, unless it is a holiday. The database 

should be accessed on Tuesdays (the day after the batch is matched) to allow the information to 

be completely updated. If you have questions regarding accessing the information, please contact 

the Help Desk at 860-713-6681. 

 Students that were not matched at the CSDE/Department of Social Services level are placed in 

Case Management on the direct certification Web site. LEAs must access Case Management 

weekly to determine if any students in the LEA are directly certified. 

 The “Benefit Source” column on the direct certification spreadsheet shows the codes for each 

type of direct certification. It is important that the determining official uses these codes when 

recording a student as being directly certified as free. This will help to ensure that the students 

are included in the appropriate section on the FNS 742 Verification Collection Report. The 

USDA wants to know which students are directly certified as “FS,” “AF” and “OT.” In addition, 

the LEA must extend free benefits to all children in the household if a child is listed as “FS” or 

“AF” on the direct certification list. If a child is listed as “OT,” benefits are not extended to all 

children in the household. 

http://www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Nutrition/EligibilityManual.pdf
http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=333776
https://best-sso-am4.ct.gov/nidp/idff/sso?RequestID=idIlicZSrrwe20my7u1eE9cnACmsg&MajorVersion=1&MinorVersion=2&IssueInstant=2015-08-22T16%3A01%3A52Z&ProviderID=https%3A%2F%2Fbest-sso-am4.ct.gov%3A443%2Fnesp%2Fidff%2Fmetadata&RelayState=MA%3D%3D&consent=urn%3Aliberty%3Aconsent%3Aunavailable&ForceAuthn=false&IsPassive=false&NameIDPolicy=onetime&ProtocolProfile=http%3A%2F%2Fprojectliberty.org%2Fprofiles%2Fbrws-art&target=https%3A%2F%2Fcsde1.ct.gov%2FDirectCertification%2F&AuthnContextStatementRef=Dept_ED_URI
http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=335442
http://www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/directcert/DirectCertWebinar.pdf
http://www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/directcert/DirectCertWebinar.pdf
http://www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/directcert/directcertcontact.pdf
http://www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/directcert/directcertcontact.pdf
mailto:maria.santini@ct.gov
http://www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/directcert/dcmanualpriv.pdf
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 Remember to extend free eligibility to all children in the household if a child’s name is found on 

the direct certification list. For more information, see the USDA’s Eligibility Manual for School 

Meals.  

 If the “State Wide Search” is used to find a student and a student is located, you must take and 

print a screen snapshot as proof that the child was found in the direct certification system.  

 An additional feature within the “State Wide Search” tab is the ability to search by the 

Authorized Unit (AU) Number. The AU is a data element that can be found on the Review 

Matched report and represents the unique number for a household. This AU Number will be 

shared by each child within the same household. It is therefore a good way to track households 

with multiple last names, and to track siblings within the household that attend different schools 

within the district (see example below). 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 
 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and 
employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, 
age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.   

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), 
should contact the Agency (State or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information 
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:  

(1) mail: U.S. Department of Agriculture  
Office of the Assistant Secretary for Civil Rights  
1400 Independence Avenue, SW  
Washington, D.C. 20250-9410;  

(2) fax: (202) 690-7442; or  
(3) email: program.intake@usda.gov. 

This institution is an equal opportunity provider. 
 
The Connecticut State Department of Education is committed to a policy of equal opportunity/affirmative action for all qualified persons. The Connecticut State 
Department of Education does not discriminate in any employment practice, education program, or educational activity on the basis of race, color, religious creed, sex, 
age, national origin, ancestry, marital status, sexual orientation, gender identity or expression, disability (including, but not limited to, intellectual disability, past or 
present history of mental disorder, physical disability or learning disability), genetic information, or any other basis prohibited by Connecticut state and/or federal 
nondiscrimination laws. The Connecticut State Department of Education does not unlawfully discriminate in employment and licensing against qualified persons with a 
prior criminal conviction. Inquiries regarding the Department of Education’s nondiscrimination policies should be directed to: Levy Gillespie, Equal Employment 
Opportunity Director/Americans with Disabilities Act Coordinator, Connecticut State Department of Education, 25 Industrial Park Road, Middletown, CT 
06457, 860-807-2071, Levy.Gillespie@ct.gov.  

QUESTIONS? Contact the Help Desk at 860-713-6681. 

For more information, see the Connecticut State Department of Education’s (CSDE) Direct 
Certification Web page or contact the school nutrition programs staff in the CSDE Bureau of 
Health/Nutrition, Family Services and Adult Education, 25 Industrial Park Road, Middletown,  
CT 06457. 

This handout is available at www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/directcert/dcremind.pdf. 
 

http://www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Nutrition/EligibilityManual.pdf
http://www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Nutrition/EligibilityManual.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:Levy.Gillespie@ct.gov
http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=335442
http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=335442
http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=333776

