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INTRODUCTION

This manual contains information on determining eligibility for free and reduced-price meals for the National School
Lunch Program (NSLP) (including commodity schools and the After-School Snack Program [ASSP]) and the School
Breakfast Program (SBP). Itisalso applicableto the Special Milk Program (SMP) when schools and institutions serve
freemilk to eligible children. Whilethiseligibility guidance directly addressesthe school programs, it isalso generally
applicable to the Child and Adult Care Food Program (CACFP) and the Summer Food Service Program (SFSP) when
individual children’s eligibility must be established. These programs are collectively considered the Child Nutrition
Programs (CNP).

Satutory and Regulatory Authority

Statutory authority for the CNP includes the Richard B. Russell National School Lunch Act (NSLA) and the Child
Nutrition Act of 1966 (CNA). The statutory citations are, respectively, 42 United States Code 1751 et seq. and 42
United States Code 1771 et seq. Regulatory authority isfound, asfollows, in the Code of Federal Regulations (CFR):

e 7 CFR Part 210, National School Lunch Program (NSLP)

e 7 CFR Part 215, Specia Milk Program (SMP)

e 7 CFR Part 220, School Breakfast Program (SBP)

e 7 CFR Part 225, Summer Food Service Program (SFSP)

e 7 CFR Part 226, Child and Adult Care Food Program (CACFP)

o 7 CFR Part 245, Determining Eligibility for Free and Reduced-Price Meals and Free Milk in Schools

Administration of the Programs

The school meals programs are administered at the federal level by the Food and Nutrition Service (FNS) of the United
States Department of Agriculture (USDA). At the state level, the programs are administered by the Oklahoma State
Department of Education (the Sate Agency).

Resources

To keep up-to-date, regularly check the Child Nutrition (CN) Division’s Web site at http://www.fns.usda.gov/cnd for
recently posted regulations, policy clarifications, prototype application materials, and other information.
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ADMINISTRATION

A. General Requirements (Reference page 10 of USDA Eligibility Manual—2014)

1.

State agencies that administer the school meal's programs must issue free and reduced-price policy guidance
and any other instructions necessary to local educational agencies (LEAS) to ensure the awareness of federal
and state requirements pertaining to free and reduced-price meals and free milk. Participating LEAS must
provide free and reduced-price benefits to eligible children in accordance with the statutory and regulatory
requirements as detailed in this manual .

All schools participating in the NSLP or SBP must make free and reduced-price meals available to eligible
children, and all schools and institutions participating in the free milk option of the SMP must make free milk
availableto eligible children.

Theterm school food authority (SFA) isused for local agencies administering the school mealsprograms (i.e.,
the governing body that isresponsiblefor the administration of one or more schools and hasthelegal authority
to operate the school meal s programsin those school s) whilethetermlocal educational agency (LEA) isused
for those responsible for the application, certification, and verification activities of the NSLP and SBP.

4, LEA means:

a.  Thepublic board of education or other public or private nonprofit authority legally constituted within a
state for the administrative control of public or private nonprofit schools in a political subdivision of a
State.

b. Anadministrative agency or combination of school districts or counties recognized by the state.

c. Any other public or private nonprofit institution or agency having administrative control and direction of
apublic or private nonprofit school or residential child care institution (RCCI).

B. Policy Statement (Reference page 16 of USDA Eligibility Manual—2014)

Each LEA participating in the NSLP, SBP, or the SMP (with free milk option) must have an approved free and
reduced-price policy statement on file at the State Agency. If an LEA isjust starting its participation in the NSLP,
SBPR, or SMP, it must submit its policy statement to the State Agency for approval. Once approved, the policy
statement becomes a permanent document, amended when the LEA makes a substantive change in its free and
reduced-price policy.

1.

The free and reduced-price policy statement must contain, at a minimum, the following:

a. Names of official(s), or the position of the LEA or school official, designated to make eligibility
determinations.

b. An assurance that the LEA will determine eligibility in accordance with the current Income-Eligibility
Guidelines (IEGS).

c. LEA’sspecific proceduresto accept applications for benefits and its direct certification procedures.

d. Description of the method(s) used to collect payments from children paying the full price of the meal or
milk or the reduced-price of the meal that preventsthe overt identification of the children receiving free or
reduced-price meals or free milk.

e. Anassurance that the school will abide by the hearing procedures and the nondiscrimination practices.

f. Copy of the application form and L etter to Household.
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2. Thefree and reduced-price policy statement should also contain a copy of the following:

Mediarelease.

Notice to households of approval or denial of benefits.

Notice to households of selection for verification.

Notice to households of adverse action.

In LEASsthat have opted to implement direct certification, the notice of eligibility under direct certification.

Do T

3. Amendments:

a. Unless there is a substantive change made to the free and reduced-price policy of the LEA, the policy
statement need not be changed and resubmitted for State Agency approval. Routine changes such asthe
inclusion of the new |EGs are not sufficient to require resubmission.

b. TheLEA must amend itspolicy statement for any substantive changesto itsfree and reduced-price policy
and include adescription of the change. Inall cases, the LEA must have an approved policy statement on
fileat the State Agency that accurately describesits current free and reduced-price policies. Amendments
must be submitted for approval by the State Agency by October 15. The amendments must be approved
by the State Agency prior to implementation.

c. Theamendments must reflect:

»  Changes made necessary by law/regul ations.

e Changes made by the LEA (e.g., changes in collection procedures, designation of new approving/
hearing official[s]), changes in procedures for accepting applications, revisions in the Letter to
Household or Application for Free and Reduced-Price School Meals/Free Milk.

e Additional information specified by the State Agency.

4. Policy Statement for the SMP

A free policy statement must be submitted to and approved by the State Agency for LEASs participating in the
SMP with the free milk option. An LEA may submit a single policy statement for the NSLP/SBP and SMP
when some of its schools participate in the SMP and others participate in the NSLP/SBP.

C. Public (Media) Release

1. Near the beginning of each school year, the public must be notified that the NSLP, SBPF, and/or SMP are
availableinthe school or school district. Thisnotice must includethe eligibility criteriafor free and reduced-
price mealsand/or free milk. It must be provided to thelocal news media, the unemployment office, and any
major employers who are contemplating large layoffs in the attendance area of the school.

2. Thepublic release must also include that:

a. When known to the LEA, households will be notified of their children’s eligibility for free mealsif they
are members of households receiving assistance from:

»  The Supplemental Nutrition Assistance Program (SNAP) or, as applicable, the Food Distribution
Program on Indian Reservations (FDPIR).

»  The Temporary Assistance for Needy Families (TANF) if the state program meets the statutory
requirements.

* Noapplicationisrequired for free meal benefits for these households.

e All childreninthese households are eligible for free meal benefits. If any children werenot listed on
the eligibility notice, the household should contact the LEA or school to have free meal benefits
extended to those children.
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4,

b. WhenknowntotheLEA, householdswill benotified of any child’sdligibility for free mealsif theindividual
child is Other Source Categorically Eligible because the child is categorized as:

e Homeless, migrant, or runaway as defined by law.

e Enrolledinan eligible Head Start or Even Start.

e For any child not listed on the eligibility notice, the households should contact the LEA or school
about any child also eligible under one of these programs or should submit an income application for
other children.

e |If households/children receive benefits under Assistance Programs or other source programs are not
notified by the school of their free meal benefits, the parent/guardian should contact his’her school.

e Households notified of their children’'s eligibility must contact the LEA or schoal if they choose to
decline the free meal benefits.

The public release must contain the same information supplied in the Letter to Household, except that the
public release must contain both the free and reduced-price IEGs. However, apublic releasethat only refersto
the SMP should not contain the reduced-price IEGs.

Copies of the public release must be made available upon request to any interested person.

D. TermsUsed in This Section (Reference pages 11 through 15 of USDA Eligibility Manual—2014)

1.

Assistance Programs

a.  Supplemental Nutrition Assistance Program (SNAP)
b. Temporary Assistance for Needy Families (TANF)
c. Food Distribution Program on Indian Reservations (FDPIR)

The determination is made through an application with appropriate case numbers or through direct certification.

Categorically eligible children are those children automatically eligible for free meal benefits because they,
or any household member, receive benefits under Assistance Programs or those children who are designated as
members of Other Source Categorically Eligible Programs. Anindividual child's eligibility under any of the
Other Source Categorically Eligible Programs does not convey to other children in the household.

There are two waysto be classified as categorically eligible:

e Through participation in Assistance Programs—SNAP, TANF, or FDPIR (a child or any member of the
household receives benefitsfrom SNAP, TANF, or FDPIR asdetermined through direct certification or an
application with appropriate case numbers.

OR

e Through Other Source Categorically Eligible designation—homeless, runaway, migrant, foster child, federal

Head Start program, state-funded Head Start program, and Even Start program.

Direct certification meansdetermining children eligiblefor free meal benefits based on documentation obtained
directly from the appropriate state agency. In most situations, direct certification of achild’seligibility status
should not involve the household. The communication exchange should be between an appropriate agency
and the LEA/school.

a. Direct certification for Assistance Programs, excluding FDPIR, is conducted through a computer/
€l ectronic match between the state and the L EA using the Oklahoma Student Information System (WAVE).

e Direct certification for SNAP households must be conducted using the WAVE.
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10.

11

12.

»  Direct certification may also be conducted using |etters provided to eligible participants from TANF
or FDPIR agenciesthat the family submitsto the LEA/school. However, the use of eligibility letters
doesnot fulfill thedirect certification requirement for those househol dsreceiving SNAP benefits. No
application is necessary if eligibility is determined through the direct certification process.

b. Direct certification for Other Source Categorically Eligible Programs can be conducted through a
computer/electronic match between appropriate officials from other source programs and the LEA.

c. Direct certification may aso be conducted using lists of eligible participants (Head Start, Even Start)
provided to the L EA from appropriate officialsfrom Other Source Categoricaly Eligible Programs. Letters
provided by such programs to eligible participants may also be used for direct certification.

d. Noapplicationisnecessary if eligibility is determined through the direct certification process.
Direct verification means using public records as means to verify children’s eligibility for free meals.
NOTE: Direct verification isonly done AFTER theinitial application has been processed at face value.

Even Sart refersto afederally funded Even Start Family Literacy Program and must be at the prekindergarten
level.

Extension of categorical eligibility meansthat all childrenin ahousehold with at least one child or household
member who receives benefits from Assistance Programs are considered categorically eligiblefor free meals.
Any one child’'s or household member’s receipt of benefits under Assistance Programs extends free school
meal eligibility to al children who are members of the household.

Foster child meansachild whose care and placement isthe responsibility of an agency that administersastate
plan under Part B or E of Title IV of the Social Security Act or afoster child who a court has placed with a
caretaker household. These provisions only apply to children formally placed in foster care by a state child
welfare agency or a court. They do not apply to informal arrangements such as caretaker arrangements or
permanent guardianship placements that may exist outside of or as aresult of state- or court-based systems.
Whether placed by the state child welfare agency or acourt, in order for achild to be considered categorically
eligible for free meals, the state must retain legal custody of the child.

Free Meal isameal served inthe NSLP or SBP to a child eligible for such benefits under 7 CFR Part 245.
Neither the child nor any member of the household pays or isrequired to work in the school or in the school’s
food service to receive afree meal.

FreeMilk ismilk served inthe SMPto achild eligiblefor free milk under 7 CFR Part 245. Neither the child
nor any member of the household pays or is required to work in the school or in the school’s food service to
receive free milk.

Head Start refers to the federal Head Start program and any state-funded prekindergarten classes using
identical or more stringent eligibility criteriathan the federal Head Start program.

Household meansagroup of related or nonrelated individual swho areliving asone economic unit. Theterm
family has the same definition. These definitionsare foundin 7 CFR 245.2.

Income-Eligibility Guidelines(l EGSs) are the household-size and income levels prescribed annually by the
Secretary of Agriculture for determining eligibility for free and reduced-price meals and for free milk. The
freeguidelinesare at or below 130 percent of the federal poverty guidelines and the reduced-price guidelines
are between 130 percent and at or below 185 percent of the federal poverty guidelines.
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13. Mixed Householdsare householdsthat include children designated as Other Source Categorically Eligibleas
well as children who are not.

14. Operating Days are the accredited days during which meal serviceis provided.

15. Other Source Categorically Eligible Programs are those which make children automatically eligible for
free benefits, either through direct certification or application, because the children are:

a

b.

Enrolled in afederal Head Start program.

Enrolled in Even Start—a participant in afederally funded Even Start Family Literacy Program must be at
the prekindergarten level.

Determined a homeless child by the school district’s homeless liaison or by the director of a homeless
shelter.

Determined amigrant child by the state or local Migrant Education Program (MEP) coordinator.

Determined arunaway child who isreceiving assistance from aprogram under the Runaway and Homeless
Youth Act and isidentified by the local education liaison.

Determined to be a foster child whose care and placement is the responsibility of the state or formally
placed by a court with a caretaker household and the state retains legal custody of the child.

NOTE: A child’séligiblity for free meals under Other Source Categorical Eligibility does not extend to any
other child in the household.

16. Overt Identification. Reference USDA Memo SP-45-2012 and page 72 of USDA Eligibility Manual—2014.

a

Defining Overt Identification: Overt identificationisany action that may result inachild being recognized
aspotentially eligibleto receiveor certified for free or reduced-price school meals. SFAsmust assure that
achild’s eligibility statusis not disclosed at any point in the process of providing free or reduced-price
meal s, including notification of the availahility of free or reduced-price benefits, certification and notification
of eligibility, provision of mealsin the cafeteria, the point of service, providing additional servicessuch as
educational servicesto low-income children, and through the method of payment.

Preventing Overt |dentification of Directly Certified Children: SFAsarenot required to provde applications
to parentswhen children are eligible for free mealsthrough direct certification, but must assure that these
children are not overtly identified through the method used to distribute applications. If an SFA distributes
applicationsto individual households, such asby mail (including e-mail) or inindividual student packets
or online availability, applications do not have to be provided to households in which all children are
determined eligible through direct certification. If the distribution method is not individualized, all
households must be provided applications. (See 7 CFR §245.6[b][10].)

Prohibited Actions: The following actions are prevented by law and regul ation:

e Publicizing or announcing eligible households or children’s names.
e Using different mediums of exchange (see Item d on next page).

e Having separate dining areas, service times, or serving lines.

e Limiting choices of reimbursable meals.

e Requiring that children work for their meals.

(Seethe Richard B. Russell National School Lunch Act Section 9[b][10], 42 U.S.C. 1758 [b][10], and 7 CFR §245.8.)
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d. Medium of Exchange Restrictions. Of particular concernis prevention of overt identification in the food
servicearea, especially at the point of service. Any meal cards, tickets, tokens, or other methodsto obtain
reimbursable meals cannot be coded or colored in amanner that would overtly identify free and reduced-
priceeligiblechildren. Inaddition, SFAsmust take stepsto assure that rosters, computer screens, or other
equipment used at the point of service cannot be viewed by anyone not needing theinformation, especially
students. Further, the information on the rosters or screens should be masked or coded to avoid other
students discerning any student’s eligibility status.

SFAs are encouraged to use prepayment systems as much as possible to limit exchange of money which
can inadvertently indicate a student’s eligibility status. SFAs must make reasonable efforts to publicize
and encourage use of prepayment options by studentsand parents. SFAs should provide multiple waysto
make prepayments, such as online; multiple locations within the school, especially when students are
arriving or changing classes; and reminding parentsthrough e-mail, written notices, or other meanswhen
astudent’s balance islow.

e. Food ServiceAreaConsiderations. SFAsare prohibited from having separate dining areas, servicetimes,
serving lines, or limiting the choices of reimbursable meals based on a student’s eligibility status. In
addition, SFAs choosing to sell competitive foods during the meal service are encouraged to ensure the
operation of the sale of competitive foods doesnot inadvertently result in eligible children being identified.
Waysto limit overt identification related to the sale of competitive foodsinclude:

»  Limit competitivefoodsto those also offered as part of reimbursable mealson the reimbursablelunch
lines.
»  Offer competitive foods on the same lines as reimbursable meals are offered.
»  Only allow competitive foods to be purchased with aprepaid card.
f.  Monitoring: SFAs must avoid any policy or practice that has the effect of overtly identifying eligible
children. Where necessary, local education agencies should promptly update their policy statements,
implementation procedures, and operations to comply with this guidance.

17. Reduced-Price Meal isalunch priced at 40 cents or less, an afternoon snack priced at 15 cents or less, or a
breakfast priced at 30 cents or less, to a child eligible for such benefits under 7 CFR Part 245.

18. Residential Child Care Institution (RCCI) is generaly any distinct part of a public or nonprofit priviate
institution that:

a  Maintainschildrenin residence.
b. Operates principaly for the care of children.

c. If private, islicensed by the state or local government to provide residential child care services under the
appropriate licensing code.

The regulatory definition of SCHOOL for NSLP, SBP, and SMP includes RCCls.
19. School Year isthe period between July 1 and June 30.

20. Working Daysarethose dayswhen school isopen, teachers and/or school administrators are on-site, but food
serviceisnot in operation.
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APPLICATIONS (Reference pages 18-43 of USDA Eligibility Manual—2014)

A. Submission of Applicationsfor Free and Reduced-Price School Meals by All Households

1.

The National School Lunch Act (NSLA), which includes snacks, the SBP, and the SMI, requires that SFAs
inform households of the availability of the program(s) and how a household may apply for free or reduced-
price benefits (7 CFR §245.5). However, neither the NSLA, the Child Nutrition Act, nor the regulations and
guidance material governing these programs has arequirement that would mandate submission of an Application
for Free and Reduced-Price School Meals. While school officials must make familiesaware of the availability
of freeand reduced-price meals (except for RCClsand nonpricing schools) and may even request that househol ds
apply, school officials may not require that a household submit an Application for Free and Reduced-Price
School Meals. A site or SFA wishing to requireincomeinformation from all householdswith enrolled children
for purposes other than child nutrition must secure information through means other than the household’s
Application for Free and Reduced-Price School Medls. SFAsthat provide househol dswith multiuse applications
(i.e., those which include both meal program benefitsaswell as nonfood benefits) must ensure that the process
doesnot violate the requirements specified herein. A copy of the Letter to Household and Application for Free
and Reduced-Price School Meals can be found on pages E-63 through E-67.

It isthe household’s responsibility to complete the application. The LEA may send households an application
with the child’s name and the household’s name and address preprinted on it. However, no other information
required for an eligibility determination may be preprinted.

B. Household Applications

C.

Section 105 of the Child Nutrition and WIC Reauthorization Act of 2004 requires SFAs to distribute household
applications rather than individual student applications.

1.

SFAs may not request a separate application for each child in the household who attends different siteswithin
the same district.

If ahousehold does submit a separate application for each student in the household, the SFA should:
a Stapleall individua applications pertaining to the same househol d together.
b. Makesureall information on each application isthe same; if so, approve or deny the application as usual.

c. If theinformation is different, contact the household to clear up any questions and document correct
information. Once correct information is obtained, approve or deny the application as usual.

d. Count al individual student applications pertaining to the same household as ONE application when
calculating the number that needsto be verified.

Application for Free and Reduced-Price School Meals—Refer to page E-67 for a prototype application. NOTE:
I f an SFA changesthe prototype, the changed application must be approved by the State Agency beforethe SFA
isallowed to useit.

The application and Letter to Household cannot be accepted or processed by an SFA prior to July 1 of each
school year.
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1. Categoricaly Eligible Children
Categorical Applications based on SNAP, TANF, and/or FDPIR Households (Assistance Programs)
The application MUST request that the household provide the following:
a. Namesof al household members.

b. A SNAP TANF, or FDPIR case number for any household member. One case number will qualify all
enrolled studentsto receive free meal benefitswithin that househol d. (Reference USDA Policy Memo SP-
38-2009.)

(1) SNAP:* A valid SNAP number may begin with the letters A, B, C, D, H, J, or T followed by six to
ninedigits. All valid numbers MUST be Oklahomarissued. Some numbers could also include adash,
followed by two additional numbers.

(2) TANF:* Avaid TANF number isrecognized by asix- to nine-digit number beginning with the letter
C or H. All valid numbers MUST be Oklahomarissued. This number could be followed by adash
with two additional numbers.

(3) FDPIR:* AnFDPIR number may appear to be any combination of |etters and/or numbers. It hasno
identifiableformat. NOTE: A number starting with KK should not be considered an FDPIR number.

*  There are no mixed households under the Assistance Programs. |f an application contains asingle
case number for SNAP, TANF, or FDPIR, all enrolled children listed on the application must be
approved for free meal benefits. This extension of categorical eligibility also applies to the direct
certification process. Any incomeinformation on an application containing a SINGLE/CORRECT
SNAP, TANF, or FDPIR case number should be disregarded. (Reference USDA Policy Memo SP-
38-2009.)

*  |f there is any doubt of the validity of a case number submitted on an application, the SFA should
contact the appropriate SNAP, TANF, or FDPIR official and document thefindings. (Thisisonly for
numbers that are not formatted as Oklahoma numbers.)

c. Thesignature of an adult household member.
2. Other Source Categorically Eligible Foster Children

Section 102 of the Healthy, Hunger-Free Act of 2010 amends Section 9(b)(12)(A) of the NSLA to provide
categorical eligibility for free meals, without further application, to any foster child whose care and placement
isthe responsibility of the state or who is placed by a court with a caretaker household. In addition, the Act
amends Section 9(b)(5) of the NSLA to allow certification of afoster child for free mealswithout application
if the LEA or other CNPinstitution obtains documentation from an appropriate state or local agency indicating
the status of the child as a foster child whose care and placement is the responsibility of the state or that the
foster child has been placed with acaretaker household by acourt. These provisionswere effective October 1,
2010.
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It is important to note that these provisions only apply to foster children formally placed by a state child
welfare agency or acourt. They do not apply to informal arrangementsthat may exist outside of state- or court-
based systems.

This change to allow categorical eligibility for free meals for foster children necessitates changesin the way
free and reduced-price applications are handled. Previously, aseparate application for free and reduced-price
meals was submitted for afoster child who was considered a household of one.

Now, the foster child is categorically eligible and may be certified without an application. Households with
foster and nonfoster children may choose to include the foster child as a household member, as well as any
personal income earned by the foster child on the same household application that includes their nonfoster
children. This will streamline the application process and may help the foster family’s nonfoster children
qualify for free or reduced-price meals based on household size and income.

In processing the application, the SFA would certify thefoster child for free mealsand then make an eligibility
determination for the remainder of the household based on the househol d’sincome (including personal income
earned by the foster child) or other categorical eigibility information reported on the application. Asbefore,
foster payments received by the family from the placing agency are not considered income and do not need to
be reported. NOTE: The presence of a foster child in the household does NOT convey €eligibility for free
meals to all children in the household in the same manner as SNAP, TANF, AND FDPIR participation
does.

Other Source Categorical Eligibility (Except Foster Children)

Children may be categorically eigible dueto Other Source Categorical Eligibility statusthrough an application
(or direct certification). Under thisdesignation, an appropriate box on the application must be checked indicating
the child's status. The child isdetermined eligible for free meals, and the L EA must then document the status
with appropriate officials for each program.

A compl ete application must provide:

»  Namesof children for whom application is made.

» Indication of child’scategorical eligibility status (abox for each category isshown on the application, and
households must check the appropriate one).

e Signature of an adult household member.

Income application must contain the following in order to be deemed acompl eted application: (Refer to page
E-71 for the IEGS)

a. Thenamesof all household members, including each child for whom the application is made.

b. Theamount of grossincome received in the prior month by each member and the source of the income.
NOTE: The No box must be checked by each individual’s name if that individual does not have
income. |f thebox isnot checked and the personisnot listed with income, the application isconsidered
incomplete and must not be approved.

c. Thelastfour digitsof the social security number of the adult household member who signsthe application
or an indication that the household member does not have one. (Reference USDA Policy Memo SP-19-
2011)

d. Thesignature of an adult household member.
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D. Foreign Language Trandations

1. The application materials and other communications with households concerning €eligibility determinations
must be in alanguage that parents and guardians can understand in order to diminish any language barriersto
participation for Limited English Proficient (LEP) families. (Title 6 of the Civil RightsAct of 1964) Where
households need information in alanguage other than English, LEAsmust take reasonabl e efforts, considering
the number of such households, to provide household letters and application formsto them in the appropriate
languages.

2. The FNS Web site (www.fns.usda.gov/cnd/application/familyfriendlyapps.html) has the prototype
application and materials translated in a number of languages. LEAS are responsible for ensuring that all
application and other household materials used in the application process are avail able in alanguage the LEP
household can understand. Additionally, households can be assisted with completing the application process
through the use of personnel proficient in foreign languages.

3. LEAsarecurrently assisting LEP families as required under Title 6 of the Civil Rights Act of 1964. Under
Title 6, LEAS have a responsibility to be aware of the language needs of LEP households and ensure these
households have access to the same information other parents have in a manner they can easily understand.
LEAs are reminded that free and reduced-price application materials can easily be included along with
educational materialsthat are provided to LEP families under the requirements of Title 6.

4. LEAsmust haveasystemin placeto identify language needs of families. LEAscan usetheinformation gained
through the Home Language Survey conducted during the school enrollment processto identify the language
used in househol ds.

5. LEAsand state agencies must:

e Be familiar with the translated application materials available through FNS. Use the Home Language
Survey, USDA's| Speak survey, or other surveysto help identify LEPfamilies. Befamiliar with languages
used in the community and the potential need for materialsin those languages.

e After assessing potential language needs, determine where information or translation services in those
languages may be obtained.

e Afteridentifying LEP households, ensurethat the households applying for benefitsreceivelanguage services.

e For parents or guardians who are unable to read or have limited literacy, state agencies and LEAs must
provide the necessary services so that parents or guardians are assisted with completing the application
process. Thismay entail providing oral interpretation services. Parents should not be expected torely on
family members (especially children) or friends as interpreters as they may not be able to provide quality
and accurate interpretations.

e State agencies and LEAs must have a system in place to assist L EP households through the verification
process. Follow-up with LEP households that do not respond to theinitial verification request.

e When possible, state agenciesand L EAs should also partner with other local resources, such asmigrant or
refugee assi stance agencies.
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E. Processing of Applications

1.

Free and Reduced-Price Reimbursement

The SFA or school MUST have on file an approved application or alist of directly certified students showing
the name of each student served ameal or milk which meets program requirements.

Benefits Prior to Approval:

a. Beforeapplications are approved for the school year, the SFA may only claim and be reimbursed for free

and reduced-price meals or free milk served to:
e Children from households with approved applications on file from the previous year.

*  New childrenin an SFA from households with children who were approved for benefits the previous
year.

» Transfer Sudents: Previously approved children who transfer from one district to another, aslong
asthereceiving site obtains a copy of the prior year’s or current year’s application from the sending
SFA.

LEAs have flexibility concerning the effective date of certification for application approval as well as
Direct Certification determination for Program benefits. Section 9(b)(9)(A) of the Richard B. Russell
National School Lunch Act, 42 U.S.C. 1758(b)(9)(A), states that a child in a household meeting the
incomelimitsat the timethe application issubmitted . . . shall be served a freelunch. Section 9(b)(9)(B)
provides the same authority for reduced-price lunches. Therefore, if the LEA chooses, it could establish
the date of submission of an application as the effective date of eligibility rather than the date the
official approvesit. This flexibility applies to eligibility determinations made through the application
processonly and only to compl ete applications containing all required information at the time of submission.
L EAscan usethisflexibility when processing household income applications aswell aswhen waiting for
documentation of other source categorical eligibility (e.g., for homeless or migrant children) indicated on
a household application.

LEAsmust notify the State Agency asto what date will be used for application approval. Thisinformation
will be captured in eClaims on each renewal application. (Reference USDA Memo SP-11-2014)

3. Carryover Applications

a. SFASMUST carry over the eligibility status from the previous year for any child enrolled in the current

school year. This applies to direct certification, categorical eligibility determinations, and income
applications. Carryover of the eligibility status from the previous year also applies to children in Head
Start programs | F the SFA administers both the Head Start program and the school in which the child
attends kindergarten.

Currently enrolled students’ eligibility statusfrom aprior year isonly valid for thefirst 30 operating days
of the school year (beginning with the first day of school in which meals are served and claimed for
reimbursement after July 1). Thismeansthat if asitewithin the district operatesasummer school inwhich
meals are served under NSLP and/or SBP, and the summer school continues into the month of July, the
first day of the 30-day operating period for that particular site would begin on thefirst day summer school
isinsessionin July.
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SFAs CANNOT establish a shorter time frame for carryover applications.

Once a new application is obtained and approved, the carryover application isno longer valid. If anew
application is not received within the 30-day period, benefits are terminated for the child on Day 31. A
letter of adverse action isnot necessary if terminating benefitsfor thisreason. However, if the eligibility
status has changed, the SFA would report the student’s eligibility in both categoriesfor the month that the
new application was approved.

For example: Thefirst 30 days of the new school year ends September 15. A student who qualified for
free meals in the previous school year submits an application for the new school year on September 10.
The school hasten days from receipt of an application to approve or deny and issue benefitsif any apply.
The SFA approves the new application at a reduced-price status on September 11; therefore, the SFA
would report this student in the free eligible category from September 1 through 10 and claim the meals
served to him or her accordingly. Effective September 11 through 30, the student would be reportedinthe
reduced-price eligibility status and meals served to him or her during that time would be claimed as
reduced-price. Beginning October 1, this student would be reported and claimed in the reduced-price
category only.

If, during the same month, a student’s benefits are denied on the 31st day and then an application is
submitted and approved at the same eligibility benefit as before the 31st day, the SFA would only count
that student’s eligibility once during that month.

If students listed on the household application attend different sites and each site begins school on a
different date, each child’s benefit on the household application would then expire on a different date.

Mobility From a Provision Site: Children from schools participating in a Provision school (including
Community Eligibility Provision [CEP]) who transfer within the same L EA to aschool not participating in
a Provision must complete a free and reduced-price meal application or can be determined eligible for
free meals through the direct certification notification. 1f achild’s direct certification information or an
approved application from the previous year is available, that child may receive free meals during the
carryover period.

Disaster Response (Reference USDA Policy Memo SP-25-2012)

Thefollowing studentswould be eligiblefor free mealsin situations resulting from damage or disruptions due
to natural disasters such as hurricanes, tornadoes, and/or floods.

a.  Children determined to be homeless under the M cKinney-Vento Homel ess Assistance Act.

b.

C.

Children in households receiving Disaster Supplemental Nutrition Assistance Program (D-SNAP).

Certification by school officials.

PROCESSING APPL I CATIONS (Reference pages 27-43 of USDA Eligibility Manual—2014)

A. Application Processing Time Frame

1. Applications should be reviewed and an eligibility determination must be made within ten operating days of
thereceipt of the application. (Whenever possible, applications should be processed immediately, particularly

for children who do not have approved applications on file from the previous year.)
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NOTE: The SFA must not delay approval of the application if the household failsto provide only information
that is not required.

Households should be notified immediately if benefits are denied or reduced from the level of the previous
year in order to provide adequate timefor the family to make appropriate arrangementsfor payment to prevent
the household from accumulating meal charges. Appeal rights must be sent in writing to the household. This
does not apply to the 30-day carryover.

A new lower €ligibility determination should be implemented only after the family has been notified. For
example, inthe case of ahousehold that received free benefitsthe previousyear and will now receive reduced-
price benefits for the new school year, adequate notice should be provided. Appeal rights must be sent in
writing to the household. This does not apply to the 30-day carryover.

The carryover period is in place to alow schools an appropriate amount of time to process applications,
especialy large school districts. However, it isnot theintent that school s delay the processing of applications.
Instead, schools must process applications as they are received and promptly notify the household.

B. Eligibility Criteria

1. Forachildtobeé€ligiblefor free or reduced-price benefits, the child MUST have been directly certified or the

household MUST have submitted acomplete application and be either categorically eligible or income-dligible.
Thisincludes students attending public school during the day, but who residein an institution.

a. Complete Application—An application that contains all required information for making an eligibility
determination.

b. Categorica Eligibility—f SNAP, TANF, or FDPIR benefits are received for a household, all enrolled
childreninthat household would be eligiblefor free meals or milk when the household submitsacomplete
application.

c. Other Source Categorically Eligible Programs are those which make children automatically eligiblefor
free benefits, either through direct certification or application, because the children are:

e Enrolledin afedera Head Start program.

e Enrolledin Even Start—aparticipant in afederally funded Even Start Family Literacy Program must
be at the prekindergarten level.

e Determined ahomeless child by the school district’shomelessliaison or by the director of ahomeless
shelter.

e Determined amigrant child by the state or local Migrant Education Program (MEP) coordinator.

e Determined a runaway child who is receiving assistance from a program under the Runaway and
Homeless Youth Act and isidentified by the local educational liaison.

e Determined to beafoster child whose care and placement isthe responsibility of the state or formally
placed by a court with a caretaker household.

A child's€ligibility for free mealsunder Other Source Categorical Eligibility does not extend to any other
child in the household.
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d. Income Eligibility—Children from a household that submits a complete application, and the sum of the
reported income for the household is at or bel ow the income-eligibility guidelines, are eligible for either
free or reduced-price benefits, as applicable.

2. Thedetermining official MUST review each incoming application to ensure that the household has submitted
acompleteapplication. If the applicationiscomplete, the official MUST then determine whether the household
is categorically eligible or income-eligible for benefits.

3. Applications for households that are not categorically eligible or income-eligible cannot be approved for
benefits.

4. United States citizenship is NOT a condition of eligibility for free or reduced-price benefits. SFAs MUST
apply the same eligibility criteriafor citizens and noncitizens or regardless of immigration status.

5.  USDA hasdetermined that the CNPisnot subject to Title 1V of the Personal Responsibility and Work Opportunity
Reconciliation Act of 1996 (PRWORA) that restricts certain welfare and public benefitsfor aliens.

C. Indication of Different Typesof Eligibility

1. On applications indicating mixed households where some children are Other Source Categoricaly Eligible
and some children are not, the LEA must have amethod to process different eligibility statusesthat may result
from these applications. While the household cannot be required to submit multiple applications, the LEA
may reproduce the appli cation to accommodate more than one dligibility status or may processthe application
separately in acomputer-based system.

2. After the Other Source Categorically Eligible children are determined eligible for free meal benefits, the LEA
must then use the household’sincome and size (including children in the Other Source category) to determine
if the noncategorically eligible children listed on the application are eligible for meal benefits.

3. Insuch mixed households, Other Source Categorically Eligible children will receive free meal benefitseven if
other children listed on the application are determined either eligible for reduced-price mealsor ineligible for
free or reduced-price meal benefits.

4. A complete mixed application must provide:

*  Namesof all household members.

e A checked box indicating the Other Source Categorical Eligibility status of achild; for afoster child, list
any personal income made available to the foster child and earned by the foster child, as appropriate.

e Signature of an adult household member.

e Lastfour digitsof thesocial security number of the adult household member who signsthe application or
an indication that the household member does not have a social security number.

*  The No box must be checked if no incomeisreceived.
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D. Computation of Current Income

1.

Each household MUST provide the amount of grossincome. Income MUST be identified with theindividual
whoreceived it and the source of theincome (such aswagesor welfare). Itistheresponsibility of thedetermining
official to computethe household'stotal current income and compare thetotal amount to theincome-eligibility
guidelines. A copy of the Income-Eligibility Guidelines (IEG) ison page E-71.

Incomereceived at different intervals. Households may haveincome from different sourceswhich are paid on
different schedules. For example, the household may receive paychecks on aweekly basis and child support
onamonthly basis. This section explainswhen conversion of incomeisrequired and how conversionisdone.

a. Noconversionisrequired if thereis only one source of income or if al sources are received in the same
frequency. The SFA would total all sources and compare them to the appropriate IEG. For example, if a
household of three reported receiving a monthly social security check and monthly child support, those
amounts would be added together and the result compared to the monthly |1EG for a household of three.

b. Conversionisrequired if there are multipleincome sources with more than one frequency; the SFA must
annualize all income by multiplying:
e Weekly income by 52.
e Every other week income by 26.
e Twiceamonthincome by 24.
e Monthly income by 12.

NOTE: SFAsCANNOT use conversion factors such as4.33 to convert weekly income or 2.15 to convert
biweekly income to monthly amounts. Software used must reflect this policy.

¢. Do not round the values resulting from each conversion.

d. Add all of the unrounded, converted values, and compare the unrounded total to the appropriate |EG for
annual income for the household size.

NOTE: Insituationswhereincomeisreported weekly, every two weeks, monthly, or twice amonth, and
the software has no provision for dealing with dollars and cents, cal culations should be done manually to
arrive at themost accurate annual income. All computerized software must include both the dollar amount
and the cent amount, unless the cents are computed manually.

E. Application Approval or Denial

1.

Households that submit an incomplete application cannot be approved. If any REQUIRED information is
missing, the information MUST be obtained before an eligibility determination can be made.

To get the required information, the school may return the application to the household or contact the household
either in person, by phone, or inwriting. The determining official must document the detail s of the contact and
dateandinitial theentry. Applicationsmissing the signature of an adult household member MUST bereturned
for signature.

Every reasonable effort should be made to obtain the missing information prior to denying the application.
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4. If there are any inconsistencies or questions concerning the required eligibility information provided, the
household’s application MUST be denied unlesstheinconsistencies or questionsareresolved. For instance, if
it isunclear whether the household provided weekly or monthly income, thisissue MUST be resolved before
an eligibility determination can be made. The official may contact the household prior to denial, document the
details of the contact, and date and initial the entry.

F.  Homeless, Migrant, Runaway Children (Refer to page 60 of the 2014 USDA Eligibility Manual)
1. Documentation of free meal eligibility:

Rather than an approved Application for Free and Reduced-Price School Medls, site officials must accept
documentation from the local educational liaison/coordinator or adirector of ashelter wherethe child resides
to establish free meal benefits. Documentation to substantiate free meal eligibility must consist of the child’'s
name or alist of names, effective date(s), and the signature of the local educational liaison/coordinator or the
director of the shelter. Thislist comesfrom the liaison, not Child Nutrition. Child Nutrition just accepts the
list at face value unlessthere is a concern that something is questionable. In this case, Child Nutrition would
still move forward with approval but then conduct verification for cause.

To implement these procedures, school officials must work closely with the educational liai son/coordinator or
director of a shelter to ensure that the child is provided free meal benefits as soon as possible.

Exception: Because of delays in receiving documentation from appropriate agencies or officials, a school
official may submit an application on behalf of achild that he or she knowsto be categorically eligible dueto
hisor her statusasamigrant, homeless, or runaway child. These applications must be donein accordance with
the temporary approval procedures.

Oncethedocumentationisreceived, that information must be noted on the application and the child’seligibility
statusis effective for the remainder of the school year and also would carry over for up to 30 operating daysin
the next school year. If no documentation isreceived to confirm the child’s status as a migrant, homeless, or
runaway child, the child's benefits are terminated and a new application must be filed, either by a school
official or by the child’s parent or guardian.

2. Homeless, migrant, runaway children residing with another household:

A child or family may temporarily reside with another household and still be considered homeless under the
definition of homeless in the McKinney-Vento Homeless Assistance Act. In these cases, the household size
and income of the host family isNOT taken into consideration in determining the free meal eligibility for the
child designated by the L EA liaison/coordinator.

Additionally, when a host family applies for free or reduced-price meals for its own children, the host family
may include the homeless/migrant family or runaway children ashousehold membersif the host family provides
financial support to the homeless/migrant family or runaway children, such as shelter, utilities, clothing, or
food. Insuch cases, the host family must also include any income received by the homelessymigrant family or
runaway children. Site officialsmust determineeligibility for thehost family inthetraditional manner. However,
free meal eligibility for the homeless/migrant/runaway child is based on the documentation provided by the
LEA liaison/coordinator, even when the child isincluded on the host family’sApplication for Free and Reduced-
Price School Meals.

If the host family meets the free or reduced-price meal eligibility criteria, school officials should provide the
host family with approval for free or reduced-price meal benefits, as appropriate.
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3.

Continuing certification:

Public Law 108-265 also amended the Richard B. Russell National School Lunch Act to establish that, once a
homeless/migrant or runaway childiscertified aseligibleto receivefree meals, eligibility remainseffectivefor
theremainder of the school year. Further, SFAsareallowed to continuethe child seligibility from the previous
year for 30 operating days into the subsequent school year or until a new eligibility determination is made.
This determination must be reconfirmed with the liaison each school year.

G Households That Fail to Apply

1.

School officials may complete an application for astudent known to be eligibleif the household failsto apply.
When exercising this option, the school official MUST compl ete an application on behalf of the student based
on hisor her knowledge of household-size and incomeinformation. The source of theinformation MUST be
noted on the application. Names of household members and the last four digits of the social security number
and signature of an adult household member need not be secured. These applications should be excluded from
verification. However, the household MUST be notified that the student has been certified and is receiving
free meal benefits.

Thisoptionisintended for LIMITED usein INDIVIDUAL situationsand must not be used to make eligibility
determinationsfor categoriesor groupsof students. Thisoption | SNOT INTENDED to be used for households
who qualified in the previous year but for some reason have failed to apply in the current school year.

H. Student Mobility in Provision Schools

1.

Children from schools participating in a Provision school (including Community Eligibility Provision [CEP])
who transfer within the same LEA to a school not participating in a Provision must complete a free and
reduced-price meal application or can be determined eligible for free meals through the direct certification
notification. If achild’sdirect certification information or an approved application from the previousyear is
available, that child may receive free meals during the carryover period. In addition, if thereis an approved
application for another child in the household, that eligibility status can be used.

When a student in a Provision school (including Community Eligibility) transfersto another school district/
LEA, thenew LEA may accept the eligibility determination from the student’sformer LEA if the eligibility for
that student was based on current direct certification (i.e., transfers within the school year in which direct
certification was conducted or thereis an approved application for other children in the household that do not
attend aProvision school). If current eligibility isnot available from the sending L EA, the student must either
be directly certified by the receiving LEA or submit an application.
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I.  Noticeto Households of Approval/Denia of Benefits
1. All households MUST be notified of their eligibility status.

2. Households DENIED benefits or approved for benefits through direct certification MUST be given written
notification of denial or approval. A copy of Noticeto Households of Approval/Denial of Benefitsisfound on
page E-73. The notification MUST advise the household of:

a. Thereason for the denial of benefits.
b. Theright to appeal.
c. Instructions on how to appeal.

d. A statement that households may reapply for free or reduced-price benefits at any time during the school
year. Nonpricing SFAs are exempt from being required to notify the household of approval/denial of
benefits. However, the Notice of Direct Certification is still required.

3. Duration of free and reduced-price eligibility determination.

a.  The Child Nutrition and WIC Reauthorization Act of 2004 states that once a household is approved for
free and reduced-price benefits, the household will remain eligible for those benefits for the remainder of
the school year plusamaximum of 30 operating daysin the subsequent school year. Also, thefamily isno
longer required to report income increases; loss of SNAP, TANF, or FDPIR digibility; or family-size
reductions. (Reference USDA Policy Memos 2004-CN-07, 2004-CN-09, 2004-SP-02, and 2004-SP-03)

b. There are three exceptions in which the duration of an application would not last the entire school year.

e Application error: The SFA findsthat it made an error ininitial approval.
e Veification: Through the verification process, documentation does not support initial approval.
e Family refuses benefits: Family notifies SFA to decline any meal benefit.

NOTE: Temporary approval of an application isno longer applicable because of the yearlong duration of
eligibility provision. |f LEAS/schools are concerned with the authenticity of the information provided on
an application, they may, on a case-by-case basis, verify the application for cause.

c. If afamily notifiesthe SFA later in the year which would result in benefits less than initially approved at
the beginning of the school year (e.g., from freeto reduced-price or full-price), thefamily MUST begiven
the option to continue with the benefits approved at the beginning of the year or choose the reduced
benefits. If the family chooses the reduced benefits, the SFA must provide a notice of adverse action.
However, if afamily notifies the SFA later in the year which qualifies them for increased benefits (e.g.,
from reduced-price to free), the increase in benefits must be provided.
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J. Record Keeping

1.

All free and reduced-price applications, including applications from households denied benefits and inactive
applications, MUST bekept on filefor aminimum of three yearsafter thefinal claimissubmitted for thefiscal
year to which they pertain, and they MUST be readily retrievable by school site. FilesMUST be kept longer
if they arerequired for an audit. If audit findings have not been resolved, the applications MUST be maintained
aslong as required for resolution of the issues raised by the audit.

NOTE: Provision 2 and Provision 3 schools must maintain base year applications for as long as the schools
are participating in Provision 2 or Provision 3.

For applications from households approved for benefits, the determining official must indicate the date each
application is approved and the level of benefit for which each child is approved. The determining official
must also sign or initial the application.

For applications from households denied benefits, the determining official MUST identify and retain on file
thereasonsfor the denial. Records should also include the date of the denial, the date the denial noticeis sent,
and the signature or initials of the determining official. These may be noted directly on the application.

If there are changes in application status (i.e., approval errors, verification, parental request), determining
officials should note the change and the date of the change on the application and on any rostersused. Thorough
annotation includes:

a. Thedate the change was reported.

b. Why the change was made.

¢.  Who called and reported the change.

d. Theinitialsof the person making the change.

When achild transfersto another site within the SFA or transfers to another district within the state, acopy of
the application MUST be retained at both the sending and receiving sites and the date of the transfer noted,
unless applications are filed centrally. Current applications MUST be on file, and there MUST be records to
support transfers of studentsin and out of the site.

When achild transfers within the same LEA from a school using Provision 2 or 3, anew application or direct
certification isrequired unlessthe transfer isin abase year and the child’sindividual eligibility informationis

available. If thetransfer isdonein anonbaseyear, anew applicationisrequired. Thisisalso applicablewhen
achild transfersto a new school district.
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K. Restrictions

1.

Distribution and processing applications solely for information about household income to determine the
funding or benefits for programs other than the school meals programs or to determine eligibility for other
programsisnot permitted. Therefore, fundsin the nonprofit school food service account cannot be used to pay
the costs associated with collecting and processing such information.

A school or LEA must obtain the household income information for nonprogram purposes through means
other than the household's application for free or reduced-price school meal benefits. If schools or LEAS
collect such information for nonprogram purposes, the applications may not be labeled as applications for
meal benefits under the school meals/milk programs or give any indication tht such benefits are contingent
upon a household returning the application.

If LEAS provide househol ds with multiuse applications, which include both meal program benefitsaswell as
nonfood benefits, they must ensure that the process allows submission of an application solely for free or
reduced-price meal or free milk benefits.

The LEA must seek consent from the parent(s) or guardian(s) to use theinformation provided on the application
for nonprogram purposes or for purposes not permitted in this guidance.

L. Computerized Application Approval (Reference pages 23-24 of USDA Eligibility Manual—2014)

1.

2.

Any computerized approval process:

A signature of approval is not required on each application if the approval processiscomputerized. A list of
the children approved for free or reduced-price meals needsto be printed, signed, and dated to indicate approval
of the applications. A new roster should be printed, signed, and dated at least monthly.

Scanner system:

a. The SFA isassured that the scanner system is accurately and reliably capturing the Application for Free
and Reduced-Price School Meals information. It must be capturing both the dollar and cent amounts
reported by the household unless computed manually. (Reference USDA Policy Memo 2007-CN-04)

b. If softwareisused to determineeligibility from the scanned applications, the SFA must ensure that manual
edits are in place to secure accurate free and reduced-price determinations. (Reference USDA Policy
Memo 2007-CN-04)
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c. Accessor security procedures are maintained to ensure confidentiality of theinformation. All disclosure
restrictions must be met, and acceptance of the application and el ectronic signatures must bein accordance
with guidance issued by FNS <http://www.fns.usda.gov/cnd/governance/Policy-Memos/2007/SP 10-
2007.pdf>.

d. The paper copies of applications are maintained in any current year. Electronically scanned copies must
be maintained for a minimum of three years after the submission of the fina claim for reimbursement for
the fiscal year or longer as required for audit resolution.

e. Procedures are developed to make an accurate count of the Applications for Free and Reduced-Price
School Mealsprior to the scanning of each batch. Thiscount must be compared to applications successfully
scanned to ensure that al applications are entered into the system.

f.  TheState Agency may requirethat the paper copiesberetrieved by school (if desired) if the electronically
scanned versions of the applications are not operationally accessible in atimely manner or for any other
reason.

g. Paper copies of the applications must be retained for any sites on Provision 1, 2, or 3 for three years
beyond the establishment of anew base year or longer as needed for audit resolution.

h. Adequate backup is maintained for the electronic files.

i. The electronic application system should also include a statement which explains how to obtain a paper
application should a household decide it no longer wants to complete an electronic application.

Electronic signatures and applications (Public Law 108-265, Section 105).

A household application may be executed using an el ectronic signature if:

a.  Theapplication is submitted electronically.
AND

b. Theelectronic application filing system meets confidentiality standards established by USDA.
NOTE: USDA, FNS, and State Agenciesdo not evaluate, recommend, approve, or endorseany software
used for certification or verification purposes. Thereareno federal specificationsfor softwarevendors.
LEAsareresponsible for assuring that the certification and verification processes meet all regulatory
requirements and policies, including the calculation of income frequencies. Therefore, if softwareis

usedto performall or part of the certification or verification process, the LEA must assurethe software
used is performing correctly and meets all requirements.
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M. Child Nutrition Programs (CNP) Roster

1. Onceapplicationsare approved, the SFA isresponsible for maintaining current eligibility statusof all students.
Benefit issuancerostersarelists of studentseligibleto receivefree, reduced-price, or full-pricemeals. Aswith
the Application for Free and Reduced-Price School Meals, these rosters are to be considered confidential and
used only by persons directly involved with the CNP. An example of a CNP Roster is on page E-75.

Although most SFAsare computerized in their meal-counting and meal-claiming process, most of these systems
do not provide all the necessary information that the roster reflects.

2. Rosters should include the following information:
a. Thedate astudent became eligible for benefits.
b. Thedate a student withdraws from school or transfers to another school.

c. Thedateastudent’seligibility category changesasaresult of verification or reported change in household
status.

3. If multiplerosters are used (e.g., one in the office for benefit issuance and one at the point of service for meal
counts), it is essential that all rosters be updated and printed on a regular basis (at least monthly) to reflect
current eligibility status.

N. Eligibility Definitions

Although school officials may have to use their own discretion in some instances, the following guidelines are
intended to provide assistance in answering questions from households and in making income-eligibility
determinations.

1. Determining Household Size

a. Adopted Child—An adopted child for whom a household has accepted legal responsibility is considered
to beamember of that household. If the adoptionisaSUBSI DI ZED adoption (children who are difficult
to place), the subsidy isincluded in the total household income.

b. ChildAttending an I nstitution—A child who attends but does not residein an institution is considered a
member of the household in which he or sheresides.

c. Child Away at School—A child who is temporarily away at school (e.g., attending boarding school or
college) should be considered as a member of the household.

d. Child Living With One Parent, Relatives, or Friends—In cases where no specific welfare agency or
court is legally responsible for the child or where the child is living with one parent, other relatives, or
friendsof thefamily, the child isconsidered to be amember of the household with whom he or sheresides.
Children of divorced or separated parents are generally part of the household that has custody.
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Emancipated Child—A child living alone as a separate economic unit is considered to be ahhousehold of
one.

Family Members Living Apart—Family members living apart on a temporary basis are considered
household members. Family members not living with the household for an extended period of time are
not considered members of the household for purposes of determining eligibility, but any money made
available by them or on their behalf for the household isincluded asincome to the household.

Foreign Exchange Student—A foreign exchange student is considered to be amember of the household
inwhich he or sheresides; i.e., the household hosting the student.

Foster Child—A foster child isa child whose care and placement is the responsibility of an agency that
administers a state plan under Part B or E of Title IV of the Social Security Act or afoster child who a
court has placed with a caretaker household. These provisions only apply to children formally placed in
foster care by astate child welfare agency or acourt. They do not apply to informal arrangements such as
caretaker arrangements or permanent guardianship placements that may exist outside of or as aresult of
state- or court-based systems. Whether placed by the state child welfare agency or acourt, in order for a
child to be considered categorically eligiblefor free meals, the state must retain legal custody of the child.
The household keeping the foster child DOES include the foster child in its family size, and it does
include as part of the household income any monies the foster child receives. However, the household
does not report any monies the foster parents are receiving for the care of the foster child. NOTE:
Because some adopted children were first placed in families as foster children, parents may not be
aware that once a child is adopted, he or she must be determined eligible based on the economic unit
and all income availableto that household, including any adoption assistance, is counted when making
an eligibility determination. (Reference USDA Memo SP-17-2011)

Homeless—An individual who lacks a fixed, regular, and adequate nighttime residence is considered
homeless. The LEA must consider the following: Can the student go to routine or consistent (regular)
place (fixed) to sleep in a safe and sufficient space (adequate). The definition includes:

(1) Children and youths who are sharing the housing of other persons due to loss of housing, economic
hardship, or a similar reason; living in motels, hotels, trailer parks, or camping grounds due to the
lack of alternative accommodations; livingin emergency or transitiona shelters; abandoned in hospitals;
or awaiting foster care placement.

(2) Children and youths who have a primary nighttime residence that is a public or private place not
designed for or ordinarily used as aregular sleeping accommodation for human beings.

(3) Children and youths who are living in cars, parks, public spaces, abandoned buildings, substandard
housing, bus or train stations, or similar settings.

(4) Migratory/runaway children who qualify ashomeless becausethe children arelivingin circumstances
described on page E-19 in Section F-2.

NOTE: Thedefinition of homelessDOESNOT include students of divorced parentswhen the student
spends part of the time with each parent. Referenceltem 1 on the next page for the definition of joint
custody.
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j. Household/Economic Unit—A group of related or unrelated individuals who are not residents of an
institution or boarding house, but who are living as one economic unit and who share housing and/or
significant income and expenses of itsmembers. Generally, individual sresiding in the same house arean
economic unit. However, more than one economic unit may reside together in the same house. Separate
economic units in the same house are characterized by prorating expenses and maintaining economic
independence from one another.

k. Institutionalized Child—Aninstitutionalized child isachild who residesin aresidential-type facility that
the state has determined is not a boarding school. Such a child is considered a household of one.

[.  Joint Custody—In caseswherejoint custody hasbeen awarded and the child physically changesresidence,
the SFA hasthe authority to assign the child’s eligibility to the household that best benefitsthe child. This
eligibility does not extend to members of the second househol d.

m. Military Family Member—For the purpose of determining household size, deployed service members
should be considered as family members living apart on a temporary basis. A school or an institution
would instruct families to include the names and only that portion of the deployed service member’s
income made available by the service member, or on hisor her behalf, to the househol d where the children
are staying should be counted asincome for eligibility determination purposes.

2. Determining Household Income
a. Reportable Income

(1) Incomeisany money received onarecurring basis, including GROSS earned income, unless specificaly
excluded by legidation. Specifically, grossearned income meansall money earned before deductions
for employee's income taxes, social security taxes, insurance premiums, bonds, savings programs,
and/or other income deductions.

(2) Incomeincludesthefollowing:

(&) Adopted Child Subsidy—The subsidy a household receives for achild who has been adopted is
counted asincome.

(b) Alimony and Child Support—Any money received by a household in the form of alimony or
child support is considered asincometo the receiving household. However, any money paid out
for alimony or child support may not be deducted from that household's reported grossincome.

(c) Child'slncome—Theearningsof achildwhoisafull-timeor regular part-time employee MUST
be listed on the application as income. However, occasional earnings such as income from
occasional baby-sitting or mowing lawns should not be listed on the application asincome.

(d) Current Gross Income—Households MUST report current income (before taxes) on an
Application for Free and Reduced-Price School Meals.

Current income means income received by the household. For the purposes of certification of
eligibility for free or reduced-price meals or free milk, the household must provide its current
income which is based on the most recent information available. This may be for the current
month, the amount projected for the first month the application is made for, or for the month
prior to application. If the household’s current incomeis not areflection of income that will be
available over the school year, the household should contact the SFA for assistance. The SFA
would determine the amount and frequency of income available during the school year for
households.
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(€)

(f)

9

(h)

Earnings From Work—Wages, salaries, tips, commissions, net income from self-owned
businesses and farms, strike benefits, unemployment compensation, and workers' compensation.

Foster Child'slncome—A foster childisachild whoisliving with ahousehold but who remains
the legal responsibility of the welfare agency or court. The household keeping the foster child
DOES include the foster child in its family size, and it does include as part of the household
incomeany moniesthefoster child receives. However, the household does not report any monies
the foster parents are receiving for the care of the foster child. NOTE: Because some adopted
children werefirst placed in familiesasfoster children, parents may not be aware that once a
child is adopted, he or she must be determined eligible based on the economic unit and all
incomeavailableto that household, including any adoption assistance, iscounted when making
an eligibility determination.

Garnisheed Wages and Bankruptcy—Incomeisthe grossincome received by ahousehold before
deductions. Inthe case of garnisheed wages and income ordered to be used in aspecified manner,
the total grossincome MUST be considered, regardless of whatever portions are garnisheed or
used to pay creditors.

Incomefor the Self-Employed—Self-employed persons may uselast year’ sincome asabasisto
project their current year’s net income, unlesstheir current net income provides amore accurate
measure. Self-employed persons are credited with net income rather than gross income. Net
incomefor self-employment isdetermined by subtracting business expenses from grossreceipts.

1) Grossreceiptsincludethetotal incomefrom goods sold or servicesrendered by the business.

2) Deductiblebusiness expensesincludethe cost of goods purchased, rent, utilities, depreciation
charges, wages and salaries paid, and business taxes (not personal, federal, state, or local
incometaxes).

3) Nondeductible business expenses include the value of salable merchandise used by the
proprietors of retail businesses.

4) For a household with income from wages and self-employment, each amount MUST be
listed separately. When there isabusiness|oss, income from wages may not be reduced by
the amount of the businessloss. If income from self-employment is negative, it should be
listed as zero income.

I ngtitutionalized Child's I ncome—Paymentsfrom any sourcedirectly received by theinstitution
on achild sbehalf are not considered asincometo the child. Only theincomeachild earnsfrom
full-time or regular part-time employment and/or personally receives while in residence at the
institution is considered asincome.
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(1) Lump Sum Payments-When lump sum paymentsare put into asavingsaccount and the household
regularly drawsfrom that account for living expenses, the amount withdrawn is counted asincome.

(k) Military Benefits—Grossincome, including base pay, regular housing allowance (BAH, VHA,
BAQ), subsistence (BAS), clothing allowance, hazardous duty, hostilefire, flight pay, incentive,
etc., must be included for military families. The only exceptions are asfollows:

1) U.S. Armed Forces Family Subsistence Supplemental Allowances (FSSA). (Reference
USDA Policy Memo 2006-CN-10)

2) Privatized housing refersto the Military Housing Privatization I nitiative, aprogram operating
at anumber of military installations. This initiative puts the operation of military-owned
housing under private contractors. Under this privatization initiative, a housing allowance
appears on theleave and earnings statement of service membersliving in privatized housing.
It isimportant to note that thisincome exclusionisonly for service memberslivingin housing
covered under the Military Housing Privatization Initiative. Itisnot anallowable exclusion
for households living off base in the general commercial/private real estate market.

3) During Operation Enduring Freedom, where ahousehold member is deployed to any location,
regardless of the specific military operation, only theincome made availabl e to the househol d
isto be counted and the depl oyed household member isto be counted aspart of the household.
(Reference USDA Policy Memo 2003-CN-06)

Additionally, USDA has provided clarification regarding household-size and income
determination where both parents are deployed military and their children are staying with
friendsor relatives. Consistent with the above policy, the children would be counted as part
of the household where they are staying; however, both parents would aso be included in
the household and only the funds provided to the household by the deployed military parents
would be included in total household income.

4) Military Combat Pay. Thisexclusionisauthorized by the Agriculture, Rural Development,
Food and Drug Administration, and Related Agencies AppropriationsAct, 2010 (PL. 111-
80; October 21, 2009).

As set forth in the statute, combat pay is defined as an additional payment made under
Chapter 5 of Title 37 of the United States Code, or as otherwise designated by the Secretary
to be excluded, that is received by the household member who is deployed to a designated
combat zone. Combat pay isexcluded if it is:

» Received in addition to the service member’s basic pay.

» Received as aresult of the service member’s deployment to or service in an area that
has been designated as a combat zone.

AND

*  Not received by the service member prior to his or her deployment to or servicein the
designated combat zone.
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A combat zoneis any area that the President of the United States designates by Executive
Order asan areain which the U.S. Armed Forces are engaging or have engaged in combat.
Aswith other types of income commonly received by military personnel (such asthe Basic
Allowancefor Housing or Basic Allowance for Subsi stence payments), combat pay received
by service membersis normally reflected in the entitlements column of the military Leave
and Earning Statement (LES). Information regarding deployment to or servicein acombat
zone may also be available through military orders or public records on deployment of
military units. Deployed service members are considered members of the household for
purposes of determining income eligibility for the CNP. (Reference USDA Memo SP-06-
2010)

5) Deployment Extension | ncentive Pay (DEIP)

The exclusion of combat pay, as described in PL. 111-80, is extended to DEIP. DEIPis
givento active-duty service memberswho agreeto extend their military service by completing
deployment with their unitswithout reenlisting. Thisexemption appliesonly until the service
members return to their home station. Any additional DEIP payments provided to service
members serving at their home station is considered income asthey are no longer considered
deployed. (Reference USDA Policy Memo SP-06-2011)

6) The Earned Income Tax Credit (EITC). (Reference USDA Policy Memo 2003-CN-13)
7) Any payments made under the Agent Orange Compensation Exclusion Act.

8) Any payments made or any mandatory salary reduction related to the Veteran’s Educational
Assistance Act of 1964 (Gl Bill).

(I) Other Income—Net rental income; annuities; net royalties; disability benefits; interest; dividend
income; cash withdrawn from savings; income from estates, trusts, and/or investments; regular
contributionsfrom persons not living in the househol d; and any other money that may be available
to pay for the children’s meals.

(m) Pensions/Retirements/Social Security—Pensions, retirement income, social security,
supplemental security income (SSI), and veterans' payments.

(n) Seasonal/Temporary Workers—Seasonal workers such as migrants and others whose income
fluctuates so that they usually earn more money in some months than in other months. In these
situations, the household may project its annual rate of income and report this amount as its
current income. If the prior year’s income provides an accurate reflection of the household's
current annual rate of income, the prior year may be used asabasisfor the projected annual rate
of income.

(o) Welfare—Public assistance payments/welfare receipts (General Assistance, General Relief, etc.).

b. IncomeExclusions—IncomeNQOT to bereported or counted asincomein the determination of ahousehold’s
eligibility for free or reduced-price benefitsincludes:
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(4)
()
(6)

(7)

(8)

(9)

(10)

(11)

Any cash income or value of benefits a household receives from any federal program that excludes
such income by legislative prohibition, such asthe value of assistance provided under SNAP, TANF,
or FDPIR benefits.

Student financial assistance provided for the costs of attendance at an educational institution, such
asgrants and scholarships, awarded to meet educational expenses and not availableto pay for meals.

The foster parent does not include as part of the household income any monies the foster parent
receives from the welfare agency for shelter and care.

LOANS, such as bank loans, since these funds are only temporarily available and MUST be repaid.
The value of in-kind compensation such as housing for clergy or any other noncash benefit.

Occasional earningsreceived onanirregular basis; e.g., nonrecurring, such as payment for occasional
baby-sitting, mowing lawns, or overtime pay that is not consistently received.

Lump sum payments or large cash settlements are not counted asincome since they are not received
on aregular basis. Thesefunds may be provided as compensation for alossthat MUST be replaced,
such as payment from an insurance company for fire damage to a house.

Any subsidy that a household receives through the prescription drug discount card program is not
considered income. (Reference USDA Policy Memo 2004-CN-04)

Military exclusions—see page E-29.

Earned Income Tax Credit: The federal earned income tax credit may be arefund of taxes withheld,
acredit against taxes withheld, or acash payment in excess of what waswithheld. (Reference USDA
Policy Memo 2003-CN-13)

Payments made under the National Flood Insurance Act of 1968 for flood mitigation activities.
(Reference USDA Policy Memo 2006-CN-04)

Thislist is not inclusive. Legidlation is periodically enacted that excludes income for the purposes of the
school meals/milk programs. Go to <http://www.ssa.gov/OP Home/cfr20/416/416-ap01.htm.> for acompl ete

listing.
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O. Automatic Eligibility of Unenrolled Children

1.

Head Start

a.  Children enrolled in FEDERALLY funded Head Start centers are considered categorically eligible for
freemealsin the NSLPno matter what theincomelevel of the household. Public Law 110-134 makesany
child enrolled in Head Start automatically eligiblefor free mealswithout further application or eligibility
documentation. (Reference USDA Policy Memo 2008-CN-05) The following documentation is needed
for meeting thiscriteria:

D

2

3

Documentation for Head Start Enrollees—The SFA must obtain documentation of the Head Start
participantsin order to confirm automatic eligibility for free meals. The documentation may bealist
of the names of the Head Start participants. The documentation must also include the signature of a
Head Start employee authorized to provide the certification on behalf of the Head Start office, as
appropriate, and the date. Verification of eligibility from the household is not required when
documentation of categorical eligibility isobtained from Head Start officials. Refer to page E-77 for
acopy of the Even Start/Head Start Federally Funded Enrollment form.

Annual Update-At the beginning of each year, the determining official must establish whether each
child continuesto be enrolled in Head Start. Carryover of the eligibility statusfrom the previousyear
also appliesto children in Head Start programs | F the SFA administers both the Head Start program
and the school in which the child attends kindergarten.

Record Retention—The Head Start list of participants must be maintained on file and readily available
for review by USDA, the State Agency, or other appropriate agencies for aminimum of three years
from the end of thefiscal year to which the information applies or as otherwise specified in program
regulations.

b. Head Start children do not need to be enrolled in the school, but if they are not enrolled in the school, they
cannot be counted in the school’s free and/or reduced-price eligible count, but the meals served to the
children can be counted and claimed for reimbursement.

c. Thecategorica digibility of aHead Start child does NOT extend to the other children in the household.

Even Start

For achild to be categorically eligible for free meals based on his or her participation in Even Start, the child
MUST beenrolled asaparticipantinaFEDERALLY funded Even Start Family Literacy Program and MUST
be at the prekindergarten level.

a. Categorical eligibility does NOT apply to other family members.
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b. Documentation for Even Start Enrollees—The SFA must obtain documentation of the Even Start
participants. The documentation may bealist of the names of the Even Start participants and a statement
certifying that those children are currently enrolled as participants in the Even Start program. The
documentation must also include the signature of an Even Start employee authorized to provide the
certification on behalf of the Even Start office, as appropriate, and the date. Verification of eligibility
from the household is not required when documentation of categorical eligibility is obtained from Even
Start officials. Refer to page E-77 for acopy of the Even Start/Head Start Federally Funded Enrollment
form. Confirmation that the child has not yet entered kindergarten must also be included in the
documentation from the Even Start official. Once a child has entered kindergarten, that child loses his
or her categorical eligibility for free meals based upon Even Start.

c. Recertification of Categorical Eligibility—At the beginning of each year, the officia responsible for
determining Even Start participation must update each child on thelist to ensure each one has not entered
kindergarten.

d. Mea Reimbursementsfor Adults Participating in Even Start

(1) Reimbursements may be claimed for adults participating in Even Start programswhen the adults are
enrolled in a General Educational Development (GED) program that meets in the school during the
school day. GED studentsare not enrolled in the school; thus, they cannot be counted in the school’s
free and/or reduced-price eligible counts. NOTE: If the adult is not enrolled in a daytime GED
program, he or she should be treated as a visitor.

(2) Inthecasewherethe adult student isenrolled in aschool of high school level or under (notinaGED
program), meal s served may also be claimed for reimbursement. The adult student would beincluded
inthe SFA'stotal enrollment of studentsfor funding and other purposes the same as other students of
high school level or under. Any adults meeting either of these criteria who wish to obtain free or
reduced-price benefits under the NSLP/SBP must complete an application for meal benefits.

(3) If anadultisenrolledinonly English asasecond language (ESL) classesthat are not part of aregular
high school completion program, he or she should be treated as a visitor.

3. Preprimary
Preprimary is defined as a child or group of children ranging from birth to school age.

Preprimary classesare eligibleto participatein the NSL P and SBP when they are conducted in aschool having
classesof primary or higher grades, regardless of whether such preprimary classesare recognized aspart of the
educational system of the state. They may be approved for meal benefits by completing Applicationsfor Free
and Reduced-Price School Meals. If these children are NOT enrolled, they must not be reported as part of the
site’s free and/or reduced-price eligible counts on the claim for reimbursement nor the Low-Income Student
Count Report. Only the meals served to these children may be reported on the claim for reimbursement.
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DIRECT CERTIFICATION (Reference page 65 of USDA Eligibility Manual—2014)

A. Direct certificationisasimplified method of determining some children’seligibility for free mealsunder the NSLP,
SBR, or free milk under the SMP without having the family complete an Application for Free and Reduced-Price
School Meals or afree milk application. NOTE: All LEAsSMUST participatein direct certification.

1. All students igibility statusmust berecorded in the State Agency Student Information System—The WAVE.

2. The WAVE identifies each student as follows:

01 | Identified through direct certification —SNAP only

02 | Identified asfoster child (not subject to verification)—Foster child who was directly certified

03 | Identified asfoster child (categorically eligible)—Foster child who was NOT directly certified

04 | Identified through homeless/migrant/runaway liaison list—Directly certified

05 | Identified through income-eligible Head Start

06 | Identified through Even Start

07 | Identified asresidentia studentsin RCCls

08 | Identified as nonapplicants approved by local officials

09 | Identified based on SNAP/TANF/FDPIR case number submitted on an application (categorically eligible)

10 | Identified based on income/household size information submitted on an application (do not include
foster children)

11 | Eligible dueto Provision 2 or 3 school or Community Eligibility School

12 | Identified through direct certification—TANF only

13 | Identified through direct certification—FDPIR only

14 | Identified as homeless/migrant/runaway based on application (not directly certified)

15 | Identified as directly certified other (do not include these categories. SNAP, TANF, FDPIR, foster,
homeless, migrant, runaway, Head Start, Even Start)

OT | Identified in some other way other than listed above

NA | Thestudent isNOT €ligiblefor free or reduced lunch

B. Direct Certification Through the WAVE

1.

The WAVE is Oklahoma's secure el ectronic student information system (SIS). Thereisamandatory element
inthe SISwhere adistrict must indicate whether a student qualifiesfor free, reduced-price, or no (paid) meal
benefits. Although thisisconfidential information, other elementsin the SISarealso confidential. Therefore,
meal-eligibility information must be entered into the SIS or provided to the SIS staff in some manner. Log
onto <www.thewave.sde.ok.gov>.

To provide better serviceto school districts acrossthe state, direct certification isbeing conducted through the
WAVE. The reports contain students who have enrolled in the district, either this year or at the end of last
school year, who aredirectly certified. Thelist of students pulled from these reportswill automatically receive
FREE meal benefits. A Direct Certification Application Manual containing instructionsfor using thisapplication
is provided on the WAV E Web site.
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3. Oncethelist of studentsisobtained, each district isrequired to send awritten notice to each household that has
studentsidentified asbeing directly certified. Refer to page E-81 for acopy of the Notice of Direct Certification
form. If not using the USDA prototype, the SFA must send a copy to the State Agency for approval. Oncethe
notice is sent, the district may begin claiming every meal served to these students at the free reimbursement
rate. Thereisalso alist of students (Remaining Records) that may be accessed that were not identified through
the WAV E’s matching process, but who receive SNAP benefits. If astudentisfound onthelist enrolledinthe
school district, go ahead and directly certify him/her and al of the other children within that same household.
Asnew students enter the district and receive a Student Testing Number (STN), check these reportsto find out
if the new student isdirectly certified. The WAV E will update thisinformation nightly so that students may be
readily identified upon enrollment. If information is received on a student from another district and direct
certification information did not come with the student’s transfer papers or the student is received before the
records arrive, check the WAV E Web site to ensure that every child possibleisidentified.

4. Direct Certification Reports Under the WAVE

a. Original Report—Thisisthefirst report made, created at the beginning of the school year. Thisreportis
available the second business day in August, barring any computer issues. DHS Direct Certification
information is then updated the second business day of every month for the rest of the school year. No
modifications are madeto thisreport. Itisthefirst match made by the WAV E with Department of Human
Services (DHS) data. All students contained in thisreport are a Direct Certification Match.

b. Updated Report—This report is updated every night based on new data from DHS and/or students
entering your district or receiving an STN at your district for thefirst time. Thisreport showsall changes
that have occurred, different than the Original Report. It contains a column entitled Changes that will
either contain the wording New Match, indicating a record not found in the Original Report, or it will
contain the wording Match Error Remove From Direct Certification that will indicate arecord identified
on either the Original Report or the Updated Report where an STN was incorrectly assigned to a student
and has been removed from the direct certification list. This is only the updated list of students for
districtswho utilized the Original Report and only want to see changesthat have occurred after that time.

c. Full Report—Thisreport shows students who are directly certified for free lunch for this entire current
school year. It displays studentsdirectly certified in the match process conducted by the WAV E and will
display data based on the filters you will provide.

d. Full Report Addressand Case Number—This report shows students who are directly certified for free
lunch for this entire current school year. Thisreport is best viewed when exported to an Excel format as
it contains alarge amount of data. From Excel, you can modify the report and use only the datayou need.
If the dataisblank or empty, it isbecause that datawas not supplied to the WAV E by DHS. It will display
studentsdirectly certified in the match process conducted by the WAV E and will display databased onthe
filtersyou will provide.

e. EligibleFirst 30 Days—Thisreport will show all students, based on thefilters provided by the user, who
currently only qualify for free lunch for the first 30 days of school. They qualify because they were
directly certified last school year but are not presently directly certified for this school year. Note: A
student can drop from thislist and move to the Full Report if they qualify for the appropriate services
from DHS again.

f. Eligible First 30 Days Address and Case Number—This report will show all students, based on the
filtersyou provide, who currently qualify for freelunch for thefirst 30 days of school (seeEligible First 30
Days description). This report is best viewed when exported to an Excel format as it contains a large
amount of data. From Excel, you can modify thereport and use only the datayou need. If the dataisblank
or empty, it is because that data was not supplied to the WAV E by DHS.
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g. Remaining Records—This contains al of the records by zip code for which the WAV E was unable to
find adirect match. With thisfile, you will need to search for studentsto directly certify using your own
match criteriaand your own student level data. Thisfile may increase or reducein size depending on the
number of records the WAVE is able to match nightly.

Residential child care institutions are now able to upload a list of their enrolled students for the WAVE to
conduct the direct certification process for them.

The WAV E will now generate areport that will show students who have the same address of astudent that has
been directly certified. The LEA will need to verify the information, and when it is accurate, also directly
certify these students.

The Data Validation Wizard was used for thefirst timein 2015. The wizard validates the actual codes being
supplied by the school districts.

C. Frequency of Direct Certification

1.

LEAsmust conduct direct certification with SNAP at |east three times during the school year. More frequent
direct certification efforts are permissible and encouraged. The efforts must be made:

*  Ator around the beginning of the school year (i.e., July 1).
»  Three months after the beginning of the school year.
»  Six months after the beginning of the school year.

Because the WAV E enables LEAsto do direct certification so easily, most do direct certification every day or
at least weekly. SNAP and TANF information from DHS is updated at the first of every month.

Subsequent direct certification efforts are required for children who were not initially directly certified and
who are currently reduced-price or paid. Thiscan be done through the WAVE. If the LEA hasthe capability,
the status of any new enrolled child must be checked for SNAP dligibility at the time of enrollment. If thisis
not possible, the household must be provided with an application so that the child’'s benefits are not delayed
until the next scheduled direct certification update.

USDA regulations do not allow a school to backdate direct certification benefits. Approval of the free-meal
benefits begins on the date that the school 1ooks at the direct certification documentation.

Under direct certification, if one childin the household isdirectly certified, then all children in that household
that are enrolled in the school must be given free meal benefits. (Reference SP-38-2009)

If an application for directly certified childrenisreceived at any time during the school year, the school should
disregard the application. The Child Nutrition and WIC Reauthorization Act of 2004 statesthat once ahousehold
is approved for free or reduced-price benefits, the household will remain eligible for those benefits for the
remainder of the school year plus a maximum of 30 operating days in the subsequent school year. Also, the
family isno longer required to report incomeincreases;, loss of SNAP, TANF, or FDPIR dligibility; or family-
sizereductions. (Reference USDA Policy Memo 2004-CN-07, 2004-CN-09, 2004-SP-02, and 2004-SP-03)

The documentation MUST be retrievable by school to ensure proper delivery of benefits and to allow
substantiation of the number of children eligible for free meals or milk.
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Delivery of Benefits

a. The SFA MUST provide benefits promptly. Eligible students may receive benefitsimmediately, and the
SFA may assume consent if refusal has not been received by acertain number of days as determined by the
SFA.

b. If the household refuses benefits, the SFA MUST discontinue benefits immediately and document the
refusal.

Direct Certification: FDPIR Listing

a. SFAsmay request or accept alisting provided by tribal authorities indicating households that participate
in the FDPIR program.

b. Upon receipt of the information, it is the responsibility of the SFA to compare each child enrolled in the
SFA, using at least two identifying pieces of information; i.e., name of child, social security number, birth
date, name of parent or legal guardian, or sex. When achild matches on at |east two identifying pieces of
information, the child automatically qualifiesfor free meal benefits. Inaddition, any other children within
the same household who are enrolled in school will aso qualify for free meal benefits. The SFA should
identify the children on the direct certification list who are enrolled in the SFA along with any other
childrenidentified as part of that household who are enrolled. An example of thiswould be highlighting
each child’s name on the list that matches the SFA’s enrollment. The SFA must then notify the parent or
legal guardian of the child's/children’s eligibility.

c. An SFA may also receive anotice from atribethat aparticular household receives FDPIR benefits. Upon
receipt of this type of form, the SFA can automatically certify the children listed as well as the other
children within that household who are enrolled in school as being directly certified to receive free meal
benefits. An example of thisformison page E-79.

Direct Certification: Foster Children

If the SFA can obtain alist of foster children who are enrolled in its district from the local DHS foster care
office, these children can then be counted on the SFA's direct certification list.

CONFIDENTIALITY/DISCLOSURE OF ELIGIBILITY INFORMATION (Reference page71
of USDA Eligibility Manual—2014)

A. General Information

1.

The issues of privacy and confidentiality of personal data are complicated as well as sensitive. SFAs may
disclose children’s free or reduced-price meal eligibility information to programs, activities, and individuals
who are specifically authorized access under the National School LunchAct (NSLA). Thisisan option, not a
requirement; therefore, funds in the nonprofit school food service account cannot be used to pay the costs
associated with collecting and processing such information.

The eligibility status of achild by anoncustodial parent must not be released without a court order.

The SFA or the school administration may opt to disclose children’s eligibility information to Sooner Care
Benefits officialsif the household does not declineto haveits children’s eligibility information released. The
OklahomaHealth Care Authority (which administers the Sooner Care Benefits Program) receiving children’s
free and reduced-price meal or free milk eligibility information MUST use that information to enroll eligible
children in the Sooner Care Benefits Program.
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The SFA may disclose aggregate information to any program or individual, such as the number of children
eligible for free or reduced-price meals. Information in the aggregate does not identify individual children.
Therefore, parental notification and parental consent are not needed.

The NSLA specifiesthat persons directly connected to the administration or enforcement of certain programs
or activitiesare permitted to have accessto children’seligibility information. The Disclosure Chart for Eligibility
Information on page E-83 lists programs, the extent of information that may be disclosed (only €eligibility
statusor al eigibility information), and whether the program may have accessto children’seligibility information
without parental consent or without the opportunity to decline the disclosure.

Although aprogram or person may be authorized under the NSLA to receivefree and reduced-priceeligibility
information, there MUST bealegitimate need to know to provide aservice or carry out an authorized activity.

No Child Left Behind (NCLB): Because NCLB isafederal education program, school district officials may
discloseachild'seligibility statusto persons directly connected with, and who have a need to know, achild’'s
free or reduced-price meal digibility statusin order to administer and enforcethe NCL B requirements. However,
other information obtained from afree and reduced-price meal application or obtained through direct certification
cannot be disclosed. School district officials must keep in mind that the intent of the confidentiality provisions
istolimit the disclosure of achild’seligibility statusto those who have aneed to know for proper administration
and enforcement of afederal education program. School districts must establish procedures that limit access
toachild’'sdligibility statusto asfew individuals as possible.

National Assessment of Education Progress (NAEP)

a. LEAsmay disclose, without parent/guardian consent, children’s names and eligibility status to persons
who are directly connected to the administration or enforcement of NAEP because NAEP is a federal
education program. Additionally, LEAs may disclose children’s name and eligibility status to persons
directly connected with the administration or enforcement of state educational assessment programsto the
extent that the state assessment is part of the NAEP or the assessment program is established at the state,
not local, level. Other state education programsalso are eligibleto have accessto participants' namesand
eligibility status, without parent/guardian consent, but the program must be established at the state, not
local, level.

b. Theterm persons directly connected for the purpose of disclosure to NAEP includes federal, state, and
local program operators responsible for NAEP program administration or program compliance and their
contractors. Thisdoes not imply that these persons have routine access to participants’ eligibility status.
There must be a need to know for legitimate NAEP purposes.

c. LEAs are encouraged to inform households when they plan to disclose or use €ligibility information
outside the originating program and to have awritten agreement with NAEP officials.

Family Educational Rightsand Privacy Act (FERPA)
Thefederal Department of Education has established that education records are under the purview of FERPA.

However, for school meals and milk programs, the restrictionsimposed by the laws governing these programs
apply, not FERPA.

E-38

Oklahoma State Department of Education Eligibility Documentation Section, July 2015



B. Needto Know Basis

1. Although a program or person may be authorized to receive free and reduced-price eligibility information,
there must alegitimate need to know to provide a service or carry out an authorized activity. State agencies,
LEASs, and schools must ensure that data systems, records, and other means of accessing astudent’s eligibility
statusarelimited to official sdirectly connected with administration or enforcement of afederal or state program
or activity. Thisincludesfederal, state, or local program operatorsresponsiblefor the ongoing operation of the
program or activity or responsible for program compliance.

2. Eligibility information cannot be made availableto all school officials. For example, access must belimited to
a student’s teachers who are directly responsible for the administration of afederal education program (e.g.,
No Child Left Behind [NCLB]) or who are providing tutorial or other assistance under such aprogram. Teachers,
guidance counselors, principals, etc., who are not providing such assistance under the appropriate statutory or
regulatory requirements cannot have access. Online data systems must have masking or deidentification
capability to prevent unauthorized access to free or reduced-price eligibility status.

C. Parental Notification for Disclosure

1. Unlessotherwiseindicated, SFAs should inform householdsif they plan to disclose or use éligibility information
outside the originating program (i.e., lunch, breakfast, milk).

a. Thenoticeof potential disclosure may beinthe Letter to Household that accompaniesthe Application for
Free and Reduced-Price School Meals or free milk application; on the application; or for children directly
certified, in the document informing househol ds of the participants’ eligibility through direct certification.

b. Thenatification should state that the children’s names, eligibility status, and other information provided
on the application or obtained through direct certification may be disclosed to certain other federal, state,
or local agencies as authorized by the NSLA.

2. Parentsor guardians MUST be notified of the potential disclosure and given the opportunity to elect NOT to
have their children’sinformation disclosed in certain cases (i.e., Sooner Care).

a.  Thenotification MUST inform the parents or guardians:
(1) They are not required to consent to the disclosure.

(2) Theinformation will be used to facilitate the enrollment of eligible children in a health insurance
program.

(3) Their decision will not affect their children’s eligibility for free or reduced-price meals or free milk.
D. Agreements/Memorandum of Understanding
1. An agreement is not needed for federal, state, or local agencies evaluating or reviewing CNP operations.

Similarly, an agreement isnot necessary for disclosureto the Comptroller General. Theseactivitiesare part of
routine CNP operations and enforcement.
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Non-Medicaid Sooner Care Agencies. The SFA should enter into awritten agreement (refer to the Disclosure
of Free and Reduced-Price Information Agreement form on page E-85) with other entities, including NAEP,
requesting the information prior to disclosing children’s eligibility information. The agreement must:

a

b.

Be signed by both the SFA and receiving entity.
| dentify the entity receiving theinformation.

Describetheinformation to be disclosed and how it will be used. Eligibility information may only be used
for the purpose for which the disclosure was made.

Describe how the information will be protected from unauthorized uses and disclosures. Further use or
disclosure to other partiesis prohibited.

Describethe penaltiesfor unauthorized disclosure. A violation of thisprovision may resultin afine of not
more than $1,000 or imprisonment of not more than one year, or both.

Medicaid/Sooner Care Agencies

a

For any disclosures to Medicaid or Sooner Care agencies, the LEA and receiving agency must have an
agreement or Memorandum of Understanding that includes:

»  Hedlthinsurance program or health agency receiving child's eligibility information.

* Information that will be disclosed, specifying that theinformation must only be used to seek to enroll
children in state Medicaid or Sooner Care.

»  How theinformationwill be used and how it will be protected from unauthorized uses and disclosures.

*  Pendtiesfor unauthorized disclosure.

»  Signature of the determining agency and the state Medicaid/Sooner Care or agency receiving the
children’séligibility information.

Inall cases, the receiving entity must be informed in writing that:

o Eligibility information may only be used for the purpose for which the disclosure was made.

»  Further use or disclosure to other partiesis prohibited.

» Aviolation of thisprovision may result in afine of not more than $1,000 or imprisonment of not more
than one year, or both.

Other Disclosures That Require Parental Consent

a

Parents or guardians may always provide consent for the disclosure of any or all of theinformation related
to their children’s eligibility status (i.e., whether children are eligible for free or reduced-price meals) or
the information that the household provided through the free and reduced-price meal eligibility process.

A disclosureto any other federal, state, or local program or individual not included in the NSLA requires
parental consent. Other programs that require parental consent are local health and local educational
programs and other local-level activities. For example, the disclosure of children’s eligibility for free or
reduced-price mealsto determine children’seligibility for free textbooks or reduced-pricefeesfor summer
school requires consent when these are local initiatives and not state programs.
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The disclosure of information other than names and eligibility status to the programs authorized only to
receive participants namesand eligibility statusalso requireswritten consent. For example, determining
agencies may disclose names and eligibility status to a federal education program, but if the program
requests family size, determining agencies MUST obtain consent prior to disclosure.

5. Consent Statement Requirements

a

b.

The consent statement MUST beinwriting. 1t may be obtained at the time of application or at alater time.
The consent statement must:
* ldentify theinformation that will be shared and how the information will be used.

Besigned and dated. Inthe case of achild participant, the consent statement MUST be signed by the
parent or guardian of the applicant household, even though the Application for Free and Reduced-
Price School Meals or free milk application may be signed by any adult household member.

Statethat failing to sign the consent statement will not affect eligibility or participation for the program
and that theinformation will not be shared by the receiving program with any other entity or program.

Enable the parent/guardian to limit consent to only those programs with which he or she wishes to
shareinformation. For example, the consent statement could use a checkoff system under which the
applicant would check or initial abox to indicate that he or she wants to have information disclosed
to determine eligibility for benefits from a particular program.

6. Requirementsfor Socia Security Numbers: TheApplication for Free and Reduced-Price School Mealsrequires
the last four digits of the socia security number of the adult household member who signs the application.

VERIFICATION OF ELIGIBILITY (Reference page 81 USDA Eligibility Manual—2014)

A. Genera Information

1. Déefinitions

a

Verification is confirmation of eligibility for free and reduced-price meals under the NSLP and SBP.
Verification is only required when eligibility is determined through the application process, not through
direct certification conducted with an Assistance Program or officials or agencies that documented Other
Source Categorical Eligibility. Verification must include other confirmation of income eligibility or
confirmation that the child or any member of the household isreceiving assistance under SNAP, TANF, or
FDPIR, or that a child is Other Source Categorically Eligible. Verification may include confirmation of
any other information required on the application, such as household size.

Direct verification is using recordsfrom public agenciesto verify income and/or program participation.

Error prone means applications within $100 per month of the applicable Income-Eligibility Guidelines.
Error prone replaces the term Focused Sample.

Random sampling means each application has an equal chance of being selected. A statistically valid
random sampleis not required. The LEA must determine a selection interval by dividing the number of
applications by the required sample size.
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2. Verification must take place AF TER the application has been approved.

3. Priortoany verification activity, each SFA must ensurethat it will provideatoll-free phone number for households
to use during the verification process. Thetoll-free phone number must beincluded in the SFA’swritten notice
to the household. USDA hasindicated that if an SFA has no long-distance telephone patrons, aregular phone
number will suffice. Although the language of the law states that atoll-free phone number must be provided,
theintent is that a household can get help from the SFA without any expense to the household. Therefore, an
SFA could provide a collect call number to households to meet this requirement.

B. Verification Requirements

1. Déefinitions:

a

b.

Sample pool means the total number of applications approved as of October 1.

Sample size meansthe number of applications subject to verification; the minimum and maximum sample
sizeisthree percent total.

2. Exception From Verification

a

For children who have been certified under direct certification procedures, including children documented
aseligible migrant, runaway, homeless children; foster children; and children participating in Head Start/
Even Start.

Childrenin RCCls, except for applicationsfor any day studentsattending theinstitution. These applications
are not included in the sample pool.

In schools participating only in the SMP,

In schools where al children are served with no separate charge for food service and no special cash
assistance is claimed (i.e., nonpricing programs claiming only the paid rate of reimbursement).

In LEAswhere all schools participate in Provision 2 or 3, except in those yearsin which applications are
taken for all studentsin attendance (i.e., the base year).

Sitesmay choose not to count applicationsfor studentsin split-session kindergarten programs partici pating
in the SMP when determining the verification sample size.

3. Verification TimeLine (Verification process must be completed by November 15.) (Reference USDA Policy
Memos 2005-SP-09, 2005-SP-01, and 2005-SP-1.)

a

Annually, each SFA MUST select and verify a sample of applications approved for benefits unless the
SFA is otherwise exempt. At least one application must be verified.
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b. Samplesize

(1) Therequired sample size is based on the total number of approved applications on file October 1.
NOTE: SFAsMUST remove any applications for students who have been directly certified prior
to counting the number of approved applications on file as of October 1. Verification may begin
prior to October 1if the SFA projectsthe number of approved applicationsthat will be on file October
1. SFAsfollowing this procedure must check the number of applications on file as of October 1 to
ensure that the minimum required sample size has been verified. School districts must not verify
more than or less than the sampl e size chosen.

NOTE: If the school’s 30th operating day happensto fall on or after October 1, DO NOT include
carryover applicationsin this pool because they are temporary.

(2) Anapplicationiscounted as one application, regardless of the number of children represented on the
application. The sample size depends on the number of paper applications, not the number of children
represented. When calculating sample sizes, all fractions or decimals MUST be rounded upward to
the nearest whole number. NOTE: [f one household has submitted an individual application for
each student, the SFA should staple all of them together and count them as one application.

(3) Typesof sample sizes.

(@) Sandard sample size—The standard sample size is the lesser of 3 percent of all approved
applications or 3,000 applications and must be drawn from error-prone applications. Fractions
must be rounded up.

Error-Prone Application: An application with incomes of $1,200 annually or $100 monthly
BELOW the free scale or BELOW the reduced-price scale. In cases in which there are not
enough error-prone applications to comply with the required sample size options, SFAs must
randomly select additional applicationsto fulfill the percentage or number requirement.

Substitutions of Original Sample: Out of the 3 percent error-prone application sample size
(round-up), up to 5 percent may be declined (school districts MUST round DOWN) and replaced
with other error-prone applications. The reason an SFA would decline an application is if the
SFA was aware of extenuating circumstances that may cause difficulty in obtaining a response
from the family. If the SFA knows the family is FRAGILE and would not respond for some
reason (i.e., cannot read, incapabl €), then the appli cation sel ected for verification may bereplaced.
The SFA would need to document why it determined that the family was fragile and replace that
selected application with another. The application that replacesthe FRAGI LE family application
must also be error-prone.

(b) Alternate Sample Sizes: In lieu of the standard sample size, SFAs may elect to use one of two
alternate samplesizesif thefollowing conditionismet: Their nonresponseratefor the preceding
school year isless than 20 percent. The Verification Response Worksheet is on page E-89 that
SFAs must use in determining if an alternate sample size is used. (Reference USDA Policy
Memo 2005-SP-27)

Nonresponse rate is defined as the percentage of approved household applications selected for
verification for which verification information was not obtained by the SFA. Thisdefinitionis
used to determine if afollow-up contact isrequired.
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The following are considered nonresponses:

»  The household does not contact the SFA when the initial request for verification is sent or
when the SFA attempts follow-up.

»  Thehousehold respondsto theinitial request but providesincomplete information, and the
SFA isunableto determineif the eligibility determination was correct.

»  Thehousehold respondsto theinitial request but failsto provide the SFA with documents or
isotherwise unableto provide appropriate documentation. (Reference USDA Policy Memo
2009-SP-13)

Studentswho reapplied and were reapproved for benefits after being terminated for nonresponse
cannot be counted as having responded when determining the responserate. (Reference USDA
Policy Memo 2005-SP-24)

The aternate sample sizes set forth in the law for SFAs meeting the above criteriaare the same
options established in current regulations:

ALTERNATE ONE (RANDOM)

1) The lesser of 3 percent or 3,000 of all approved applications as of October 1 selected at
random.

OR

ALTERNATE TWO (FOCUSED)

2) Thelesser of 1,000 or 1 percent of al applications approved as of October 1 selected from
error-prone applications PLUS the lesser of 500 or one-half of 1 percent of all applications

approved as of October 1 selected from applications that provided a case number in lieu of
income.

C. Confirmation Review

1.

Prior to conducting any verification activity for applications selected for verification, the SFA shall ensure that
theinitial eligibility determinationisreviewed for accuracy by anindividual other than the determining official.
The SA may waivethisrequirement if the local SFA isusing acomputer software program that demonstrates
ahighlevel of accuracy inprocessing aninitial eligibility determinationin accordancewith theincome-eligibility
guidelines. NOTE: An LEA wanting thiswaiver must contact the area consultant. Further, any LEA that
conducts a confirmation review of all applications at the time of certification is not required to conduct
confirmation reviews prior to verification.

Outcome of Confirmation Review—Depending on the outcome of each confirmation review, the LEA takes
one of the following actions:

a. Nochangein status—If theinitia eligibility status was correct, the SFA verifies the application.
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b. Status changesfrom reduced-priceto free—The SFA makestheincreased benefits available immediately,
notifies the household of the change in benefits, and verifies the application. If verification reduces the
level of benefits from free to reduced-price or paid, the household is sent a notice of adverse action.

c. Status changes from free to reduced-price—The SFA does not change the child's status and verifies the
application. If the child'sfree statusis verified, the SFA does not notify the household. However, if the
child’s status changes from free to either reduced-price or paid, the household is sent a notice of adverse
action.

d. Statuschangesfrom free or reduced-priceto paid—The SFA immediately sends the household a notice of
adverse action, does not verify the application, selects a similar application (for example, another error-
prone application) for verification, and followsthe confirmation review proceduresfor the newly selected
application. (Refer to page E-91 for a copy of the Confirmation Review of Benefits Notification and
AdverseAction form that SFAs must use when notifying households of changes.)

D. Notification of Selection for Verification of Eligibility

1. When ahousehold is selected for verification and is required by the SFA to submit documents or other forms
of evidence to document eligibility, the household MUST be sent a notice informing it of its selection and of
the types of information acceptableto the SFA. Refer to page E-93 for acopy of Notification of Selection for
Verification of Eligibility. The notice MUST include the following:

a  Thehousehold has been selected for verification.
b. Useof Information Statement.

c. Thetypesof acceptableinformation that may be provided to confirm current income, including pay stubs,
award lettersfrom assi stance agenciesfor benefits such associal security or supplemental security income,
and support payment decrees from courts.

d. The household isto provide documentation of income for any point in time between the month prior to
application and the time the household is required to provide income documentation. (Reference USDA
Policy Memo 2004-SP-5)

e. The household may provide proof that the child is a member of a currently certified SNAP, TANF, or
FDPIR household instead of providing income information or that a child is Other Source Categorically
Eligible. Documentation must include effective dates.

f. Information MUST be provided by a date specified by the SFA and that failure to do so will result in
termination of benefits.

g. The name and toll-free/collect/loca telephone number of a site official who can answer questions and
provide assistance.

2. When the SFA uses direct verification (agency records, SNAP, TANF, or FDPIR) to verify digibility, the
notice of selectionisNOT required since the household will not haveto provide documentation and household
cooperation will not be necessary.
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E. Verification Documentation

1. Written Evidence—Written evidence is the primary source of eligibility confirmation for all households,

including SNAP, TANF, FDPIR households, Other Source Categorical Eligibility Programs, and foster child
households.

a.  Written evidence may beintheform of pay stubsfrom employersor award lettersfrom welfare departments

or other government agencies submitted by the household to the verifying officials as confirmation of
eligibility.

Acceptablewritten evidence for income-eligible househol ds contai ns the name of the household member,
amount of income received, frequency received, and the date the income was received. For example, a
pay stub with no dates would be insufficient.

Acceptable written evidence for categorically eligible households contains a written statement from the
SNAPR TANF, or FDPIR agency that specifiesthat the child isamember of ahousehold currently receiving
benefits. For Other Source Categorical Eligibility Programs, an official letter, notice, or list from the
appropriate state agency; from a social services agency or court system for foster children; or for Head
Start/Even Start enrollees, from the office or coordinator for those programswill suffice aswritten evidence.
The verifying official should examine the document provided to ensure that the child for whom the
application was made is part of ahousehold currently participating in any of these programsor isafoster
child. Electronic Benefit Transfer (EBT) cards cannot be used to confirm eligibility in SNAPand therefore
cannot be used for categorical eligibility purposes. A document from an assistance program that does not
specify the certification period is not adequate for documentation. For example, the SNAP identification
card is not acceptable because it usually does not have an expiration date.

A household that does not have satisfactory documentation from the assistance office, state or local agency
for other source categorical eligibility may request asigned, dated letter from these offices verifying that
the child is part of ahousehold currently receiving their benefits. NOTE: |If ahouseholdis selected for
regular verification or verification for cause and the application indicates zero income, the LEA must
reguest an explanation of how living expensesare met and may request additional written documentation
or collateral contacts.

2. Collateral Contacts—A collateral contact isaperson outside of the household who is knowledgeabl e about

the househol d’s circumstances and can give confirmation of ahousehold'sincome or SNAP, TANF, FDPIR, or
Other Source Categorical Eligibility Program status.

a. Collateral contactsinclude employers, social service agencies, migrant workers' agencies, and religious

or civic organizations.

The verifying official should request a collateral contact only in cases when the household has not been
able to provide adequate written evidence.

The verifying officidl MUST give the household the opportunity to designate the collateral contact.
However, the verifying official may select a collateral contact if the household fails to designate one or
designates one who is unacceptable to the verifying official. In either case, no contact may be made
without first notifying the household and obtaining its permission.
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d. All collateral contacts may be written or oral and must be documented, dated, and initialed.

e. TheLEA will examine any written information provided by the collateral contact or evaluate any oral
information. If the collateral contact isunwilling or unableto provide the requested information, the LEA
must contact the household to complete the verification process.

3. Direct verification isonly to be used during the verification process (Reference USDA Policy Memo 2005-
SP-08 and 2005-SP-29)—A household'seligibility may be confirmed through the use of information maintained
by other government agencies to which the SFA haslegal access. Direct verification must be conducted prior
to contacting the household for documentation. When verification is made through other agency records, such
agencies may have their own notification requirements.

a. SFAsand state agencies may use:

» Thelatest available information for one month (no older than 180 days prior to the date of the free
and reduced-priced application).

» Information for all months from the month prior to application through the month direct verification
is conducted.

b. TheLEA must only submit the names of school children certified for free or reduced-price meal benefits
listed on the application. These names are submitted to the agency administering an eligible program (for
example, SNAP or the Medicaid program). The names of other household members (all adults, children
who are not attending school, or children not approved for free or reduced-price meals) cannot be submitted
for direct verification purposes. (Refer to page E-95 for a copy of a Direct Verification form.)

c. If information obtained through direct verification of an application for free or reduced-price meal benefits
indicates a child is participating in one of these programs, no additional verification is required. The
eligibility status of the child or children listed on the application is considered verified.

d. If information provided by the public agency does not verify eligibility, the LEA must proceed with
regular verification activities.

F.  Verification Results

If verification resultsin achangein benefit level or termination, the change MUST be extended to all childreninthe
household who were determined eligible by information that no longer supports the benefit level. If verification
results in higher benefits (e.g., a child who is moved from the reduced-price to free category), this change is
effective immediately and MUST be implemented no later than three operating days after verification. Parents
should be notified through whatever channels the SFA uses to notify the household of approval for benefits.
Verification of ahousehold’sincomeeligibility for free or reduced-price mealsMUST result in one of thefollowing:

1. Nochangein benefit level—The household's current documentation supportsthe level of benefitsfor which
the household has been approved.
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Reduction in benefit level—The household's current documentation identifies income too high for the level
of benefits for which the child has been approved. Therefore, the household’s eligibility MUST be changed
from free to reduced-price, free to full-price, or from reduced-price to full-price. Refer to Items G and H for
additional proceduresin this case.

Increase in benefit level—The household’s current documentation qualifies the household for free meals
rather than reduced-price meals. Therefore, the household’seligibility MUST be changed from reduced-price
to free meals.

Termination of benefits—Free or reduced-price benefits MUST be terminated for households that do not
respond to verification efforts or whose current documentation does not support eligibility for either free or
reduced-price meals.

G Verification Completion

1.

To continue the verification process subsequent to household notification, the LEA must either determine:

»  |f the household has submitted adequate information to completeitsindividua verification activity.
o If follow-up with the household is needed.

When the household does comply:

a. |If thehousehold submitswritten evidence, review the document for the name, date, and amounts stated to
determineif it is sufficient to determine total CURRENT income. |If the written evidenceis current and
confirmsthe eligibility determination previously made, the verification requirement has been satisfied.

b. If the written evidence confirms a higher or lower income and changes the eligibility determination
previously made, the verification requirement has been satisfied.

» |f written evidence confirms a higher income and benefits are reduced or terminated, proceduresin
Item H need to be implemented.
»  |If written evidence confirmsalower income and benefits areincreased, the household must be notified.

c. Complete the verification section at the bottom of each Application for Free and Reduced-Price School
Meals verified in order to document the verification process. NOTE: If thisinformation is computer-
generated, this step isnot required. The verification process must be completed by November 15.

When the household does not comply:

a.  All households not responding to theinitial verification notice MUST be contacted againin writing, by e-
mail, or by phone. Thisinformation MUST be documented. If the household does not submit sufficient
written evidence, site officials must contact the household to request the missing written evidence of
current income and advise the househol d that failureto comply or designate acollateral contact will result
in termination of benefits. The Verification Results and Adverse Action form on page E-97 may be used
for this purpose. SFAsmay contract with athird party to assist in the follow-up process.
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b. If, after the contact above, the household still does not submit sufficient written evidence or fails to
respond, send the ten calendar days' advance notice of adverse action and the verification requirement has
been satisfied. If the household reapplies for benefits after the ten-day notice of adverse action has been
processed, the household would need to submit not only a new application, but also the verification
documentation. The SFA may verify the household's eligibility prior to approval.

c. Complete the verification section at the bottom of each Application for Free and Reduced-Price School
Meals verified in order to document the verification process. NOTE: If thisinformation is computer-
generated, this step isnot required. The verification process must be completed by November 15.

d. If thehousehold selected for verification transfers out of the district before theinformation can be verified,
verification cannot be completed. To meet the minimum verification requirements, a new application
MUST be selected.

H. Letter of Verification Results and Adverse Action

All households for whom benefits are to be reduced or terminated MUST be given ten calendar days written
advance notice of the change. (Exception: If the SFA is NONPRICING and al students eat free, regardless of
whether they are REDUCED-PRI CE or PAID, written notification is not required.)

1. Thefirst day of the advance notice period is the day the noticeis sent.
2. Thenotice MUST advise the household of the following:

a. Thechangein benefits.

b. Thereason(s) for the change.

c. Anappeal MUST befiled within theten calendar days advance notice period to ensure continued benefits
while awaiting a hearing and decision.

d. Theinstructions on how to appeal.

e. Thehousehold may reapply for benefits at any time during the school year. (Verification documentation
must be submitted before approval can be given.

f. Assistance Program households may submit an application containing household names and income
information and provide written evidence of current household income.

A copy of theform ison page E-97.
I.  Benefits During Appeal

When a household appeals a reduction or termination of benefits within the ten calendar days advance notice
period, the SFA MUST continue to provide the benefits for which the child was originally approved until afina
determination is made. The SFA may continue to claim reimbursement at that level during this period.

When a household does not appeal a reduction or termination of benefits during the ten calendar days advance
notice period or the hearing official rules that benefits MUST be reduced, the actual reduction or termination of
benefits MUST take place no later than ten operating days after the ten calendar days advance notice period or ten
calendar days after the decision of the hearing official.
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J.  Hearing Procedure

The hearing procedure in the SFA's free and reduced-price policy statement MUST be followed. The hearing
official MUST be an individual who was not connected with the approval or verification process.

The household may request aschool conference prior to aformal hearing. Any such conference must not prejudice
alater appeal.

K. Households That Reapply for Program Benefits Once Verification Has Caused a Reduction in Benefits or a
Termination of Benefits

Households affected by a reduction or termination of benefits may reapply for benefits at any time during the
school year. However, if benefitsto a household have been reduced or terminated and the household reapplies
in thesame schooal year, the household must be required to submit income documentation or proof of participation
in Assistance Programs at the time of reapplication. The SFA may verify the household's eligibility prior to
approval. These are not considered new applications.

L. Verification for Cause

1. AnSFA hastheauthority and isobligated to verify all questionable applications (verification for cause) at any
time, including those who are eligible through direct certification. For cause applications are verified outside
the basic sample process. A for cause verification iswhen an SFA has reason to believe that an application is
not correct or information has cometo the SFA’s attention that questionsthe validity of the application. Please
remember that an application cannot be verified until it has been approved. SFAs should be cautioned that
for cause verification should be handled in such amanner that thereisno discrimination or intended harassment
inthe selection.

2. To verify an approved application for cause, the SFA must send the household a letter explaining that it must
submit verification of eligibility information for continued eligibility. Theverification letter may be sent at the
sametime as anatice of eligibility.

3. TheSFA verifiesapplicationsfor cause following the same procedures as normal verification procedures. Any
household that fails to submit requested verification information by the date specified by the SFA or that
submits verification information that does not support the initial determination of eligibility must be sent a
notice of adverse action.

4. Recently, concerns have been raised about school district employees allegedly misrepresenting their incomes
on applicationsto receive free or reduced-price school mealsfor their children. Asaresult, LEAs have asked
if they may use the salary information of their own employees, maintained for business purposes, as atool to
implement verification for cause and help ensure the integrity of free and reduced-price certifications.

LEAs can use verification for cause to review approved applications for free or reduced-price meals when
known or availableinformation indicates school district employees may have misrepresented their incomeson
their applications to receive free or reduced-price meals for their children. It isrecommended that an LEA
consult with legal counsel in establishing the parameters of verification for causefor school district employees.

Verification for cause must not be used to automatically verify the households of all school district employees
whose children are certified for free or reduced-pricemeals. However, from among thelist of children approved
for free or reduced-price meals, an LEA could identify children of school district employees and use LEA
salary information available to them to identify questionable applications and then conduct verifications for
cause on those questionable applications. (Reference USDA Policy Memo SP-13-2012)
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M. Record Keeping

Documentation MUST be kept by the SFA to demonstrate compliance with the verification requirements when
SFAs are reviewed by state or federal reviewers. Documentation would also be needed in case of an applicant’s

appeal.

1. Thedescription must include:

A summary of the verification efforts, such as the selection process and the source of information used.
The total number of applications on file October 1.

The percentage and number of applications verified. (Remember to always round the fraction upward
when figuring the number of applicationsto be verified.)

2. Theverifying officia’ssignature on the Application for Free and Reduced-Price School Mealsmust be completed
by the SFA to document verification results.

3. SFAs must submit the Verification Summary Report through eClaims before the December claim may be
submitted.

4. Thefollowing isto be maintained on file each year:

A copy of the Verification Summary of Applications and the Verification Summary Report submitted to
the State Agency.

A copy of each Application for Free and Reduced-Price School Meals selected for verification.

Written evidence submitted by households, including a stamped-in date and/or the envelopein which the
documents were sent to the SFA.

Calculation information used in comparing the income documents submitted and the amount of income
originally reported by the households.

A copy of any correspondenceto the househol ds concerning verification efforts, including notice of reduction
or termination of benefits.

Annotation of any information obtained through telephone or in-person contacts that resulted in some
type of action being taken in completing the verification process.

N. Implementation of Verification Process

1. Each SFA may develop its own time frame calendar, as long as the entire verification processis completed
by November 15. Thefollowing is an example of dates that could be used:

OCTOBER 1—(First notice required) Select applications and notify households and/or SNAP, TANF,
or FDPIR agency. The SFA must indicate the date that the information from the household or agency is
due.

OCTOBER 15—(Second notice required) Contact households that have not responded and those who
presented insufficient written documentation.

OCTOBER 29—Send ten calendar days advance notice of adverse action to households that have not
responded or have not submitted the required informationin full or are no longer eligiblefor meal benefits
by the established due date.

NOVEMBER 9—Terminate those who do not respond. If a household appeals, benefits must continue
as approved until the hearing official’s decision is rendered.

NOVEMBER 15—All verification efforts must be completed.
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2. Applicationsareto be verified astheincome, SNAP, TANF, or FDPIR informationisreceived. If ahousehold
isto receive a reduction or termination of benefits as aresult of verification, the ten calendar days advance
notice of the change must be sent immediately after the information is received.

O. Verification Report: Each SFA isrequired to complete and certify a Verification Summary Report after November
15. Thisreport isinthe eClaims System and must be compl eted prior to the SFA being ableto accessits December
claim for reimbursement. (Refer to pages E-99 through E-102 for a copy of the form.)
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QUESTIONSAND ANSWERSON ELIGIBILITY

A. Applications

Q1.

A:

Q2:

Q3:

Q4.

Q1

Q2:

How do | handle the distribution of applicationsfor year-round schools?

Applications should be distributed on or about the beginning of the school year, or soon thereafter, so that
households are provided with current eligibility criteriaand so that eligibility determinations are based on the
current Income-Eligibility Guidelines.

I n a computerized operation, may | submit a preprinted copy of last year’s application for the household to
confirm the accuracy of the application and sign it? If not, what itemsmay | preprint?

It isthe household's responsibility to complete the application. The LEA may send households an appliction
with the child’s name. No other information required for an eligibility determination may be preprinted.

A school wants to use the application for free and reduced-price meal benefitsto collect information from
all households on their citizenship status. Isthispermissible?

Schools may not collect information regarding a household's citizenship on the application for school meal
benefits because citizenship is not a requirement for participation in the school meal programs. Doing so
would create a barrier to participation by deterring eligible households from applying for meals for their
children.

School applications sometimes request a birth date or other information not required through statute or
regulation asa required field. Can these applications be marked as incomplete and not processed?

The LEA must not delay approval of applications, both on-line applicationsaswell ashard copiesof applictions,
if the household fails to provide any information that is not required. For example, if the household fails to
include its street address or birth dates, processing of the application cannot be delayed.

. Processing Applications

How much judgment or discretion may the LEA exercisein determining whether a household does or does
not meet the eligibility criteria for benefits?

Questionsfrequently arise concerning what isto beincluded asincome and what constitutesahousehold. This
manual isintended to provide guidelinesfor thoseindividuals making eligibility determinations. The guidance
cannot, however, address each individual situation. Determining officialswill occasionally haveto apply the
broad concepts set forth in thisguidanceto someindividual situations. If unusual situationsunlike any examples
in this guidance arise, the LEA determining official should contact the State Agency.

| f any item of required information ismissing from the free and reduced-price application submitted by the
household, may the determining official complete the application for the household using information
derived from other records available to the school ?

No. All required information must be provided by the household and cannot be derived from another source.

Oklahoma State Department of Education Eligibility Documentation Section, July 2015 E-53



Q3:

Q4.

Q5:

Q6:

Q7.

A school sent home a statement requiring all households to complete and submit the application for free
and reduced-price meal benefits. |sthis permissible?

No. Schools cannot require a household to submit an application if they choose not to do so.

Can the determining official make an eligibility determination based upon other income sourcesthat were
not declared on the application, but about which the official knows?

No. Thedetermining official must maketheinitial determination based upon the face value of the application.
However, immediately after the application is approved, the LEA may verify that application for cause.

A household voluntarily provided pay stubs that conflict with the income information on the application.
According to the income information on the application, the household is eligible for benefits. However,
from the pay stubs, it appearsthat the household isnot eligible. What should the determining official do?

The submission of documentation that does not support the information provided on the application must not
affect theinitial eligibility determination. The determining official must approve or deny the application on
face value and notify the household of theinitial eligibility determination.

Under these circumstances, an LEA official must take appropriate action by either:

»  Sending the household anotice of approval and anotice of adverse action at the sametime. Thisprovides
the househol d the opportunity to resolve the discrepancy during the (10 operating days) advance notice of
adverse action.

»  Sending the household anotice of approval and averification letter (based on verification for cause) at the
sametime.

LEA officialsarein the best position to determine the appropriate action to take. However, the inconsistency
must be resolved expeditiously.

A household voluntarily provided pay stubs with the application but did not write the amount of each
person’s income on the application. All other items were completed. According to the pay stubs, the
household iseligible for benefits. What should the determining official do?

Rather than denying the application or returning the application to the household, the determining official
should contact the household to ensure that the household submitted information from all sources of income.
Theofficial should document the contact, enter theincome information on the application, and initial and date
the action. The application would then be processed accordingly.

May the approval of applications be delegated to a food service management company (FSMC) along with
other management responsibilities?

An employee of the FSMC may act asan agent for the LEA in various aspects of the application, certification,
and verification processes. The company’s employee must comply with all requirements for these processes,
including limited disclosure of individual eligibility information. However, the LEA isultimately responsible
for ensuring that all requirements are being met and the information on the application remainsthe property of
the LEA and cannot be used or possessed by the FSM C for any use other than to determine eligibility for free
or reduced-price meals.
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Q8:

Qo:

QL

Q2:

Q3:

Q4.

I n acomputerized operation, where the computer generatesthe determination, doesthe determining official
haveto sign or initial each application?

No. Thedetermining official may signor initial and date a sheet of paper that would then be attached to abatch
of applications or make anote to the electronic file. However, the computer system should be able to capture
the original date of approval, the basisfor the determination (i.e., what household size and income was used),
and to update the status of applicationsto account for transfers, withdrawals, terminations, and other changes.

A number of children from afederally declared disaster area temporarily moved to my school district. How
do | certify these children?

If these children are determined homeless by the school district’s homeless liaison, they must be certified for
free meals or free milk.

Determining a Completed Application

Does an emancipated child sign his’/her own application? Arethelast 4 digits of a social security number
required?

An emancipated child who lives aone as a household of one or as a member of a household with no adult
household members must sign his or her own application. No socia security number is required for the
emancipated child.

What if the racial/ethnic data collection question is not completed?

Parents' provision of thisinformation is voluntary, and failure to provide the information must not affect the
child's€ligibility for benefits.

If aschool isproviding benfitsfor a child during the first 30 operating days of the school year based upon
incomeinformation from the previousyear’seligibility and upon receiving the current year application for
the household, the school determines that there is a decrease in the child's benefits, is it necessary to
provide a notice of adverse action at the end of the 30 days?

No, it isnot necessary to provide anotice of adverse action. The LEA must, however, notify the household of
the decision made (within ten days of receiving the application) on the current school year’s application.

What kinds of notice are recommended for children determined to be eligible for free or reduced-price
meals?

Households must be notified of their eligibility for benefits; however, notification does not have to be in
writing. LEAsmay notify households of their children’seligibility for free or reduced-price benefits by letter,
e-mail, or phone. LEAs may also use an automated system that assures accuracy of information and
confidentiaity. When an application is denied, the household must always be notified in writing.
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Q5:

Q6:

When foster parents apply for benefits for their own children, do they include their foster children as
household members?

Yes. Foster parents who apply for benefits for their children may include their foster child(ren) (including a
preschool foster child) on the application as a household member. A foster child’s income (personal income
provided to the child or earned by the child) is only considered when the foster parents submit an application
for the nonfoster children in the household.

Achild and hismother arelivingwith her sister’sfamily becausethey wereevicted. The child wasdetermined
homeless by our liaison and istherefore categorically eligiblefor freemeals. Can the sister count the child
and hismother in her household?

Yes, unless the mother and her child are not part of the same economic unit as her sister. Thishomeless child
isalways eligible for free meals even if the sister’s children are ineligible or only qualify for reduced-price
meals. Further, based on yearlong duration, the homeless child retains his/her free meal status when his’her
family isno longer homeless and the sister’s children also retain their eligibility status for the current school
yesr.

D. Custody Situations

Q1.

Q2:

Parents share custody of their daughter, and the child lives alternately with her mother and her father.
Based on the mother’sincome, sheis entitled to free meals. | understand that the child is entitled to free
mealseven when sheiswith her father. My question is—Can thefather include her asa household member
in hishousehold?

Yes. Since the daughter is part of each parent’s economic unit while she is in residence at the respective
households, both parents may include her as a household member.

In a split custody situation, a child is eligible for free meals based on the application submitted by his
mother. However, hisfather told us he does not want his son to get free mealswhile heiswith him. May |
till claim the boy’'s meals at the free rate?

No. When the child isresiding with his father and the father pays for the meals, you cannot claim that child’s
meals at the free rate.
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E. Accepting Benefits

QL What if a childiseligible for free meals, but the household wants to pay the reduced-meal price?

A: The school should respect the family’s wishes and alow the child to pay the reduced-price charge. The
application should correctly reflect that the child iseligiblefor free meals. However, the school should noteon
the application that the family has elected to pay the reduced-price charge. The meals served to such achild
must be claimed for reduced-price reimbursement since the school received the reduced-price payment from
the household.

F. Income Eligibility

QL Why isthe housing allowance provided to service personnel counted asincome when thevalue of provided
housing isnot?

A: Income is defined as all cash received on a recurring basis. In-kind benefits, by definition, are not cash
payments, and, therefore, are not considered asincome for the purpose of determining free and reduced-price
eligibility. School officialsare not in aposition to determine the val ue of in-kind benefits such as housing for
clergy, cars for salespersons, or employee medical or dental benefits. The income exclusion for in-kind
benefitsisuniform through the school meal programs. To treat in-kind benefits provided to military households
differently fromin-kind benefits provided to the general population would create an inequity. Thefact that the
value of military on-base housing is more readily identifiable than other sources of in-kind benefits would not
lessen theinequity.

Q2 If one household owns a housing unit and rents living space to another household, must the household
receiving therental fee report thisamount asincome?

A: Yes. Incomeincludes money derived from rental of room(s), apartment(s), etc. If ahousehold receivesrental
income from another household, it must be included as income. The treatement of rental income would be
similar to the treatment of self-employment income.

Q3 Are children for whom households receive adoption assistance payments under Title | V-E of the Social
Security Act automatically eligible for free school meals?

A: No. Although Sections 673 and 674 of the Social Security Act specify that, for purposesof Titles XX (medical
assistance) and X X (child care), children whose parents receive adoption payments shall be deemed to be zero
benefit recipients of the Aid to Familieswith Dependent Children (now TANF), the statute did not extend this
TANF equivalency to the NSLP, SBP, or SMP. Additionaly, since there is no legidative prohibition from
considering the adoption assi stance payments asincome, the amount of assistance must beincluded as household
income in the free and reduced-price meal eligibility determination.

Q4. If a child lives with hig’her parents and is required to pay for room and board, is the child a separate
household?
A: Thechild isconsidered to be aseparate househol d only when the child isliving alone or as a separate economic

unit. Separate economic units are usually characterized by the prorating of most household expenses. Most
children paying room and board are usually paying atoken amount and are not economically independent of
their parents and are, therefore, not considered to be emancipated.
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Q5:

If two separate households rent living space (e.g., an apartment or a house) and one household gives its
portion of therent to the other household that, in turn, transmitsthefull rent to thelandlord, doestherental
income given to the transmitting household count as rental income?

No. Thetransmitting household has not received income; rather, it is performing asimplefinancial transaction
that does not provide it with additional income.

G. Categorical Eligibility

QL

Q2:

Q3:

Q4.

A child who has been certified homeless by the liaison earlier thisyear returns home. The child remains
categorically eligible based on having been determined categorically eligible earlier in theyear; but hewas
with a host family that had the option of including him on their application for meal benefits. Now that the
child is back home, can his home family apply for free or reduced-price benefits and include him as a
household member?

There are severa points that need to be addressed in responding to this question.

*  The homeless child’s €ligibility status cannot convey to the other children in either the host or home
family. However, the homeless child is counted as a household member in the other househol ds.

e Thehomelesschild remainseligiblefor free mealsfor the current school year (and up to 30 operating days
in the next), regardless of where heisliving.

*  Thehost family canincludethe childif it appliesfor benefitswhilethe child isliving with the family and,
if he moves out of the home, thereis no changein eligibility statusfor the remaining children because of
yearlong eligibility.

¢ When the child returnsto his home family, heis counted as a household member if hisfamily appliesfor
benefitsfor the other childreninthehousehold. By the sametoken, if the homelesschild leavesthefamily
that has an approved application on file, the status of the remaining children does not change unless
something happens that would improve their status.

May a private school serve free meals to homeless students using documentation provided by a public
school homelessliaison?

Although the M cKinney-Vento Homel ess Assistance Act only appliesto public schools, public school liaisons
may share documentation with a private school and the private school may use this information to support
serving free meal s to this population.

Doesthe categorical eligibility status of a homeless student remain in effect for the entire school year even
if the homeless student secures permanent housing and continuesto reside in the same SFA?

Yes. A homeless child remains eligible for free mealsfor the current school year, plus up to 30 operating days
in the subsequent school year, even if that child secures a permanent residence (e.g., returns home) at some
point during the current school year.

Doesthe categorical eligibility status of a homeless student remain in effect for the entire school year even
if the homeless student secures permanent housing but now attends a school in a different LEA?

The new LEA may accept the eligibility determination for students provided by theformer LEA. However, if
the LEA does not elect to accept the eligibility determination from the prior LEA, then the household is
required to reapply for benefitswith the new LEA. The homeless coordinator may still make a determination
that the student is homeless and thus eligible for free meal benefits even if the student is considered to have a
permanent residence (not with his’her family). If the student’s statusis not designated as homel ess, the household
where the student resides must apply for meal benefits based on household size and grossincome.
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Q5:

Q6:

Q7:

Q8:

Qo9:

Q10:

Isachild considered a foster child if placed in arelative's home?

Provided achildisplacedin arelative’shome by astate or court system, he/sheisconsidered afoster child and
eligiblefor freemeals. Informal arrangementsamong relativesdo not qualify achild asafoster child, and thus
the child is not categorically eligible for free meals.

Does a foster child’s categorical eligibility extend to other children in the household, the same as with
Assistance Programs (SNAP, TANF, or FDPIR)?

No. A foster child's eligibility status for free meals does not extend to other children in the household.

Isthe direct certification processrequired for a foster child, and what documentation isrequired to verify
achild's status as a foster child?

Direct certification isnot required for foster children; however, LEAsand other child nutritioninstitutionsare
strongly encouraged to establish formal mechanisms with state and local foster care agencies or the courtsto
receive information directly from these agencies to facilitate certification for free meals for foster children.
Documentation may consist of welfare agency or court documents stating that the courts have taken legal
custody of a child and he/she has been placed in the foster care system or, if appropriate, alist of childrenin
foster care from the welfare or court system is sufficient.

What if one of the children listed on an income application is checked as a foster child?

Sincefoster children are categorically eligiblefor free meals, the LEA notesthe foster child’sfree meal status
and then must determine the eligibility status of other children listed on the application based on household
size and income. The foster child may be included on the application (at the household’s discretion) as a
household member along with any personal income he or she may have.

Isdirect certification required for children in Head Start, migrant, runaway, or homeless programs?

No. Direct certification is not arequirement for these programs but is strongly encouraged by FNS.

An application issubmitted indicating a child is one of these categories: Head Start, migrant, runaway, or
homeless (Other Source Categorically Eligible), but is additional documentation needed?

Yes. Additional documentation is required to certify that a child participates in one of these programs (this
does not include foster children).

H. Confidentiality Disclosure of Eligibility Information

QL

What does disclosure mean as it relates to children’s personal free and reduced-price meal or free milk
eligibility information?

Disclosure means revealing or using individual children’s program eligibility information that is obtained
through the free and reduced-price €eligibility process for a purpose other than the purpose for which the
information was obtained. Disclosure includes, but is not limited to, access, release, or transfer of personal
data about children by means of print, tape, microfilm, microfiche, electronic communication, or any other
means. It includes eligibility information obtained through the free and reduced-price application or through
direct certification and whether the children are eligible for free meals or reduced-price meals.
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Q2:

Q3:

Q4.

Q5:

Q6:

Q7.

May the principal of a school compare the test scores of individual studentsin hisher school to the test
scores of studentsin another school in the same district by socioeconomic status?

Students’ names and free or reduced-price eligibility status may be disclosed, without consent, for afederal or
state education program. However, parental consent isrequired for disclosureto alocal educational program.
Aggregate data may be disclosed, provided that it does not allow for individual student identification.

May the LEA disclose eligibility information to other CNPs?

The LEA may disclose all eligibility information from children’s free and reduced-price applications or
information obtained through direct certification to persons directly connected with the administration or
enforcement of the programs authorized under the NLSA or Child Nutrition Act of 1966. Thisincludes the
NSLP, SBR, SMP, CACFP, SFSP, and the Specia Supplemental Nutrition Program for Women, Infants, and
Children (WIC). This means that program eligibility information collected for any one of the CNPs may be
shared with another CNP, even if the programs are sponsored by different entities. For example, a public
school may disclose information from children’s free and reduced-price school meal applications, without
parental consent, to an SFSP administered by a parks and recreation agency.

Who are persons directly connected to the administration or enforcement of a program?

The LEA may disclose children’s eligibility status only to persons determined to be directly connected with
theadministration or enforcement of afederal education program, state education program, state health program,
or ameans-tested nutrition program; also, to personsdirectly connected with the Comptroller General’s Office
or law enforcement for an authorized activity.

Personsdirectly connected to program administration or program enforcement include federal, state, and local
program operatorsresponsiblefor the ongoing operation or activities of their respective program and compliance
officials responsible for the monitoring, reviewing, auditing, or investigating of a program authorized to have
access to free and reduced-price eligibility information.

Who are persons directly connected with the administration of Sooner Care?

Persons directly connected with the administration of Sooner Care, for purposes of disclosure of free and
reduced-price meal and free milk eligibility information, are state employees and persons authorized under
federal and state Medicaid and Sooner Care requirements to carry out initial processing of applications or to
make eligibility determinations.

What €eligibility information may an LEA disclose to means-tested nutrition programs?

Without parental consent, the L EA may only disclose nameand eligibilty status. Disclosureof other information,
such as parents’ names and address, requires parental notification and consent.

Who is responsible for making the decision on whether to disclose children’s eligibility status and/or to
disclose other personal information?

Whether or not to disclose children’s eligibility information is alocal decision. The LEA should develop a
policy on disclosing free and reduced-price meal eligibility information. However, for disclosuresto Sooner
Care, thedecision in disclosure is ajoint State Agency/LEA decision. Both the State Agency and LEA must
agree to disclose children’sinformation to Sooner Care.
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QL

Q2:

Q3:

Q4.

Q5:

Verification

What if an appliation is selected for verification, but the household transfers out of the school district
before theinformation can be verified?

If a household selected for verification transfers out of the district before the information can be verified,
verification cannot be completed. To meet the minimum verification requirements, anew application must be
selected.

What if | am using other agency records, and that agency does not respond before November 15?

The LEA should document that it contacted another agency well in advance of the deadline, which demonstrates
good faith. Thiswould be avalid reason for the State Agency to extend the deadline.

How is overtime income counted for the purposes of verification?

The LEA official should work with the household to determine whether the overtime for the month being
verified is representative of overtime received in other months. If the overtime is a one-time or sporadic
source of income, income should be cal cul ated based on the regular monthly income without overtime.

If a household is paid weekly and submits a pay stub for a week, must | go back and ask for pay stubs for
awhole month?

No. If theweekly pay stubisrepresentative of what the household normally receives each week, one pay stub
issufficient.

In our school district, no one lives outside of the local calling area. Do we have to provide a no-cost
telephone number for verification questions?

The LEA does not have to have a toll-free number to call, but a parent must be able to call collect if, for
example, he or she works outside of the local calling areaand is unable to contact the LEA during the LEA's
hours of operation.

Oklahoma State Department of Education Eligibility Documentation Section, July 2015 E-61



This page intentionally left blank.



FREQUENTLY ASKED QUESTIONSABOUT
FREE AND REDUCED-PRICE SCHOOL MEALS

Dear Parent/Guardian:

Children need healthy meals to learn. (Name of School/School District) offers healthy meals every school day.
Breakfast costs ($); lunch costs ($). Your children may qualify for free meals or for reduced-price meals.
Reduced-price is ($) for breakfast and ($) for lunch. This packet includes an application for free or reduced-price
meal benefits and a set of detailed instructions. Below are some common questions and answers to help you with the
application process.

1. WHO CAN GET FREE OR REDUCED-PRICEMEALS?

e All children in households receiving benefits from (Supplemental Nutrition Assistance Program
[SNAP]), (Food Distribution Program on Indian Reservations[FDPIR], or (Temporary Assistance
for Needy Families [TANF]) are eligible for free meals.

e Foster children who are under the legal responsibility of a foster care agency or court are eligible for
free meals.

e Children participating in their school’s Head Start program are eligible for free meals.

e Children who meet the definition of homeless, runaway, or migrant are eligible for free meals.

e Children may receive free or reduced-price mealsif your household’sincome is within the limits on the
Federal Income Eligibility Guidelines. Your children may qualify for free or reduced-price meals if
your household income falls at or below the limits on this chart.

FEDERAL ELIGIBILITY INCOME CHART for School Year: 2016
Household Size Yearly Monthly Weekly
1 21,775 1,815 419
2 29,471 2,456 567
3 37,167 3,098 715
4 44,863 3,739 863
5 52,559 4,380 1,011
6 60,255 5,022 1,159
7 67,951 5,663 1,307
8 75,647 6,304 1,455
Each additional person: 7,696 642 148
2. HOWDOI KNOW IFMY CHILDREN QUALIFY ASHOMELESS, MIGRANT, OR RUNAWAY? Do the

members of your household lack a permanent address? Are you staying together in a shelter, hotel, or other
temporary housing arrangement? Does your family relocate on a seasonal basis? Are any children living
with you who have chosen to leavetheir prior family or household? If you believe childrenin your household
meet these descriptions and have not been told your children will get free meals, please call or e-mail
(school, homeless liaison, or migrant coordinator).

DOI NEED TOFILL OUTANAPPLICATION FOR EACH CHILD? No. Useone Free and Reduced-Price
School Meals Application for all students in your household. We cannot approve an application that is not
complete, so be sure to fill out all required information. Return the completed application to: (Name,
Address, Phone Number).

SHOULD | FILL OUTANAPPLICATION IFI RECEIVEDA LETTER THISSCHOOL YEAR SAYING MY
CHILDREN ARE ALREADY APPROVED FOR FREE MEALS? No, but please read the letter you got
carefully and follow the instructions. If any children in your household were missing from your eligibility
notification, contact (Name, Address, Phone Number, E-Mail) immediately.

Oklahoma State Department of Education Eligibility Documentation Section, July 2015 E-63



10.

11.

12.

13.

14.

15.

16.

CAN | APPLY ONLINE? Yes! You are encouraged to complete an online application instead of a paper application if you are
able. The online applicaation has the same requirements and will ask you for the same information as the paper application.
Visit (Web site) to begin or to learn more about the online application process. Contact (Name, Address, Phone Number, E-
Mail) if you have any questions about the online application.

MY CHILD’' SAPPLICATION WASAPPROVED LAST YEAR. DO I NEED TOFILL OUTA NEW ONE? Yes. Your child's
application is only good for that school year and for the first few days of this school year. You must send in a new application
unless the schooal told you that your child is eligible for the new school year.

| GETWIC. CAN MY CHILDREN GET FREE MEALS? Childrenin households participating in WIC MAY beéeligiblefor free
or reduced-price meals. Please send in an application.

WILL THEINFORMATION | GIVE BE CHECKED? Yes. We may also ask you to send written proof of the household income
you report.

IFI DONOT QUALIFY NOW, MAY | APPLY LATER? Yes, you may apply at any time during the school year. For example,
children with a parent or guardian who becomes unemployed may become eligible for free and reduced-price meals if the
household income drops below the income limit.

WHAT IF | DISAGREEWITH THE SCHOOL' SDECISION ABOUT MY APPLICATION? You should talk to school officials.
You also may ask for ahearing by calling or writing to: (Name, Address, Phone Number, E-Mail).

MAY | APPLY IF SOMEONE IN MY HOUSEHOLD ISNOT A UNITED STATES(U.S.) CITIZEN? Yes. You, your children, or
other household members do not have to be U.S. citizens to apply for free or reduced-price meals.

WHAT IFMY INCOME ISNOT ALWAY STHE SAME? List the amount that you NORMALLY receive. For example, if you
normally make $1000 each month, but you missed some work last month and only made $900, put down that you made $1000
per month. If you normally get overtime, include it, but do not include it if you only work overtime sometimes. If you have
lost ajob or had your hours or wages reduced, use your current income.

WHAT IF SOME HOUSEHOL D MEMBERS HAVE NO INCOME TO REPORT? Household members may not receive some
types of income we ask you to report on the application or may not receive income at all. Whenever this happens, please write
aOinthefield. However, if any incomefields are left empty or blank, those will ALSO be counted as zeroes. Please be careful
when leaving income fields blank, as we will assume you MEANT to do so.

WEARE IN THE MILITARY. DOWE REPORT OUR INCOME DIFFERENTLY ? Your basic pay and cash bonuses must be
reported asincome. If you get any cash value allowancesfor off-base housing, food, or clothing, or receive Family Subsistence
Supplemental Allowance payments or the Military Housing Privatization Initiative, do not include your housing allowance as
income. Any additional combat pay resulting from deployment is also excluded from income.

WHAT IF THERE IS NOT ENOUGH SPACE ON THE APPLICATION FOR MY FAMILY? List any additional household
members on a separate piece of paper, and attach it to your application. Contact (Name, Address, Phone Number, E-Mail)
to receive a second application.

MY FAMILY NEEDSMORE HELP. ARE THERE OTHER PROGRAMSWE MIGHT APPLY FOR? To find out how to apply
for (SNAP) or other assistance benefits, contact your local assistance office or call (State Hotline Number).

If you have other questions or need help, call (Phone Number).

Sincerely,

(Signature)
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HOW TOAPPLY FOR FREEAND REDUCED-PRICE SCHOOL MEALS

Please use these instructions to help you fill out the application for free or reduced-price school meals. You only
need to submit ONE application per household, even if your children attend more than one school in (School District).
The application must be filled out completely to certify your children for free or reduced-price school meals.

Please follow these instructions in order! Each step of the instructions is the same as the steps on your application.
If at any time you are not sure what to do next, please contact (School/School District Contact Here—Phone and
E-Mail Preferred).

PLEASE USE A PEN (NOT APENCIL) WHEN FILLING OUT THE APPLICATION, AND DO YOUR BEST
TOPRINT CLEARLY.

STEP1: LISTALL HOUSEHOLD MEMBERSWHO ARE INFANTS, CHILDREN, AND STUDENTSUPTO
AND INCLUDING GRADE 12

Tell ushow many infants, children, and school studentsliveinyour household. They do NOT haveto berelated to you
to be a part of your household.

Who should | list here?

When filling out this section, please include ALL members in your household who are:

e Children aged 18 or under AND are supported with the household’s income.

* Inyour care under afoster arrangement or qualify as homeless, migrant, or runaway youth.
»  Students attending (School/School System Here), regardiess of age.

A. List each child’'s name. For each child, print his’her first name, middle initial, and last name. Use one line of
the application for each child. If there are more children present than lines on the application, attach a second
piece of paper with all required information for the additional children.

B. Isthe child a student at (Name of School/School System Here)? Mark Yes or No under the column titled
Sudent to tell us which children attend (Name of School/Schooal District Here).

C. Do you have any foster children? If any children listed are foster children, mark the Foster Child box next to
the child’'s name. Foster children who live with you may count as members of your household and should
be listed on your application. If you are ONLY applying for foster children, after completing STEP 1, skip to
STEP 4 of the application and these instructions.

D. Areany children homeless, migrant, or runaway? If you believe any child listed in this secton may meet this
description, please mark the Homeless, Migrant, Runaway box next to the child’s name and complete all steps
of the application.

STEP2: DOANY HOUSEHOLD MEMBERS(INCLUDING YOU) CURRENTLY PARTICIPATE IN ONE OR
MORE OF THE FOLLOWINGASSISTANCE PROGRAMS: SUPPLEMENTAL NUTRITIONASSISTANCE
PROGRAM (SNAP), TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF), OR FOOD
DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS (FDPIR)? If Yes, record the proper case number
(only one per household) in the box. Skip to STEP 4.

If anyone in your household participates in the assistance programs, your children are ELIGIBLE for free school
meals.

If NO ONE in your household participates in any of the above programs:
e Skip to STEP 3 on these instructions and STEP 3 on your application.
e LeaveSTEP2blank.
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A. Report all income earned by children. Refer to the chart titled Sources of Income for Children in these
instructions, and report the combined gross income for ALL children listed in STEP 1 in your household in the
box marked Total Child Income. Only count foster children’sincome if you are applying for them together with
the rest of your household. It is optional for the household to list foster children living with them as part of the
household.

What is Child Income?

Child income is money received from outside your household that is paid DIRECTLY to your children.
Many households do not have any child income. Use the chart below to determine if your household has
child income to report.

Sour cesof Incomefor Children

Sources of Child Income Example(s)
e Earnings from work e A child has ajob where he/she earns a salary or
wages
e Socia Security » A childisblind or disabled and receives social
—Disability payments security benefits
—Survivor’s benefits e A parent isdisabled, retired, or deceased, and his/

her child receives social security benefits

A friend or extended family member
REGULARLY gives a child spending money

e Income from any other source e A child receives income from a private pension
fund, annuity, or trust

e Income from persons OUTSI DE the household

FOREACHADULT HOUSEHOLD MEMBER:

Who should | list here?

When filling out this section, please include ALL ADULT members in your household who are:
e Living with you and share income and expenses, even if not related and even if they do not receive
income of their own.

Do NOT include people who:

» Livewithyou but are not supported by your household’sincome AND do not contribute income to your
household.

e Children and students already listed in STEP 1.

How do | fill in the income amount and sour ce?

FOR EACH TYPE OF INCOME:
e Usethe charts in this section to determine if your household has income to report.
*  Report al amountsin grossincome ONLY. Report al income in whole dollars. Do not include cents.
— Gross income is the total income received before taxes or deductions.
— Many people think of income as the amount they take home and not the total gross amount. Make
surethat theincome you report on this application hasNOT been reduced to pay for taxes, insurance
premiums, or any other amounts taken from your pay.
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FOREACHADULT HOUSEHOLD MEMBER: cont

*  WriteaOinany fieldswherethereis no incometo report. Any income fieldsleft empty or blank will be
counted as zeroes. If you write O or leave any fields blank, you are certifying (promising) that thereis
no income to report. If local officials have known or available information that your household income
was reported incorrectly, your application will be verified for cause.

»  Mark how often each type of income is received using the check boxes to the right of each field.

B. List adult household members’ names. Print the name of each household member in the boxes marked Names
of Adult Household Members (First and Last). Do not list any household membersyou listed in STEP 1. If
achild listed in STEP 1 has income, follow the instructionsin STEP 3, Part A.

C. Report earnings from work. Refer to the chart titled Sources of Income for Adults in these instructions, and
report all income from work in the Earnings From Work field on the application. This is usually the money
received from working at jobs. If you are a self-employed business or farm owner, you will report your net
income. Thisis calculated by subtracting the total operating expenses of your business from its gross receipts or

revenues.

D. Report income from public assistance/child support/alimony. Refer to the chart titled Sources of Income for
Adults in these instructions, and report al income that applies in the Public Assistance/Child Support/Alimony
field on the application. Do not report the value of any cash value public assistance benefits NOT listed on the
chart. If income is received from child support or alimony, only court-ordered payments should be reported
here. Informal regular payments should be reported as Other income in the next part.

E. Report income from pensiongretirement/all other income. Refer to the chart titled Sources of Income for
Adults in these instructions, and report all income that applies in the Pensions/Retirement/All Other Income

field on the application.

F.  Report total household size. Enter the total number of household membersin the field Total Household Members
(Children and Adults). This number MUST be equal to the number of household memberslisted in STEP 1 and
STEP 3. If there are any members of your household that you have not listed on the application, go back and add
them. It isvery important to list al household members, as the size of your household determines your income
cutoff for free and reduced-price meals.

G Provide the last four digits of your social security number. The household's primary wage earner or another
adult household member must enter the last four digits of his/her social security number in the space provided.
You areeligibleto apply for benefitseven if you do not have a social security number. 1f no adult household
member has a social security number, leave this space blank and mark the box to the right labeled Check if no

SON.

Sour cesof Incomefor Adults

Earnings From Work

Public Assistance/Alimony/Child
Support

Pensions/Retirement/All Other Income

Salary, wages, cash bonuses
NET incomefrom self-
employment (farm or business)
Strike benefits

If you areintheU.S. Military:

Basic pay and cash bonuses (do
NOT include combat pay,
FSSA, or privatized housing
allowances)

Allowances for off-base
housing, food, and clothing

Unemployment benefits
Worker’s compensation
Supplemental Security Income
(SSh)

Cash assistance from state or
local government

Alimony payments

Child support payments
Veteran'sbenefits

e Socia Security (including
railroad retirement and black
lung benefits)

* Private pensions or disability

e Incomefromtrustsor estates

e Annuities

e |nvestmentincome

* Earnedinterest

e Renta income

* REGULAR cash paymentsfrom
outside household
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STEP4: CONTACT INFORMATIONANDADULT SIGNATURE

All applications must be signed by an adult member of the household. By signing the application, that household
member is promising that all information has been truthfully and completely reported. Before completing this
section, please also make sure you have read the privacy and civil rights statements on the application.

A. Provide your contact information. Write your current address in the fields provided if this information is
available. If you have no permanent address, this does not make your children ineligible for free or
reduced-price school meals. Sharing a phone number, e-mail address, or both is optional, but helps us reach
you quickly if we need to contact you.

B. Print and sign your name. Print your name in the box Printed Name of Adult Completing the Form. Sign your
name in the box Sgnature of Adult Completing the Form.

C. Today'sdate. Inthe space provided, write today’s date.
D. Share children’s racial and ethnic identities (optional). On the back of the application, we ask you to share

information about your children’srace and ethnicity. Thisfield isoptional and does not affect your children’s
eligibility for free or reduced-price school meals.
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SHARING INFORMATION WITH MEDICAID/SOONERCARE

Dear Parent/Guardian:

If your children get free or reduced-price school meals, they MAY also be able to get free or low-cost health
insurance through Medicaid or SoonerCare. Children with health insurance are more likely to get regular
health care and are less likely to miss school because of sickness.

Because health insurance is so important to children’s well-being, the law allows us to tell Medicaid and
SoonerCarethat your children are eligible for free and reduced-price school meals unlessyou tell usnot
to. Medicaid and SoonerCare only use the information to identify children who may be eligible for their
programs. Program officials may contact you to offer to enroll your children. Filling out the Application for
Free and Reduced-Price Meals does not automatically enroll your children in health insurance.

If you do not want us to share your information with Medicaid or SoonerCare, fill out the form below and
send in. (Sending in this form will not change whether your children get free or reduced-price school
meals.)

[] No! I DO NOT want information from my Application for Free and Reduced-Price School
Meals shared with Medicaid or SoonerCare.

If you checked No, fill out the form below to ensure that your information isNOT shared for the child(ren)
listed below:

Child’'s Name: School:

Child’'s Name: School:

Child’'s Name: School:

Child’'s Name: School:
Signature of Parent/Guardian: Date:
Printed Name:

Address:

For more information, you may call your child’s school.

Oklahoma State Department of Education Eligibility Documentation Section, July 2015 E-71



INCOME-ELIGIBILITY GUIDELINES FOR SCHOOL YEAR 2016
FOR FREE AND REDUCED-PRICE MEALS

Thisisthe income scale used by

(School Food Authority)

to determine eligibility for free meals.

(The Free Scale Should Not Be Distributed to Families)

ELIGIBILITY SCALE FOR FREE MEALS
130 Percent of Poverty L evel
Household Size Income
Annual Monthly Twice Per Month |Every Two Weeks Weekly
1 15,301 1,276 638 589 295
2 20,709 1,726 863 797 399
3 26,117 2,177 1,089 1,005 503
4 31,525 2,628 1,314 1,213 607
5 36,933 3,078 1,539 1,421 711
6 42,341 3,529 1,765 1,629 815
7 47,749 3,980 1,990 1,837 919
8 53,157 4,430 2,215 2,045 1,023
For each additional 5,408 451 226 208 104
family member, add:

ELIGIBILITY SCALE FOR REDUCED-PRICE MEALS
185 Percent of Poverty L evel
Household Size Income
Annual Monthly Twice Per Month |Every Two Weeks Weekly

1 21,775 1,815 908 838 419
2 29,471 2,456 1,228 1,134 567
3 37,167 3,098 1,549 1,430 715
4 44,863 3,739 1,870 1,726 863
5 52,559 4,380 2,190 2,022 1,011
6 60,255 5,022 2,511 2,318 1,159
7 67,951 5,663 2,832 2,614 1,307
8 75,647 6,304 3,152 2,910 1,455

For each additional

family member, add: 7,696 642 321 296 148
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NOTICE TO HOUSEHOLDS OF APPROVAL/DENIAL OF BENEFITS

Dear Parent/Guardian:

You applied for free or reduced-price meals for the following children:

Approved for free meals.

Approved for reduced-price meals at $ for lunch, $ for breakfast, and
$ for snacks.

Denied for the following reason(s):

Income over the allowable amount

Incomplete application

Other:

If you do not agree with the decision, you may discuss it with the school.

If you wish to review the decision further, you have aright to afair hearing. This can be done by calling or writing the following
officia:

NAME:

ADDRESS:

TOLL-FREE/COLLECT/LOCAL PHONE NUMBER: (Circle One)

E-Mail:

If you are not eligible now but have adecrease in household income, become unemployed, or have anincreasein family size, fill out
an application at that time.

Sincerely,

(Name) (Title)

(Date)

The United States Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color,
national origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parenta status, sexual orientation, or
al or part of anindividual’sincomeis derived from any public assistance program, or protected genetic information in employment or in any program or activity conducted
or funded by USDA. (Not all prohibited baseswill apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at <http:/
www.ascr.usda.gov/complaint_filing_cust.html>, or at any USDA office, or call 866-632-9992 to request the form. You may also write a letter containing al of the
information requested in theform. Send your completed complaint form or letter to USDA by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400
Independence Avenue, SW, Washington, DC 20250-9410, by fax 202-690-7442, or e-mail at <program.intake@usda.gov>.

Individualswho are deaf, hard of hearing, or have speech disabilities may contact USDA through the Federal Relay Service at 800-877-8339 or 800-845-6136 (Spanish).

USDA isan equal opportunity provider and employer.
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Child Nutrition Programs (CNP) Roster

STUDENT'SNAME

CATEGORY
FORR

DATE
APPROVED

DATE
DROPPED
OR
ITRANSFERRED

STATUS CHANGE
AND COMMENTS

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.
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EVEN START/HEAD START FEDERALLY FUNDED ENROLLMENT

Name of School: Manager:
NAME OF CHILD AGE ENTRY DROP EVEN HEAD
(List every child enrolled in DATE DATE START START

Head Start or Even Sart)

| certify that the children listed above are currently enrolled as participants in the Even Start/Head Start Program and
that those children enrolled in Even Start are at the prekindergarten level.

Signature of Person Authorized to Provide Certification

on Behalf of Even Start/Head Start

Date
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FDPIR NOTIFICATION OF BENEFITS—DIRECT
CERTIFICATION
EXAMPLE
INTER-TRIBAL COUNCIL INCORPORATED

FOOD DISTRIBUTION PROGRAM

P.O. Box 1308
Miami, Oklahoma 74355
018-542-3443 « FAX 918-542-5529

VERIFICATION OF PARTICIPATION
In
FDPIR
(FOOD DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS)

To Whom It May Concern:

Please accept thisform as verification the bel ow-named household is currently participating in the Inter-Tribal Council,
Inc., Food Distribution Program on Indian Reservations (FDPIR), which will qualify the household for the free School
Lunch Program. The household’seligibility isnot guaranteed to be ongoing and may change at any time. Please do not
hesitate to call for up-to-date information on the household.

Thehousehold of John Q Public iscurrently certified to receive benefitsthrough
the FDPIR program listed above. The certification includes the following school -age children:

Peter Public

Pamela Public

The current certification period for the household isfrom MM/DD/YYYY through MM/DD/YYYY . TheFDPIR
identification number for the purpose of receiving free and reduced-price mealsis 1234-5678 .

If you have any questions, please do not hesitate to contact our office at 918-542-3443.

Suzie Smith Certificator MM/DDIYYYY
FDP Per sonnel Title Date

The United States Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, national origin, age,
disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or part of anindividual’sincomeisderived from
any public assistance program, or protected genetic information in employment or in any program or activity conducted or funded by USDA. (Not all prohibited baseswill apply to all programs and/
or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at <http://www.ascr.usda.gov/
complaint_filing_cust.html>, or at any USDA office, or call 866-632-9992 to request theform. You may also writealetter containing al of theinformation requested in theform. Send your completed
complaint form or letter to USDA by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, DC 20250-9410, by fax 202-690-7442,
or e-mail at <program.intake@usda.gov>.

Individuals who are deaf, hard of hearing, or have speech disabilities may contact USDA through the Federal Relay Service at 800-877-8339 or 800-845-6136 (Spanish).

USDA isan equal opportunity provider and employer.
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ATTACHMENT |
NOTICE OF DIRECT CERTIFICATION

Dear Parent/Guardian:

We want to let you know that the child(ren) listed below will receive free lunches, breakfasts, and snacks at
school because they receive SNAP, TANF, or FDPIR benefits.

United States Department of Agriculture (USDA) regulations require that if one person within a household
isdirectly certified through ahousehold member receiving SNAP, TANF, or FDPIR benefits, then all children
within the household are directly certified.

Name of Child Name of School

If there are other children enrolled in the school district in your household who are not listed above, they
also qualify for free meals.

Please contact the school your child/children attend in the following situations:
» If thereareother children in your household who are not listed above and you would like them to receive
free meals at school.

* You do not want your children to have free meals.
* You have any additional questions.

School Name:

Name of Contact:

Phone Number:

E-Mail Address:

Signature of School Official:

The United States Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, national origin, age,
disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or al or part of anindividual’sincomeisderived from
any public assistance program, or protected genetic information in employment or in any program or activity conducted or funded by USDA. (Not al prohibited baseswill apply to all programs and/
or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at <http://www.ascr.usda.gov/
complaint_filing_cust.html>, or at any USDA office, or call 866-632-9992 to request theform. You may also writealetter containing al of theinformation requested in theform. Send your completed
complaint form or letter to USDA by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, DC 20250-9410, by fax 202-690-7442,
or e-mail at <program.intake@usda.gov>.

Individualswho are deaf, hard of hearing, or have speech disabilities may contact USDA through the Federal Relay Service at 800-877-8339 or 800-845-6136 (Spanish).

USDA isan equal opportunity provider and employer.
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DISCLOSURE CHART FOR ELIGIBILITY INFORMATION

Recipient of Information

Information That May Be
Disclosed to Recipient

Required Notification
and Consent

Child Nutrition Programs (CNP) under
the National School Lunch Act (NSLA)
or Child Nutrition Act (CNA)

All eligibility information

Prior notice and consent not required

Federal, state, or local means-tested
nutrition programs with eligibility
standards comparable to the National
School Lunch Program (NSLP)

Eligibility STATUS only

Prior notice and consent not required

Federal education programs, including
No Child Left Behind (NCLB)

Eligibility STATUS only

Prior notice and consent not required

The WAVE (Student Information System)

Eligibility STATUS only

Prior notice and consent not required

Sate education programs administered
by a state agency or local education
agency

Eligibility STATUS only

Prior notice and consent not required

Local education programs

NO dligibility information unless parental
consent is obtained

Must obtain parental consent

Sooner Care Benefits, administered by a
state or local agency authorized under
Title XI1X or XX of the Social Security
Acttoidentify and enroll eligiblechildren

All eligibility information unless parents
elect not to have information disclosed

Must give prior notice to parents and
opportunity for parentsto declineto have
their information disclosed

Sate health programs other than Sooner
Care administered by a state agency or
local education agency

Eligibility STATUS only

Prior consent not required

Federal health programs other than
Medicaid/Sooner Care

NO dligibility information unless parental
consent is obtained

Must obtain parental consent

Local health programs

NO dligibility information unless parental
consent is obtained

Must obtain parental consent

Comptroller General of the United States
for purposes of audit and examination

All eligibility information

Prior notice and consent not required

Federal, state, or local law enforcement
officials investigating alleged violations
of any of the programs under the NSLA
or CNA or investigating violations of any
of the programsthat are authorized to have
access to names and eligibility status

All eligibility information

Prior notice and consent not required

SFA may use the form on the next page for parents to complete for release of eligibility information that requires

parental approval.
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SHARING INFORMATION WITH OTHER PROGRAMS

Dear Parent/Guardian:

To save you time and effort, the information you gave on your Free and Reduced-Price School
Meal sApplication may be shared with other programsfor which your children may qualify. For the
following programs, we must have your permission to shareyour information. Sending inthisform
will not change whether your children get free or reduced-price meals.

]  Yes | DOwant school officiasto shareinformation from my Free and Reduced-Price School MealsApplication
with (Name of Program Specific to Your School).

L]  Yes | DOwant school officialsto shareinformation from my Free and Reduced-Price School MealsApplication
with (Name of Program Specific to Your School).

[J Yes | DOwantschool officialsto shareinformation from my Free and Reduced-Price School MealsApplication
with (Name of Program Specific to Your School).

If you checked Yesto any or all of the boxes above, fill out the form below to ensure that your information is shared for
the children listed below. Your information will be shared only with the programs you checked.

Child’'sName: School:

Child’'sName: School:

Child’'sName: School:

Child’'sName: School:

Signature of Parent/Guardian: Date:
Printed Name:

Address:

For moreinformation, you can call (Name) at (Phone) or e-mail at (E-Mail Address).

Return thisformto: (Address) by (Date).
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Page 1 of 3

DISCLOSURE OF FREE AND REDUCED-PRICE
INFORMATION AGREEMENT

I PURPOSE AND SCOPE

and acknowledge and agreethat children’sfreeand

(Insert Name of LEA) (Insert Name of Receiving Agency)
reduced-price meal and free milk eligibility information obtained under provisions of the Richard B. Russell National
School LunchAct (NSLA) (42 USC 1751 et. seqg.) or Child Nutrition Act of 1966 (42 USC 1771 et. seq.) (CNA) and the
regulations implementing those Actsis confidential information. This Agreement is intended to ensure that any

information disclosed by the to the
(Insert Name of LEA Agency) (Insert Name of Receiving Agency)

about children eligible for free or reduced-price meals or free milk will be used only for purposes specified in this

Agreement and that the and the
(Insert Name of LEA) (Insert Name of Receiving Agency)

recognize that there are penalties for unauthorized disclosures of this eligibility information.
1. AUTHORITY

Section 9(b)(6)(A) of theNSLA (42 USC 1758[b][6][A]) authorizesthe limited disclosure of children’sfree or reduced-
pricemeal or free milk eligibility information to specific programsor individual swithout prior parent/guardian consent.
Except that, the parent/guardian must be provided the opportunity to declineto share eligibility information prior to the
disclosurefor identifying children eligiblefor benefitsunder or enrolling children in the state M edicaid program and the
Sooner Care program. Additionally, the statute specifies that, for any disclosures not authorized by the statute, the
consent of children’s parents/guardians must be obtained prior to the disclosure.

Thereceiving agency certifiesthat it is currently authorized to administer the following program(s) and that information
requested will only be used by the program(s) indicated.

NOTE: Section 9(b)(6)(A) specifies that certain programs may receive children’s eligibility status only, without
parental consent. Parental consent must be obtained to disclose any additional eligibility information. Section
9(b)(6)(D)(ii) specifiesthat for state Medicaid or Sooner Care, parents must be notified and given the opportunity to
elect not to have information disclosed. Social security numbers may only be disclosed if households are given
notice of the disclosure and the usesto be made of their social security numbersasrequired by Sec. 7 of the Privacy
Act.

1. RESPONSIBILITIES

will:

(Insert Name of LEA)

*  When required, secure parents/guardians consent prior to any disclosure not authorized by the NSLA or any
regulations under that act, unless prior consent is secured by the receiving agency and made availableto the LEA.

»  For state Medicaid and Sooner Care, notify parents/guardians of potential disclosures and provide the opportunity
for parents/guardians to elect not to have information disclosed.

» Disclosedigibility information only to personsdirectly connected to the administration or enforcement of programs
authorized access under the NSLA or regulations under the Act or to programs or services for which parents/
guardians gave consent.
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Page 2 of 3

will:

(Insert Name of Receiving Official)

Ensure that only persons who are directly connected with the administration or enforcement of the
and whose job responsibilities require use of

(Insert Name of the Program)
the dligibility information will have accessto children’s eligibility information:

Specify by name(s) or title(s):

Use children’s free and reduced-price eligibility information for the following specific purpose(s):

(Describe):

Inform all persons that have access to children’s free and reduced-price mea eligibility information that the
information is confidential, that children’s eligibility information must only be used for purposes specified above,

and the penalties for unauthorized disclosures.

Protect the confidentiality of children’sfree and reduced-price meal or free milk eligibility information asfollows:

Specifically describe how the information will be protected from unauthorized uses and further disclosures.
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Page 3 of 3
Description of Proceduresto Transfer M eal Eligibility I nformation (May be completed by either the LEA or receiving

agency)

Describe the proceduresfor transferring students’ meal-€ligibility information from the LEA to the requesting agency/
program so as to limit the number of individuals who have access to the information.

(Describe):

V. EFFECTIVE DATES

This agreement shall be effective from to

V. PENALTIES

Any person who publishes, divulges, discloses, or makes known in any manner, or to any extent not authorized by
federal law (89[b][6][C] of theNSLA; 42 USC 1758[b][6][C]) or aregulation, any information about achild'seligibility
for free or reduced-price meals or free milk shall be fined not more than $1,000 or imprisonment of not more than one
year or both.

VI. SIGNATURES
The parties acknowledge that children’s free or reduced-price meal and free milk eligibility information may be used
only for the specific purposes stated; that unauthorized use of free or reduced-price meal and free milk information or

further disclosureto other persons or programsis prohibited and aviolation of federal law which may resultin civil and
criminal penalties.

Requesting Agency/Program Administr ator

Printed Name:

Title: Phone:

Signature:

Date:

LEAAdministrator

Printed Name:

Title: Phone:

Signature:

Date:

NOTE: Any attachmentswill become part of this agreement.
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VERIFICATION RESPONSE WORKSHEET

This form MUST be used and kept on file if selecting an alternate sample size for
verification. Approval of the alternate sample size is granted by the State Agency if all
required conditions are met.

School Food Authority (SFA): County/District Code:

For al SFAs except Oklahoma City Public Schools and Tulsa Public Schools:

1. Current School Year:

2. Number of applications on file as of October 1:

1. Previous School Year:

2. Number of applications selected for verification in previous school year:
3. Number of responses from verification in the previous school year:

4, x .80 =

Number of applications from verification in the Required response rate
previous year (#2 answer)

If Item 3isequal to or exceedsthe product in Item 4, the SFA may use any verification
method in the current school year.
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VERIFICATION RESPONSE WORKSHEET
Oklahoma City/Tulsa Public Schools Only

Thisform MUST be used and kept on file if selecting an alternate sample size for verification.
Approval of the alternate sample sizeisgranted by the State Agency if all required conditionsare
met. For the purposesof verification, large SFAsare only those that have 20,000 or morefreeor
reduced-price applications on file as of October 1 in any given year.

1. Current School Year:
2. Number of applications on file as of October 1:
This number should be the same as the
sum of items 4.2, 4.3, and 5 under
Column B of the Summary
Verification Report

1. Previous School Year:

2. Number of applications selected for verification:

3. Number of households (applications) that did not respond:

4, - =

Number 3 Number 2 Nonresponse rate from the previous school year

5. Second Preceding School Year:

6. Number of applications selected for verification:

7. Number of households (applications) that did not respond:

8. - =

Number 7 Number 6 Nonresponse rate from the second preceding school year
9. x .10 =
2nd preceding Percentage of improvement needed
year
nonresponse rate

10. — =

2nd preceding Previous year (+/—) Nonresponse rate improvement
year nonresponse
nonresponse rate
rate (Number 4
(Number 8 answer)
answer)

If Number 10 is greater than Number 9, then the SFA may use the alternate sample size.

E-90
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CONFIRMATION REVIEW OF BENEFITSNOTIFICATION
AND ADVERSE ACTION

Children’sNames:

School: Date:

Dear

We have completed a confirmation review of your children’s eligibility. Thisreview brought to our attention that an
error was made in the children’sinitial determination of benefits. Starting

your children’s eligibility for meal benefitswill be: (10 calendar days from the date sent)
I:l Changed from free to reduced-price. Thereduced-pricechargeis_______ centsforlunchand_______cents
for breakfast.

D Stopped for the following reason(s):

Starting immediately, your children’s eligibility for meal benefitswill be:
D Changed from reduced-price to free. Your children will receive meals at no cost.
If you are not eligible for benefits now but have a decrease in household income, become unemployed, or have an
increase in the size of your household, you may fill out aform at that time to reapply for benefits.

If you do not agree with the decision, you may discussit with

(Verifying Official)
You also have theright to afair hearing. If you request a hearing by

(Date)

your children will continueto receive _ until the decision
(Free or reduced-price meals)

of the hearing official ismade. You may request afair hearing by calling or writing the following official:

Name:
Address:
Toll-Free/Collect/L ocal Telephone Number:
(Circle One)
Sincerely,

The United States Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, national origin, age,
disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or part of anindividual’sincomeisderived from
any public assistance program, or protected genetic information in employment or in any program or activity conducted or funded by USDA. (Not all prohibited baseswill apply to al programs and/
or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at <http://www.ascr.usda.gov/
complaint_filing_cust.html>, or at any USDA office, or call 866-632-9992 to request theform. You may a so writealetter containing al of theinformation requested intheform. Send your completed
complaint form or letter to USDA by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, DC 20250-9410, by fax 202-690-7442,
or e-mail at <program.intake@usda.gov>.

Individuals who are deaf, hard of hearing, or have speech disabilities may contact USDA through the Federal Relay Service at 800-877-8339 or 800-845-6136 (Spanish).

USDA isan equal opportunity provider and employer.
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NOTIFICATION OF SELECTION FOR VERIFICATION OF ELIGIBILITY
WE MUST CHECK YOUR APPLICATION

You must send the information we need, or contact (Name) by (Date), or your child(ren) will stop getting free or
reduced-price meals.

School: Date:

Dear

We are checking your Free and Reduced-Price School MealsApplication. Federal rulesrequire that we do thisto make
sure only eligible children get free or reduced-price meals. You must send us information to prove that (Name[s] of
Child[ren]) idaree€ligible.

If possible, send copies, not original papers. If you do send originas, they will be sent back to you only if you ask.

1. IFYOU WERE RECEIVING BENEFITS FROM (SNAP), (TANF), OR (FDPIR) WHEN YOU APPLIED FOR
FREE OR REDUCED-PRICE MEALS, OR AT ANY TIME SINCE THEN, SEND US A COPY OF ONE OF
THESE:

e (SNAP), (TANF), or (FDPIR) Certification of Notice that shows dates of certification.
e Letter from (SNAP), (TANF), or (FDPIR) office that shows dates of certification.
e Do not send your EBT card.

2. IFYOUGET THISLETTER FORA HOMELESS, MIGRANT, RUNAWAY, ORHEAD START CHILD, PLEASE
CONTACT (School, Homeless Liaison; Runaway, Migrant, or Head Start Coordinator)
FOR HELP.

3. IF THE CHILD IS A FOSTER CHILD: Provide written documentation that verifies the child is the legal
responsibility of the agency or court, or provide the name and contact information for a person at the agency or
court who can verify that the child isafoster child.

4. IFNOONEINYOURHOUSEHOLD RECEIVES (SNAP), (TANF), OR (FDPIR) BENEFITS: Send thispage
along with papersthat show the amount of money your household gets from each source of income. The papersyou
send must show the NAME of the person who received theincome, the DATE it was received, HOW MUCH was
received, and HOW OFTEN it wasreceived. Send information to: (Address)

Acceptable papersinclude:
JOBS: Paycheck stub or pay envel opethat showsthe amount and how often pay isreceived; letter from employer

stating gross wages and how often you are paid; or, if you work for yourself, business or farming papers such as
ledger or tax books.

SOCIAL SECURITY, PENSIONS, or RETIREMENT: Socia Security retirement benefit letter, statement of
benefits received, or pension award notice.

UNEMPLOYMENT, DISABILITY, or WORKER'SCOMP: Noticeof digibility from state employment security
office, check stub, or letter from the Worker’s Compensation office.

WELFARE PAYMENTS: Benefit letter from the (TANF) office.

CHILD SUPPORT or ALIMONY: Court decree, agreement, or copies of checks received.
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OTHERINCOME (SUCH ASRENTAL INCOME): Information that showsthe amount of incomereceived, how
oftenit isreceived, and the date received.

NOINCOME: A brief note explaining how you providefood, clothing, and housing for your household and when
you expect an income.

MILITARY HOUSING PRIVATIZATION INITIATIVE: Letter or rental contract showing that your housing is
part of the Military Privatized Housing Initiative.

TIME FRAME OF ACCEPTABLE INCOME DOCUMENTATION: Please submit proof of one month’sincome;
you could use the month prior to application, the month you applied, or any month after that.

If you have questions or need help, please call (Name) at (Telephone Number). Thecall isfree. (Toll Freeor Reverse
Charge Explanation) You may also email usat (E-Mail Address).

Sincerely,

(Signature)

TheRichard B. Russell National School LunchAct requirestheinformation onthisapplication. You do not haveto give
theinformation, but if you do not, we cannot approve your child for free or reduced-price meals. You must include the
last four digits of the social security number of the adult household member who signs the application. The last four
digitsof the social security number isnot required when you apply on behalf of afoster child or you list a Supplemental
Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF), or Food Distribution Program
on Indian Reservations (FDPIR) case number or other FDPIR identifier for your child or when you indicate that the
adult household member signing the application does not have asocial security number. We will use your information
to determineif your childiseligiblefor free or reduced-price meals and for administration and enforcement of the lunch
and breakfast programs. We MAY share your €eligibility information with education, health, and nutrition programs to
help them evaluate, fund, or determine benefitsfor their programs, auditorsfor program reviews, and law enforcement
officials to help them look into violations of program rules.

The United States Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and
applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity, religion,
reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or
part of an individual’s income is derived from any public assistance program, or protected genetic information in
employment or in any program or activity conducted or funded by USDA. (Not all prohibited bases will apply to all
programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form, found online at <http://www.ascr.usda.gov/complaint_filing_cust.html>, or at any USDA office, or
call 866-632-9992 to request the form. You may also write aletter containing all of the information requested in the
form. Send your completed complaint form or letter to usby mail at U.S. Department of Agriculture, Director, Office
of Adjudication, 1400 Independence Avenue, SW, Washington, DC 20250-9410, by fax 202-690-7442, or e-mail at
<program.intake@usda.gov>.

Individuals who are deaf, hard of hearing, or have speech disabilities may contact USDA through the Federal Relay
Service at 800-877-8339 or 800-845-6136 (Spanish).

USDA isan equal opportunity provider and employer.
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DIRECT CERTIFICATION/VERIFICATION FORM

LETTER TO THE SNAP, TANF, OR FDPIR OFFICE
FROM THE SCHOOL FOOD AUTHORITY

Date:

Dear

Theregulationsfor the Supplemental Nutritional Assistance Program (SNAP), Temporary Assistanceto Needy Families
(TANF), and Food Distribution Program on I ndian Reservations (FDPIR) permit SNAP, TANF, and FDPIR officesto
release eligibility information to administrators of the National School Lunch and School Breakfast Programsto ensure
that only eligible children receive free meal benefits.

Thereceipt of SNAP, TANF, and/or FDPIR automatically qualifieschildren for free school meals. Enclosedisalisting
of approved free-meal applicants who have been selected for verification and who have indicated that the child for
whom application was made now receives SNAP, TANF, and/or FDPIR benefits. Ontheenclosed listing, pleaseindicate
if these household membersare currently participating inthe SNAP, TANF, and/or FDPIR program(s). Thisinformation
will be used only to confirm the approved applicant’s eligibility for free meal benefits.

The information used for direct verification must be the most recent information available that is defined as data that
is no older than 180 days prior to the date of the free and reduced-price application. To be consistent with policy
established for regular verification, direct verification efforts may use information from any point in time between the
month prior to application and the time the LEA conducts direct verification.

Your prompt return of the listing will be appreciated. A self-addressed return envelope is also enclosed for your
convenience. If you have any questions or need additional information, please contact:

at telephone number

Signature Date

Address

Telephone Number

Enclosures
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DIRECT CERTIFICATION/VERIFICATION FORM—SNAP, TANF,
FDPIR, OR OTHER SOURCE CATEGORICAL ELIGIBILITY
PROGRAM RECIPIENTS

CHILD’'SNAME
(Last Name, First Name)

SNAP,
TANF, OR FDPIR
NUMBER
Not Applicablefor Other
Sour ce Categorical
Eligible Programs

CURRENT
PARTICIPATIONIN
SNAP, TANF, FDPIR,
OR OTHER SOURCE

CATEGORICAL

ELIGIBLE

PROGRAMS

YES

NO

SIGNATURE OF SNAP, TANF, FDPIR, OR OTHER SOURCE CATEGORICAL

ELIGIBLE PROGRAMSOFFICIAL

ADDRESS

TELEPHONE NUMBER

DATE
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VERIFICATION RESULTS/ADVERSE ACTION
WE HAVE CHECKED YOUR APPLICATION

School: Date:

Dear:

We checked the information you sent us to prove that (Name[s] of Child[ren]) is/are eligible for free or
reduced-price meals and have decided that:

[J Your child(ren)’s eligibility has not changed.

[0 Starting (Date), your child(ren)’s eligibility for meals will be changed from reduced-price to free
because your incomeiswithin the free meal-ligibility limits. Your child(ren) will receive meals at
Nno cost.

O Sarting (Date), your child(ren)’s eligibility for meals will be changed from free to reduced-price
because your incomeisover thelimit. Reduced-price meals cost ($) for lunch and ($) for breakfast.

O starting (Date), your child(ren) is/are no longer eligible for free or reduced-price meals for the
following reason(s):
___Records show that no one in your household received (SNAP), (TANF), or (FDPIR) benefits.
___Records show that the child(ren) is/are not homeless, runaway, migrant, or Head Start.
___Your income is over the limit for free or reduced-price meals.
___You did not provide:
___You did not respond to our request.

Meals cost ($) for lunch and ($) for breakfast. If your household income goes down or your household size
goes up, you may apply again. If you were previously denied benefits because no one in the household
received (SNAP), (TANF), or (FDPIR) benefits, you may reapply based on income eligibility. If you did
not provide proof of current eligibility, you will be asked to do so if you reapply.

If you disagree with this decision, you may discussit with (Name) at (Phone). You aso have theright to a
fair hearing. If you request a hearing by (Date), your child(ren) will continue to receive free or reduced-
price meals until the decision of the hearing official is made. You may request a hearing by calling or
writing to: (Name), (Address), (Phone Number), or (E-Mail).

Sincerely,

(Signature)

The Richard B. Russell National School Lunch Act requires the information on this application. You do not have to give the information, but if you do not, we cannot
approve your child for free or reduced-price meals. You must include the last four digits of the social security number of the adult household member who signs the
application. Thelast four digits of the social security number is not required when you apply on behalf of afoster child or you list a Supplemental Nutrition Assistance
Program (SNAP), Temporary Assistance for Needy Families (TANF), or Food Distribution Program on Indian Reservations (FDPIR) case number or other FDPIR identifier
for your child or when you indicate that the adult household member signing the application does not have a socia security number. We will use your information to
determineif your childiseligiblefor free or reduced-price mealsand for administration and enforcement of thelunch and breakfast programs. We MAY shareyour eligibility
information with education, health, and nutrition programs to help them evaluate, fund, or determine benefits for their programs, auditors for program reviews, and law
enforcement officiasto help them look into violations of program rules.

The United States Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color,
national origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or
al or part of anindividual’sincomeis derived from any public assistance program, or protected genetic information in employment or in any program or activity conducted
or funded by USDA. (Not all prohibited baseswill apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at <http://
www.ascr.usda.gov/complaint_filing_cust.html>, or at any USDA office, or call 866-632-9992 to request the form. You may also write a letter containing al of the
information requested in the form. Send your completed complaint form or |etter to us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400
Independence Avenue, SW, Washington, DC 20250-9410, by fax 202-690-7442, or e-mail at <program.intake@usda.gov>.

Individualswho are deaf, hard of hearing, or have speech disabilities may contact USDA through the Federal Relay Service at 800-877-8339 or 800-845-6136 (Spanish).

USDA isan equal opportunity provider and employer.
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Department of Agriculture, Food and Nutrition Service
School Food Authority (SFA) Verification Collection Report—FNS 742 REPORT
State agencies must report the information on thisform ANNUALLY for each SFA with schools operating the National School Lunch
Program (NSLP) and/or the School Breakfast Program (SBP).

All SFAs, including SFAswith all schools exempt from verification requirements, must compl ete applicabl e sections.
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it contains a valid OMB control number.
The valid OMB number for this collection is 0584-0026. The time required to complete this information collection is 45 minutes per response, including the time to

review instructions, search existing data resources, gather the data needed, and complete and review the information collection.
State Agency Name: SFA 1D#: Typeof SFA: School Year:
[ Public [ Nonprofit/Private From: 20 to: 20
SFA Name: SFA City: SFA Zip Code: I_I_I_l_l_l
Total Schools, **All SFAs must report Section 1** A. Number of B. Number of
— | Residential Schools OR Sudents
c | ChildCare I nstitutions
.g Ingtitutions | 1-1: Total schools (Do not include RCCIs):
(3/; (R(E:r?rl osi)lgnd 1-2:  Total RCCls (Do not include schools counted in 1-1):
Sudents 1-2a RCClswith day students (Report ONLY day studentsin 1-2aB):
1-2b: RCClswith NO day students:
SFAsWith **ONLY SFAswith alternate provisions must report Section 2** A. Number of B. Number of
Schools SchoolsAND Sudents
Operating I nstitutions
ou| Alternate [2-1: Operating Provision 2/3in a BASE year for NSLP and SBP:
S Provisons  I'5 2. Operating Provision 2/3 in aNONBASE year for NSLP and SBP:
5 2-2a Provision 2/3 students reported as FREE in a NONBASE year:
5; 2-2b: Provision 2/3 students reported as REDUCED-PRICE in a NONBASE year:
2-3:  Operating the Community Eligibility option:
2-4:  Operating other alternativesfor NSLP and SBP:
2-5. Operating an aternate provision for only SBP or only NSLP:
Sudents ** ALL SFAsmust report Section 3 or check box 3-1 if applicable** B. Number of
Approved as 3-1:[JCheck the box only if all schools and/or RCClsin the SFA were not required to FREE Sudents
FREE Eligible, |_Perform direct certification with SNAP (i.e., NONBASE year Provision 2/3 for all schools)
NOT Subject [3-2: Studentsdirectly certified through Supplemental Nutrition Assistance Program
to Verification (SNAP): Do not include students certified with SNAP through the | etter method.
™ 3-3:  Studentsdirectly certified through other programs: Include those directly certified
_5 through Temporary Assistance for Needy Families (TANF), Food Distribution
B Program on Indian Reservations (FDPIR), or Medicaid (if applicable); those
caﬁ) documented as homeless, migrant, runaway, foster, Head Sart, Pre-K Even Sart, or
nonapplicant but approved by local officials. DO NOT include SNAP students already
reported in 3-2.
3-4:  Students certified categorically FREE €eligible through SNAP letter method: Include
students certified for free meals through the family providing a letter from the SNAP
agency.
Sudents **All SFAs collecting applications must report Section 4** A. Number of B. Number of
Approved as Applications Sudents
FREE or - — —
g REDUCED- |4-1: Approved as categorically FREE €ligible: Based on those providing
O |PRICE Eligible| documentation (e.g., a case number for SNAP, TANF, FDPIR on an
5| Througha application)
5§ Household  4-2:  Approved as FREE eligible: Based on household size and income
Application information
4-3:  Approved as REDUCED-PRICE dligible: Based on household size
and income information
T-1Total FREE Eligible Sudents Reported: T-2 Total REDUCED-PRICE Eligible Sudents Reported:
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Section 5

** ALL SFAs must report Section 5 or check Box 5-1 if applicable**
5-1:[] Check the box if ALL schools and/or RCCls are exempt from verification (see instructions for list of exemptions).

If 5-1 is checked, no further reporting in Section 5 is required.

5-2: Was verification performed and completed?

O Yes, completed by November 15

O Yes, completed after November 15

O No, verification was NOT performed or
the process was not compl eted

5-3: Typeof verification process used:

1. 0O Standard (lesser of 3% or 3,000 error-prone)
2. 0O Alternate one (lesser of 3% or 3,000 selected randomly)
3. 0O Alternate two (lesser of 1% or 1,000 error-prone

applications

PLUS lesser of one-half of 1% or 500 applications with

SNAP/TANF/FDPIR case numbers)

If 1 or 3ischeckedin 5-3,
report 5-4.
If 2ischeckedin 5-3,
enter NA in 5-4.

5-4: Tota ERROR-PRONE
applications. Report all
applications as of October 1
considered error-prone

5-5: Number of
applications selected for
verification sample:

** All SFAs must report 5-7 or check Box 5-6 if applicable**

5-6: [ Check the box if direct verification was not conducted in the SFA (i.e., not one of

the schools and/or RCClsin the SFA performed direct verification). If 5-6is
checked, skip 5-7.

A. Number of
Applications

B. Number of
Sudents

Report if FREE and/or REDUCED-PRICE
eligibility is confirmed through direct verification
with SNAP/TANF/FDPIR/MEDICAID as of
November 15

5-7: Confirmed through direct

verification:

5-8: Resultsof Verification by Original Benefit Type

For each original benefit type (A, B, and C), report the number of applications and students as of November 15 for each result
category (1, 2, 3, and 4). Do NOT include students and applications already reported in 5-7A or 5-7B.

A. FREE—Categorically Eligible B. FREE—Income C. REDUCED-PRICE—Income
Certified as FREE based on SNAP/ Certified as FREE based on income/ | [Certified as REDUCED-PRICE based on
TANF/FDPIR documentation (e.g., household size application income/household size application
case number) on application
Result a. b. Result a. b. Result a. b.
Category |Applications| Sudents Category |Applications | Sudents Category |Applications | Sudents
1. Responded, 1. Responded, 1. Responded,
NO CHANGE: NO CHANGE: NO CHANGE:
2. Responded, 2. Responded, 2. Responded,
Changed to| Changed to Changed to
REDUCED- REDUCED- REDUCED-
PRICE: PRICE: PRICE:
3. Responded, 3. Responded, 3. Responded,
Changed to| Changed to Changed to
PAID: PAID: PAID:
4, NOT 4. NOT 4. NOT
Responded, Responded, Responded,
Changed to| Changed to Changed to
PAID: PAID: PAID:

VC-1: Total questionable applicationsverified for cause (Enter NA if not applicable):
Report the number of applications as of November 15 verified for cause IN ADDITION tothe

verification requirement.
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Additional Instructionsfor Reporting the FNS-742
For additional guidance on verification requirements and procedures, refer to the Eligibility Manual (http://www.fns.usda/gov/cnd/
guidance/EliM an.pdf). Enter the State Agency name, SFA name, SFA ID, SFA city, SFA zip code for each SFA with schools and/or
RCCl s operating the NSLP and/or SBP. Select if the SFA overall isapublic or aprivate/nonprofit entity, and enter the school year for
which the report is completed. Include schools and/or RCCls and the enrolled students only onceif operating both NSLP and SBP.

All SFAs with schools or RCCls operating the NSLP and/or SBP must complete this section regardless if al schools are exempt from verification. Report
schools or ingtitutions operating the NSLP and/or SBP and students with access to the NSLP and/or SBP as of the last operating day in October.

1-1A & B: TOTAL number of schools (not including RCCIs) operating the NSLP and/or SBP and the TOTAL number of enrolled students with access to the
NSLP and/or SBP.

1-2A &B: TOTAL number of RCCls operating the NSLP and/or SBP and the TOTAL number of enrolled students with access to the NSLP and/or SBP in
RCCls.

1-2aA & 1-2aB: Of the RCClsreported in 1-2A, enter the number of RCClswith DAY students and ONLY the DAY students with access to the NSLP and/or
SBPin RCCIs(day studentsarethose studentsNOT institutionalized and eligibility isdetermined individually by application or direct certification asapplicable).
1-2bA & 1-2bB: Of the RCClsreported in 1-2A, enter the number of RCCls with NO day students and the TOTAL number of institutionalized students.
Note: The sum of the students reported in 1-2aB and 1-2bB will NOT equal the total in 1-2B.

Section 1

All SFAs with some or all schools and/or RCCls operating under an aternative provision must complete this section. For RCCIs operating an aternate
provision, include both day and residential students. Report students with access to the NSLP and/or SBP as of the last operating day in October. 2-1
through 2-4 should be reported only if the school operates alternate provisions for BOTH programs resulting in no collection of applications for the school.
Schools operating Provision 2/3 for only one program and collecting household applications for the other program should report applicable provision datain 2-
5.

2-1A & B: BASE year is when certification procedures are conducted.

2-2A &B: NONBASE year is when NO certification procedures are conducted.

2-2aB & 2-2bB: Multiply the most recent base year FREE perentage by the enrollement reported in 2-2B to determine 2-2aB. Multiply the base year
REDUCED-PRICE percentage by the enrollment reported in 2-2B to determine 2-2bB.

2-3A & B: Number of schools operating the Community Eligibility Option and the number of enrolled studentsin the schools with access to the NSLP and/or
SBP.

2-4A &B: Other aternatives include Provision 1 and universal meal service through census data or socioeconomic surveys.

2-5A & B: Enter the number of schools and/or RCCls and students enrolled operating an alternate provision for ONLY SBP or ONLY NSLP. Include schools/
RCCls operating in both a base year and nonbase year.

Section 2

All SFAs must complete this section. If al schools and/or RCClsin the SFA were not required to perform direct certification with SNAP, then check Box 3-1.
Direct certification is the process by which the student is certified eligible based on documentation received directly from the applicable program (e.g., SNAP
or TANF agency). This process eliminates the need for the household to submit an application. Report students approved FREE eligible as of the last operating
day in October.

3-2B: Include students directly certified with SNAP. If a student is directly certified with SNAP as well as with another program (e.g., TANF/eligible
homeless), include the student in THIS SNAP count (3-2B). Also include in this count any student in the SFA deemed eligible based on extended categorical
ligibility viaan eligible student in the primary household who has been directly certified with SNAP. DO NOT include SNAP letter method certificationsin
this SNAP count; report these in 3-4B below. (SNAP letter method certifications are when the family submits a letter from the SNAP agency to document
receipt of SNAP benefits. Thisisno longer considered to be direct certification.)

3-3B: Include students directly certified through programs other than SNAP. Include students in the SFA deemed eligible due to extended categorical
eligibility viaan eligible student in the primary household directly certified with TANF or FDPIR. DO NOT include SNAP students already reported in 3-2 or
to be reported in 3-4 as certified categorically through SNAP letter method.

3-4B: Include ONLY students certified as categorically FREE eligible based on aletter submitted by family from the SNAPagency. Include studentsin the SFA
deemed eligible due to extended categorical eligibility via an eligible student in the primary household certified as FREE categorically eligible with the letter
method with SNAP.

Section 3

All SFAs with schools and/or RCCIs collecting individual household applications must report this section, including schools and/or RCClsin a Provision 2/3
base year. Report number of applications (A) approved as of October 1. Report number of students (B) as of the last operating day in October.

4-1A & B: Number of applications approved FREE eligible based on documentation submitted on an application (i.e., case number for SNAP, TANF, or FDPIR
on an application) on file as of October 1 and the number of students as of the last operating day in October approved FREE eligible based on documentation
submitted on an application (i.e., case number for SNAP, TANF, or FDPIR on an application). Include studentsin the SFA deemed eligible due to extended
categorical eligibility via an eligible student in the primary household categorically FREE €eligible with SNAP, TANF, or FDIPR.

4-2A & B: Number of applications approved FREE eligible based on income information submitted by the household on file as of October 1 and the number
of students as of the last operating day in October approved FREE eligible based on income information submitted by the household.

4-3A & B: Number of applications approved REDUCED-PRICE eligible based on income information submitted by the household on file as of October 1 and
the number of students as of the last operating day in October approved REDUCED-PRICE eligible based on income information submitted by the household.

Section 4

T-1: Enter the total number of students reported as FREE dligible. T-2: Enter the total number of students reported as REDUCED-
(3-2B) + (3-3B) + (3-4B) +(4-1B) + (4-2B) + (2-2aB, if applicable) PRICE €eligible: (4-3B) + (2-2bB, if applicable)
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If ALL schools and/or RCClsin the SFA are exempt from verification activities, check Box 5-1 and no further reporting is required in Section 5. Verification
activities are NOT required for:

. SchoolRCCls in which ALL children have been certified under direct certification procedures, including children DOCUMENTED as dligible foster,
migrant, runaway, or homeless children.

. RCCls which do not have day students.

. Schools electing the Community Eligibility Option.

. School/RCCls in which FNS has approved universal meal service through census data or using socioeconomic surveys; e.g., special cash assistance
claims based on economic statistics regarding per capitaincome (Puerto Rico and the Virgin Islands).

. Schools participating only in the Special Milk Program.

. Schools in which al children are served with no separate charge for food service and no specia cash assistance is claimed (i.e., nonpricing programs
claiming only the paid rate of reimbursement).

. All schools are Provision 2/3 schools in a nonbase year.

. Schools which do not have any free or reduced-price eligible students.

. Other FNS-determined exemptions on a case-by-case basis.

5-2: Indicate whether verification was performed and completed by the deadline of November 15. If verification was completed after the deadline, report the

remainder of Section 5 was applicable.

5-3: If verification was completed, check the type of verification process used to comply with the requirements of 7 CFR 245.6a. Please note the quaification

requirementsin 7 CFR 245.6a(d) must be met to use the two alternate sample sizes.

. Sandard: Verify 3% or 3,000 of approved applications, whichever isless, selected from error-prone applications on file as of October 1. If there are not
enough error-prone applications, LEAs must select at random additional applications to complete sample size.

. Alternate one: Verify 3% or 3,000, whichever isless, of all randomly selected approved applications on file as of October 1.

. Alternate two: Verify the lesser of 1% or 1,000 approved applications as of October 1 selected from error-prone applications PLUS the lesser of one-half
of 1% or 500 applications approved as of October 1 that provided a case number in lieu of income.

5-4: Error-prone applications are household applications approved as of October 1 indicating monthly income within $100 of the monthly limit or annual

income within $1,200 of the annual limit of the applicable income-eligibility guidelines.

5-5: Enter the total number of applicationsinitially selected for the verification process as indicated in 5-3.

5-6: Check if direct verification was not conducted in the SFA (not one school in the SFA conducted direct verification). Direct verification is using records

from public agencies to verify income and/or Program participation.

5-7A & B: Only report applications and students if FREE and/or REDUCED-PRICE €ligibility is confirmed through direct verification. Report applications

and students not directly verified in the appropriate category in 5-8.

5-8: For the purposes of this report, verification is complete:

. For households whose €ligibility does not change as of the date of the confirmation of eligibility by areviewing official.

. For households which do not appeal a change in eligibility as of the first operating day following the last date for filing an appeal in response to a notice
of change of eligibility.

. For households which appeal a change in eligibility as of the first operating day following a decision by the hearing official.

Responded: The household provided sufficient documentation. This includes verbal or written notification that the household declines benefits.

NOT Responded: The household did not provide sufficient documentation or the household did not provide a response.

Al, B1, and C1: Number of applications with no change and the number of students on these applications.

A2 and B2: Number of applications changed to REDUCED-PRICE based on sufficient documentation provided by the household and the number of students

on the applications.

C2: Number of applications changed to FREE based on sufficient documentation provided by the household and the number of students on the applications.

A3, B3, and C3: Number of applications for which the eligibility was changed to PAID based on sufficient documentation by the household and the number

of students on the applications.

A4, B4, and C4: Number of applications for which the eligibility was changed to PAID because documentation necesssary to complete the verification process

was NOT provided and the number of students on the applications.

Section 5

The number of applications reported in 5-8 should include both the results of verification from verification process and the results from any applications
verified for cause reported in VC-1.

VC-1: If applicablein at least one school and/or RCCI, report all applications verified for cause outside of the verification process (7 CFR 245.6a) as of November
15. Applications verified for cause are NOT considered part of the required sample size. Include the results of verification for cause by original benefit typein the
appropriate category in 5-8.
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