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REFERENCES FOR ELIGIBILITY
DETERMINATION:

Ll Current Income
Eligibility Guidelines

U1 Eligibility Manual for
School Meals

Determining and
Verifying Eligibilit:
jJuIz 2017) (EMSM)

http://www.fns.usda.gov/CND/governance/notices/iegs/EligibilityManual.pdf
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Statutory and Regulatory Authority

Statutory authority for the Child Nutrition Programs 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 is found, as follows, in the Code of Federal
Regulations (CFR):

e 7 CFR Part 210,

7 CFR Part 215,

7 CFR Part 220,

7 CFR Part 225,

7 CFR Part 226,

7 CFR Part 245
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The Policy Statement

Media Release

Application Packet
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Free and Reduced Price Meal
Application Packet

»Make free/reduced price meal letters and applications
available to each enrolled student;

»Only ONE HOUSEHOLD Application required per
family.

APPLICATIONS MUST BE:
»Clear and simple in design
»Conform to federal requirements
>Approved by the State Agency

5
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Letters: General Information

*When Can | Distribute Letters and Applications?

« No earlier than the beginning of the school year (Year Round
School — June)

* When can households apply?
* A household may apply for benefits at any time during the
school year.

* When is an application not necessary?

* No application is necessary if the household was notified by
the SFA that all children have been directly certified.

6




The letter to the household must
also contain:

» The most current NDS

https://www.fns.usda.gov/civil-
rights/usda-nondiscrimination-
statement-other-fns-programs

8/30/2022
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US Citizenship

United States citizenship or immigration status is not a
condition of eligibility for free and reduced-price benefits.

Fviniicwsracion

Foreign Language Translation
Applications

» Non-English letters and applications must be available
when a significant number of the population needs info
in a language other than English.

FNS website: https://www.fns.usda.gov/school-
meals/translated-applications
contains samples of numerous
translations
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Electronic and Scanned Applications:

* The SFA may also scan paper applications. When
using electronic and scanned applications:

« All disclosure restrictions must be met

* http://www.fns.usda.gov/update-electronic-transactions-child-nutrition-
programs-1

« The system should include a statement explaining how to obtain a
paper application

* The process for scanning applications must meet all requirements.

B rinicsimicion
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Electronic and Scanned Applications:

* The system must include a question or data field to indicate a
child’s Head Start, Migrant, Runaway, Foster, or Homeless
status.

* The system may ask for a student identification number,
household address, school, grade or a child’s birth date.

» The SFA is encouraged to amend the electronic application to
reflect the FNS prototype application.

B rinicsimicion
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Disclaimer:

* USDA, FNS or the State Agency do not evaluate,
recommend, approve, or endorse any software used for
certification or verification purposes. There are no Federal
specifications for software vendors.

EﬁDISCLAIMER

B rinicisTivcon
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F&R Applications - Processing
Timeframe

« Applications for the new school year should be processed
IMMEDIATELY
» What is the effective date of student eligibility?

* The date the complete application is submitted and date stamped as
received OR

« The date the parent submits the application.

» The SFA must not delay approval of applications if the
household fails to provide any information that is not required.

£S89
B
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What is a complete application?

*Income households:
v'"Names of ALL household members;

v'Last four digits of SS# of adult signing the
application OR indication of no SS#;

v'Income identified by each household member, $0, or
if left blank it is an indication of none;

v Adult signature.

B rinicsimicion
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Incomplete Applications w

If an application is missing REQUIRED information...

* You may contact the household by phone or in writing,
document the details of the contact, date and initial
the entry.

« Exception: If application is missing adult signature, then it
MUST be returned to the household.

***Every reasonable effort should be made to obtain missing information, or
clear up il i ies prior to il icati

ying an

B rinicsimicion
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Extending Benefits

Categorical eligibility for free benefits is extended to all children
in a household when the application lists a valid Assistance
Program’s case number for any household member.

Extending s
Y
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The Basis of Eligibility
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The Basis of Eligibility

In this section, you will

Eligibilityy, ==

« Household
composition when

making an income
D eligibility
<<= determination,
\@ —_— « Household reportable
. income

\ « Categorical eligibility
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Reimbursement

In order to claim Federal reimbursement for

student meals, the SFA must have EITHER:

¢ an eligible Income application or Categorical Eligible
application, or

¢ a list of Directly Certified students; or

e a list of Migrant, Homeless, or Runaway students; or

e a list of federally-funded Head Start students; or

o check Foster Child(ren); or

¢ an emergency application filed on behalf of the student

Determining Eligibility Based on

Income Applications

Compare the household
size and the total
household GROSS
income to the
applicable Income
Eligibility Guidelines
(IEGS).

20

Determining Household
Composition

» Based on 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.

* More than one economic unit
may reside together in the same
house.

21



Determining
Household
Composition
(Special
Situatio

8/30/2022

Household Compositions

Adopted Child An adopted child for whom a
household has accepted legal
responsibility is considered to be
a member of the household.

Child Attending An A child who attends, but does not

Institution/RCCI reside, in an institution is
considered a member of the
household in which the child is a
resident.

Brinicisivicion
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Household Compositions

Child Residing In An A child who is a resident of a

Institution/RCCI non-participating institution and
attends a participating school
during the week, or a child who

resides in a participating RCCI, is
considered a household of one.

Child Away At School A child who is temporarily away
at school (e.g., attending
boarding school or college) is
included as a member of the
household.

B rinicisTivcon

24




Families With Joint Custody

ETION

Household Compositions

Child Living With One Pa
Relative or Friend

In the case where a child resides
with one parent or a relative, the
child is considered to be a
member of the household.

When joint custody has been
awarded and the child physically
changes residence, the child is
considered part of the household
where the child resides.
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Emancipated Child

Child Paying Room and Board

Household Compositions

A child living alone or as a
separate economic unit is
considered to be a household of
one.

In most situations, these children
are not considered to be a
household of one and are instead
included in the larger household
for purposes of determining
eligibility.
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Foreign Exchange Student

Foster Child

(STRUCTION

Household Compositions

A foreign exchange student is
considered to be a member of
the household (the “host
household”) in which the foreign
exchange student resides.

A foster child is a child whose
care and placement is the
respol lity of an agency that
administers a State plan

27
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Household Compositions

Family Members Living Apart Family members who are living
apart on a temporary basis are
considered household members.

Deployed Service Personnel Members of the armed services
who are activated or deployed in
support of any military combat
operation are counted as
household members.

Fviniicwsracion
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Determining
Household

Income
(Reportable)

Determining Reportable Income

* Income is any money (Before Deductions) received on a
recurring basis, including earnings, pensions, and child or
spousal support.

» Gross Earned Income means all money earned before such
deductions as income taxes, employee’s Social Security taxes,
insurance premiums, and bonds.

* Current income means the gross income received by a
household, before deductions, for the current month

B rinicsimicion
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Each Household Must Provide:

« Total amount of current gross income.

* Report in whole dollars only.

* Income earned or received by
adults and enrolled students must #
be identified with the individual -
who received it and the source.

Indication of NO Income

 Each household member who does not have income should
also be identified. Household members must be asked to report
their status as “zero income” earners.

* When no income is provided for any of the adult household
members, the application is still considered complete.

Determining
Household Income
(By Category and

Description)

8/30/2022
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Income Eligibility

The SFA compares household size and income to the
current Income Eligibility Guidelines —

« If multiple incomes with different pay frequencies are listed on
application, LEA must annualize all income received by the
household by multiplying:

Bi-Weekly Income (every 2 weeks) X26
Semi-Monthly (twice a month) X24
Monthly (once a month) X12

Fviniicwsracion
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Earnings From Work:

Wages, salaries, tips;

Net income from self-owned business including farms;

Strike benefits, unemployment compensation, and
worker’s compensation; and

Military basic pay and cash bonuses and allowances for
off-base housing, food, and clothing

Fviniicwsracion
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Other Income:

Unemployment benefits;

Worker’s compensation;

Supplemental Security Income (SSI);

Regular cash assistance from State or local govt;
Alimony payments;

Child support payments;

Veteran’s benefits;

Adoption assistance payments.

36
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Determining Household Income
(Special Situations)

Special Situations

Seasonal Workers The household may project its annual
rate of income, and report this
amount as its current income.

Self-Employed Self-employed persons may use last
year’s income as a basis to project
their current year’s net income, unless
their current net income provides a
more accurate measure.

38

Income from Income must be listed
Wages and Self | separately

Employment
Special Income From For households with
Situat] Rental rental properties,
ltuations Property income includes

money derived from
the rental of rooms,
apartments, homes
and other leases

8/30/2022
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Special Situations

Military Benefits

Foster Child’s Income

For non-deployed service members,
income includes benefits paid
directly to the service member, such
as food, clothing allowances and
housing allowances.

The foster child may be included as a
household member and any
personal income received by the
foster child is reportable

8/30/2022
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Child’s Income Infrequent earnings, such as
income from occasional baby-
sitting or mowing lawns, are not

counted as income and should
not be listed on the application.

Alimony and Any money received by a
. Child Support household in the form of
SpeCIaI alimony or child support is
R 8 considered income to the
Sltuatlons receiving household.
Garnished In the case of garnished wages
Wages and and income ordered to be used
Bankruptcy in a specified manner, the total

gross income must be
considered regardless of
whatever portions are garnished
or used to pay creditors.

Income
Exclusions

14
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INCOM

Income Exclusions IEXCLUSION,&

* Any cash income or value of benefits exclu
as the value of benefits under FNS (SNAP);

« Payments received from a foster care agency or court for the
care of foster children;

« Student financial assistance provided for the costs of
attendance at an educational institution

« Infrequent earnings received on an irregular basis, such as
payment for occasional baby-sitting or yard work.

by statute, such

B rinicsimicion
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Determining =
Categorical
Eligibility

Assistance Program Participants

« A child that is a member of a household that receives benefits
from an Assistance Program is categorically eligible for free
meals or milk.

« SFAs are required to use direct certification to identify children
receiving benefits.

* When using an application, SFAs must give households the
opportunity to provide SNAP/FNS, Work First/ TANF, or FDPIR
case numbers or identifiers

B rinicsimicion

45

15



* When a household submits an

Assistance application indicating an Assistance

Program Program:

Participants * The applicable programs must be
indicated

(By

Application) » The case number must be

recognized as belonging to an
Assistance Program.

* The child must be given free
meals.

» The SFA official should compare
the applications with case numbers
to the direct certification list

8/30/2022
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Other Source Categorically Eligible Program Participants

Other Source Categorical
Eligibility of one child does
not convey free meal
benefits to other children
in the household.

SFA must confirm the
child(ren)’s status before
meal benefits can be
provided.

What do you do when...

Direct Certi ion Matches
‘When a match is found: ‘When a match is not found:
* The application must be disregarded: + The LEA should contact the
e The family must be placed on the direct household for further
certification list: and clarification: or
e (Categorical eligibility must be extended to *  Verify the application for cause.
all children in the household

48
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The Direct Certification Process

8/30/2022

Acceptable Methods for Identifying Assistance Program Eligible Students

Submission of a household application that indicates a case number for any
household (see Assessing Completeness of Categorically Eligible Applications);
A letter from an Assistance Program agency official or a letter provided to the
household. which in turn. the household provides to the school:

List of eligible children exchanged between an LEA and local Assistance
Program officials. including a signature and the date; and

Completion of an application by a local school official with direct knowledge of
the child’s status.

49

Other Source Categorical
Eligibility Descriptions

50

PUBLIC INSTRUCTON

Other Source Categorical Eligibility

+ The following are acceptable methods for identifying Other
Source Categorically Eligible children:

« A household application indicating “Other Source
Categorical Eligibility”

« A form letter from an Other Source Categorically Eligible
Agency

« A signed and dated list of eligible children exchanged
between the Other Source Categorically Eligible officials
and the LEA.

51
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Acceptable documentation for MEP
participation includes:

Other Source « List of names of participating children;
Categorical « Effective dates and the signature of a MEP
Eligibility
(Migrant

official; or
* Aletter from an MEP official or local
educational liaison provided by the household,
Education to the school which confirms the child
Program > currently participates in MEP.

MEP)

Other Source Categorical Eligibility
(Runaway and Homeless-RHYA)

* Programs under the runaway and homeless youth act (RHYA)

» Acceptable documentation for RHYA participation includes:
« List of names of participating children;
« Effective dates and the signature of an RHYA official; or

« Aletter from a RHYA official or homeless liaison provided by the
household to the school

Runaway and

Homeless
Youth

T rusiicwsTiucion
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Other Source Categorical Eligibility
(McKinney — Vento Homeless Assistance Act)

A student is considered homeless if they are

* Lacking a fixed, regular and adequate nighttime
residence

* Identified as residing in a homeless shelter by an
official of the shelter

The McKinney-Vento
Homeless Education
Assistance Act

B rinicisTivcon
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McKinney —Vento Homeless
Assistance Act

Acceptable Documentation Obtained from LEA Homeless Liaison

* List of names of homeless children

* Effective dates and signature of a homeless liaison

* Aletter from a homeless liaison provided by the household to the
school

55

Homelessness Due to
Disaster

CHILDREN DETERMINED TO BE HOMELESS DUE TO
DISASTER ARE CATEGORICALLY ELIGIBLE FOR FREE
MEALS

Maintain their eligibility status for the entire year and up to 30 days in the
next school year.

SP 46-2014, CACFP 12-2014, SFSP 18-2014: Disaster Response,
http://www.fns.usda.gov/disaster-response-0

56

A foster child is a child whose
care and placement is the
responsibility of a State or local

welfare agency

Foster Children A child may still be considered a
foster child if placed with
relatives provided the
placement is made by the State
or local foster care system or
courts.

19



Foster Children

Acceptable documentation include:

* An application that indicates the child’s status as a
foster child

* An electronic or computer match directly to the
SFA indicating the status of the child as a foster
child without further application;

o A letter from the State or local welfare
agency or court confirming the child’s status
as a foster child;

« Alist of children in foster care from the welfare
agency or court.

8/30/2022
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Households That Fail to Apply
(Emergency Situations ONLY)

When local officials complete an application for a
student, the following conditions apply:

The Application must contain:

» Documentation of the circumstance and the best known
reason the child is eligible

« Child(ren)’s name(s), school(s), grade(s), home address,
etc., and

« Signature of the school official completing the
application. -

B rinicsimicion
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Households That Fail to Apply
(Emergency Situations ONLY)

More info...

« Names of household members, SS#, adult signature need
NOT be secured;

« Application is excluded from verification;

* Household MUST be notified of eligibility

B rinicsimicion
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Establishing Eligibility

R hicmstiicnon

Carryover of Previous Year’s
Eligibility

« A student’s eligibility from the previous school
year carries over for up to 30 operating days
into the new school year OR

« Until a new eligibility determination is made,
whichever comes first!

« Does not delay processing applications, SFAs
still have 10 days to process application once
submitted.

21
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Carryover WITHIN an SFA

oves to a new school, the SFA must

 Children with approved applications on file the previous
year

« Children who are newly enrolled in the LEA but reside in
a household where another child (i.e. sibling) has an
approved application

* Children directly certified for free meal benefits the
previous year

64

Carryover WITHIN an SFA

When a student moves to a new school, the SFA must
carryover eligibility

* Children determined Other Source Categorically
Eligible for free benefits in the previous school year;
and

* Children in kindergarten who were enrolled in Head
Start under the jurisdiction of the same LEA during the
previous school year.
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Carryover BETWEEN SFAs

The new SFA is encouraged to use the former SFA’s
eligibility determination from the previous school year

and carry over the child’s eligibility status.

The new SFA may accept the former SFA’s eligibility
determination during the carryover period without
incurring liability for the accuracy of the determination.

Carryover between SFAs is strongly encouraged so
students’ access to school meals is not disrupted.

Fviniicwsracion
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Carryover FROM CEP

SCHOOL

At the State Agency’s discretion, children
may carry over free meal eligibility from
the provision school and be offered free
reimbursable meals for up to 30 operating
days or until a new eligibility determination
is made for the current school year,

whichever comes first.

8/30/2022
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Transfer of Eligibility

Unlike carryover, which occurs at the start of a new school year,
transfer of eligibility applies when a child transfers to another

school during the school year.

When a child transfers to another school, the date of the transfer
must be noted on the application and the point of service must
be updated to include the new student’s information.

Transferring Within An
SFA

* When a child
transfers to a new
school within the
same SFA, the
new school must
accept the
eligibility
determination from
the child’s former
school, if the child
has an individual
eligibility
determination.

69
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Transferring within an SFA

Non-Provision School Non-Provision School

Eligibility for free and reduced price meal benefits for
children from non-Provision and non-CEP schools must
transfer to schools within the same SFA.

Provision 1, 2 or 3 or CEP Non-Provision Schools
School

A child transferring within the same SFA from a Provision
1, 2, 3 or CEP school to a non-Provision school must be
given free reimbursable meals for up to 10 operating
days or until a new eligibility determination is made,
whichever comes first.

B rinicisTivcon
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Transferring Between SFAs

Non-Provision School Non-Provision School

Eligibility for free and reduced price meal benefits for
children from non-Provision schools may transfer from the
former SFA to the new SFA. The new school will not incur
liability for the accuracy of the former determination

Provision 1, 2 or 3 or CEP Non-Provision School
School

Effective July 2019, SFAs must provide free reimbursable
meals for 10 operating days for a child who transfers to a
different SFA from a Provision 1, 2, 3, or CEP school to a
non-Provision school in another SFA.

B rinicisTivcon
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Processing
Applications

24



Application Processing TimeFrame

*According to 7 CFR 245.6(c)(6)(i), within 10
operating days of receipt of the application:
« An eligibility determination must be made
» The family must be notified of its status, and
* The status must be implemented.

8/30/2022
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Complete Applications

* The LEA must not delay approval of applications if the
household fails to provide any non-essential information.

« As stated at 7 CFR 245.6(a)(1), the information requested in
the application should be limited to information required to
demonstrate that a household does (or does not) meet the
eligibility criteria for free and reduced-price meals.

74

Independent Review
of Applications

75
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Independent Review of
Applications * The second review

must be conducted by
an independent
individual or entity that
did not make the
original eligibility
determination.

 The second review
must determine
whether the
application is
complete.
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Approved Applications

Notification of Application
Approval

» Households must be notified, either in writing or verbally, of
their eligibility status as approved for free or reduced-price
benefits.

* Determining officials must record the eligibility determination

* Recording this information will depend on the LEA’s
application method:

78
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Denied Applications

« If a household provides an incomplete
application or does not meet the eligibility
criteria for free or reduced priced benefits,
the application must be denied.

« The notification must advise the household
of the reason for denial of benefits

Iy
pENIED S
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Denied Applications

« Determining officials
must record the
eligibility determination
and notification in an
easily referenced
format that includes
the:

* Denial date;

+ Reason for denial;

« Date the denial
notice was sent;
and

« Signature or Is
of the determining
official (may be
electronic, where
applicable).

Notice of Adverse
Action

All currently certified
households for m
benefits are to be
reduced or terminated
must be given 10
calendar days’ written
notice

The first day of the
advance notice period is
the day the notice is
sent.

The SFA cannot notify
the household of
adverse action by
phone only.

81
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« A notice of adverse action must advise the household of the
following:

NOtice Of « Change in benefits;

Adverse « An appeal must be filed within the 10 calendar days advance
. notice period to ensure continued benefits while awaiting a
Action hearing and decision;
« The household may reapply for benefits at any time during the
school year

82

Appeals and
Hearing
Procedures

* A household may appeal
either the denial of benefits
or the level of benefits

« The household may also
request a conference with
an appropriate LEA or
school food service official
prior to a formal hearing.

Appeals and

Hearing
Procedures
(7 CFR 245.7)

LSRR,
Process

28
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Benefits During An Appeal

When a household appeals a reduction or termination of
benefits within the 10-calendar day advance notice period, the
SFA must continue to provide the benefits for which the child
was originally approved, until a final determination is made.
The SFA may continue to claim reimbursement at that level
during this period.

Fviniicwsracion
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Benefits During An Appeal

When a household does not request an appeal during the 10
calendar day advance notice period, benefits must be reduced
or terminated no later than 10 operating days after the notice
period. If the hearing official rules that benefits must be
reduced, the actual reduction or termination of benefits must
take place no later than 10 operating days after the hearing
official's decision.

Fviniicwsracion
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Determining
Eligibility
Special

Situations
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« In mixed households, Other Source

Applications Categorically Eligible children must

- Different receive free benefits, even if the other
L children listed on the application are

Eligibility determined ineligible or eligible for

Types reduced price benefits.

8/30/2022
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Applications -
Residents of
RCCls

« Each child residing in an RCCl is
considered a household of one. The
documentation sheet must be signed
by an appropriate official and
include:

« Child's name a"

+ Personal income received by the =

child,

« Child’s date of birth,

« Date of admission/release "

« Official’s title 5

89

Reviewing « To be considered complete, an

applications application must include all required

based on inforr_nation.Any e_ipplicatic_)n that is }

income missing required information, contains

inconsistent information, or is unclear

is considered an incomplete
application and should not be
processed.

* Any missing information on the
application must be provided by the
household.

90
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« A complete income-based

HOW dO I . application must provide:
determine if . Nametz)s of all household

. members;
an income « Amount, source, and frequency
app'ication of current income
. 2 « Signature of an adult household
is complete? member; and

« Last four digits of the Social
Security Number
« or an indication that no adult
household member has a
Social Security Number.

8/30/2022
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- Income
i Conversions

s < No Income Conversion Required: If a
N household has only one source of
income, or if all sources are received in
» the same frequency, the LEA takes the
sum of all income sources and
1 compares the household’s total income
to the IEGs.

92

Determining Eligibility
(Applications Based On
Income)

« It is the responsibility of the Determining
Official to compute the household’s total
current income and compare the total
amount to the appropriate IEGs.

» Determining officials must:
« Determine reportable income.
« Approval of applications, if appropriate
+ Obtain missing information, if possible.
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Is The Application Complete?

Case Number Other Categorical
Application: Eligibility Application

* Names of the children * Names of children for * Name of the foster
for whom the whom application is child;
application is made; made;  Indication of the

* SNAP/FNS, * Indication of child’s child’s foster care
WorkFirst/TANF or categorical eligibility status; and
FDPIR case number or status; and « Signature of an adult
identifier for the « Signature of adult household member.
children or any household member.
household member
listed on the
application; and

 Signature of the adult
household member

Determining
Eligibility for
Categorically
Eligible

Applications

Eligibility (Case Numbers)

The determining official must assure that the Assistance
Program case number or other identifier, consistent with the
identifiers used for the program in that State, are valid.
Determining officials need to be familiar with the format of
valid case numbers or other identifiers.

Note: Only the case number may be used to determine
eligibility. For example, the electronic benefit transfer (EBT)
card number used by SNAP may not be used to establish
categorical eligibility.

B rinicisTivcon
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Eligibility (Other Source Categorical)

« Unlike categorical eligibility under Assistance Programs,
which extends eligibility to all children in the household,
Other Source Categorical Eligibility must be determined
individually for each child.

« (Foster children, however, do not require confirmation of
eligibility status prior to receiving benefits).

B rinicisTivcon
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Reviewing Direct
Certification
Assistance Programs

98

Mandatory SNAP/FNS Direct Certification

 All SFAs must directly certify children who are members of
households receiving SNAP/FNS benefits. If the child is
determined eligible for free benefits through both an
application and through direct certification, the application
must be disregarded, and the child will be considered directly
certified.

Work First/TANF and FDPIR Direct Certification

« SFAs are encouraged to conduct direct certification with
Work First/ TANF and FDPIR.

B rinicisTivcon
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Frequency of Direct Certification
Efforts

« Direct Certification Matches: SFAs operating standard
counting and claiming must conduct Direct Certification with
FNS (SNAP) a minimum of three times during the school year.

* Beginning of the school year;
« Three months after the beginning of the school year; and
« Six months after the beginning of the school year.

e
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Notification of Eligibility

» The SFA must notify the household about eligibility established
through Direct Certification. The notification must include the
following information:

« The child is eligible for free benefits;

« No further application is necessary;

» An explanation of extended eligibility; and

» How to notify the SFA if free benefits for directly certified

children are not wanted.
Eligi blhtny/

.
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Record

Retention
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Applications

« All free and reduced-price applications must be kept on file for a
minimum of three years after the final claim is submitted.

* Any application that was disregarded because all children in the
household were determined categorically eligible through direct
certification must be retained.

« Applications may be maintained at the school, the SFA, or
another central location.

8/30/2022
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Applications may be maintained at the
school, the LEA, or another central

location. Additionally, a list of eligible
children by type must be maintained at
the school. The LEA must ensure that:

¢ Changes in eligibility status are accurately and
promptly recorded

¢ Adequate documentation for these transfers or
changes is retained with the applications for 3
years.

Files must be kept longer if they are
required by an audit; such files must be

Applications

retained until resolution of the issues
raised by the audit.
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CEP Retention

SFAs and schools operating CEP must retain records used in the
development of the Identified Student Percentage (ISP) during
the entire period the CEP is in effect.

All CEP records must be retained for three years after submission
of the final claim for reimbursement. Records must continue to
be retained if any audit findings from the period during which the
records were in use remain outstanding.
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Direct Certification
Documents

« LEAs must keep documentation for direct
certification on file for a minimum of three years
after submission of the final claim for
reimbursement for the fiscal year to which the
records apply.

Documentation may be maintained either at the
school or at a central location. A list of eligible
children must be maintained at the school.
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CONFIDENTIALITY

BE AWARE...You can
be fined up to $1000
or imprisoned for 1
year, or both, for

—
publishing, divulging,
disclosing, or making
known in any manner
or extent not

authorized by Federal
law, any eligibility
information.
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Nondiscrimination Statement

In aocordamon it fedsest el ghts taw srd .S, Iture (USDA) civi ol

fes
sis of race, color sex ety nd v anniony. 4eabilty, 306.0 6prcal of et or
Dot s sty

Program nformatlor may be made svsisble n anguages ober hen Englsh. Porsons with require f
obtain program information (e.g., Braille, large print, audiot Language), local agency that
BN rs e pogram of USSAS TARGET Gontor a1 (202) 120,560 (voce Snd TT) o contaci USDA tough ine Foderal Relay Sercs ot (300) 877-

Toflea , a Complainant Form ARS027, USDA Program Disriminlion Complaint Form utichcan b
D

any USDA offce, Dy {Saing (366) 632-9992, o by wriing a etter addressed T3 USDA. T Ieior et contai it aomplainant s nare. saerecs. telephcne
number, and a sufficient detailto inform the Assistant secre«ary for Civil Rights (ASCR) about the.
nature and date of an alleged civil ngms Viction. The compiaieaAD-3027 form ot fttermust be submited 1o USDA

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

2.fax
(833) 256-1665 or (202) 690-7442; o
3. email

program intake@usda.gav

This institution is an equal opportunity provider.
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THANK YOU
FOR PARTICIPATING
IN TODAY’S PRESENTATION!

If you have any questions, please contact your Zone
Operations and Management Consultant or

Jacquelyn McGowan at

Jacquelyn.McGowan@dpi.nc.gov
984.236.2909
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