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Agreement of Nondiscrimination

The U.S. 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
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orientation, or if 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 the Department. (Not all
prohibited bases will apply to all programs and/or employment activities.)

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 all of the information requested in the form.
Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of
Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email
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 (in Spanish).
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Chapter 1 — Contacts

South Carolina Department of Education

Molly M. Spearman
State Superintendent of Education
1429 Senate Street, Columbia, SC 29201
Phone: 803-734-8500
Web Site: www.ed.sc.gov

Office of Nutrition Programs

Suite 700, 1429 Senate Street, Columbia, SC 29201
Phone: 803-734-8188
Fax: 803-737-4148
Web Site: www.ed.sc.gov

The Office of Nutrition Programs administers the following programs in South Carolina public
schools, residential child care institutions (RCCIs), and in private and parochial schools with
breakfast and lunch programs:

Afterschool Snack Program (ASP)

Food Distribution (Commodity) Program (FDP)
Fresh Fruit and Vegetable Program (FFVP)
National School Lunch Program (NSLP)
School Breakfast Program (SBP)

Summer Feeding Program (SFP)

Seamless Summer Option (SSO)

South Carolina Healthy Schools (SCHS)
Special Milk Program (SMP)

Summer Food Service Program (SFSP)
Team Nutrition (TN)

SC Farm to School Program (SCFSP)

Director

Juanita Bowens-Seabrook, PhD, RD, SNS, Director
Phone: 803-734-8205 * E-mail: jpowens@ed.sc.qov

Administration Team

Rosalind R. Davis, Administrative Assistant Lorrie Gregory, MA, Program Assistant
Phone: 803-734-8186 Phone: 803-734-4772

E-mail: rdavis@ed.sc.qgov E-mail: Igregory@ed.sc.qgov

Christian Gamble, Program Assistant Joann Minder, Program Assistant
Phone: 803-734-2066 Phone: 803-734-0527

E-mail: cgamble@ed.sc.gov E-mail: jiminder@ed.sc.gov

Diane D. Gillie, Fruit & Vegetable Coordinator Lorraine Wells, Program Assistant
Phone: 803-734-8193 Phone: 803-734-0897

E-mail: doillie@ed.sc.gov E-mail: lwells@ed.sc.qov
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Chapter 1 — Contacts

School Nutrition Team

Suzy Bright, Education Associate
Phone: 803-734-3194
E-mail; sbright@ed.sc.qov

Walter Caudle, Education Associate
Phone: 803-734-4586
E-mail; wcaudle@ed.sc.gov

Yashica Ceasar, Education Associate
Phone: 803-734-2061
E-mail; yceasar@ed.sc.qgov

Ben Madden, SNS, Team Leader
Phone: 803-734-8209
E-mail: bmadden@ed.sc.gov

Ellen Mason, Education Associate
Phone: 803-734-8199
E-mail: emason@ed.sc.gov

Tarrah McCreary, MS, RD, Education Associate
Phone: 803-734-6049
E-mail: tmccreary@ed.sc.gov

Marketing CNP — Best
Practices /Meal Pricing/ Meal
Service/ Food-Based Menu
Planning/School Breakfast
Program

Smart Snacks/SC SFS
Purchasing
Alliance/Purchasing Ethics/
Policy Agreements/
Confidentiality & Disclosure
Eligibility

Food-Based Menu Planning/
Special Milk Program/Smart
Snacks/Competitive
Foods/Summer Nutrition
Programs/School Breakfast
Program

USDA Foods Program/
Purchasing Ethics

HACCP/Food Safety/
Food-Based Menu
Planning/ School Breakfast
Program/ Healthy School
Environment & Wellness

Child Nutrition Programs
Administrative
Reviews/Food-Based Menu
Planning/ Smart
Snacks/Competitive Foods/
Special Dietary Needs/
School Breakfast/ Healthy
School Environment &
Wellness
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Janice Oates, RD, SNS, Team Leader
Phone: 803-734-8192
E-mail: joates@ed.sc.gov

Laura Z. Oliver, Education Associate
Phone: 803-734-8200
E-mail: 1zoliver@ed.sc.qgov

Jermaine Shaw , Education Associate
Phone: 803-734-0080
E-mail: jshaw@ed.sc.gov

Thaisha Tate, Education Associate
Phone: 803-734-5801
E-mail; tntate@ed.sc.qgov

Andrew W. Thomas, PhD, SNS, Team Leader

Phone: 803-734-8194
E-mail; athomas@ed.sc.gov

Tonza Thomas, Education Associate
Phone: 803-734-8204
E-mail: tthomas@ed.sc.gov

Child Nutrition Programs
Administrative Reviews/
Organization Administration/
SFA Responsibilities/ Healthy
School Environment &
Wellness/ History/ Student
Parent Involvement/ School
Breakfast Program/Food
Service Related Programs

Food-Based Menu
Planning/ HACCP/Food
Safety/ Production
Records/ Civil Rights
Compliance/ Ethics/ School
Breakfast Program

Determining Eligibility/
Verification/ Counting and
Claiming/ Special Assistance
Provisions/ School Breakfast
Program/ Safety and
Sanitation

Child Nutrition Programs
Administrative Reviews/
Verification/ Afterschool
Snacks/Determining Eligibility/
Counting and Claiming

Financial Management/
Management Company
Contracts/ Summer
Feeding Program/ Use of
Child Nutrition Programs
Funds/ Purchasing and
Ethics/ Healthy School
Environment and Wellness/
Policy Agreement

Marketing CNP — Best
Practices /Meal Pricing/
Meal Service/ Food-Based
Menu Planning/School
Breakfast Program
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Krystal Waldrop, Education Associate Food-Based Menu
Phone: 803-734-8196 Planning/ HACCP/Food
E-mail: kjones@ed.sc.gov Safety/ Safety and

Sanitation/ Production
Records/ Special Dietary
Needs/ School Breakfast

Finance

Heather B. Snelgrove, Senior Accountant Reimbursement Claim Processing

Phone: 803-734-8197
E-mail; hsnelgro@ed.sc.gov

School Health

Andrea Williams, Nurse
Consultant

Phone: 803-734-1998
E-mail: awilliams@ed.sc.gov
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Other Helpful Contacts

U.S. Department of Agriculture (USDA)
Food and Nutrition Service

Southeast Regional Office

61 Forsyth St., S.W.

Atlanta, GA 30303-3427

Phone: 404-562-1801

Web Site: www.fns.usda.gov

South Carolina Department of Health and Environmental Control (DHEC)

Bureau of Environmental Health

Division of Food Protection

2600 Bull Street

Columbia, SC 29201

Phone: 803-896-0640 or 803-896-0646

Web Site: www.scdhec.gov/health/envhlth/foodprotection

South Carolina Department of Social Services (DSS)
1535 Confederate Avenue Extension (street address)

P.O. Box 1520 (mailing address)

Columbia, SC 29202-1520

Phone: 800 768-5700 or 803-898-7601

Web Site: https://dss.sc.gov

School Nutrition Association (SNA)
700 S. Washington St., Suite 300
Alexandria, VA 22314

Phone: 800-877-8822 or 703-739-3900
Fax: 703-739-3915

E-mail: servicecenter@asfsa.org

Web Site: www.schoolnutrition.org

School Nutrition Association of South Carolina (SNA of SC)
P.O. Box 1795

Columbia, SC 29202

E-mail; snasc@bellsouth.net

Web Site: www.schoolnutritionsc.org

National Food Service Management Institute (NFSMI)
The University of Mississippi

P.O. Drawer 188

University, MS 38677-0188

Phone: 800-321-3054

Fax: 800-321-3061

E-mail: nfsmi@olemiss.edu

Web Site: www.nfsmi.org
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Chapter 2 — Organization & Administration

The Office of Nutrition Programs, South Carolina Department of Education (SCDE) administers the
following Child Nutrition Programs (CNPs) in South Carolina public and some charter schools,
residential child care institutions (RCCIs), and in private and parochial schools with breakfast and
lunch programs:

National School Lunch Program (NSLP)
School Breakfast Program (SBP)

Afterschool Snack Program (ASP)

Special Milk Program (SMP)

Summer Food Service Program (SFSP)
Seamless Summer Option (SSO)

Fresh Fruit and Vegetable Program (FFVP)
Food Distribution (Commodity) Program (FDP)
Team Nutrition (TN)

Federal Level Responsibilities

At the federal level, the Food and Nutrition Service (FNS) of the U. S. Department of Agriculture
(USDA) administers the CNPs. USDA is authorized to issue regulations for the operation of these
programs. Federal funds are apportioned among the states to reimburse participating schools.
SCDE has an agreement with FNS for the administration of these programs in South Carolina.
FNS periodically issues regulations, reviews the programs to determine compliance with the
federal-state agreement, provides technical assistance, assists with Administrative Review (AR)
process, performs audits of SCDE records, and conducts Management Evaluations of SCDE
activities.

The USDA Southeast Regional Office is located in Atlanta, Georgia. Refer to Chapter 1 - Contacts
provides information on how to contact the USDA Regional Office.

State Level Responsibilities

SCDE is the liaison between FNS, USDA and local CNP School Food Authorities (SFAS) in South
Carolina. Through this partnership of federal, state and local SFAs, program services and benefits
are delivered to school children. Employees of the Office of Nutrition Programs are directly
accountable to SCDE.

SCDE receives federal rules and regulations governing the CNPs from USDA. SCDE passes this
information on to each SFA through its designated Authorized Representative.

Our Mission
The mission of the Office of Nutrition Programs, the largest food service program in the
Palmetto State, is to support districts and schools in the adoption, implementation, and
compliance with effective policies, practices, and programs that support student health and
nutrition for optimum academic achievement and wellbeing.
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The primary function of SCDE’s Office of Nutrition Programs team is to assist local CNP SFAs in
operating their programs. SCDE provides SFAs with:

Reimbursement for qualifying meals, snacks, and milk.

Supervisory oversight through the program review process.

Guidance through handbooks, publications and websites.

Consultative services and technical assistance on program management and

administration.

= Training for CNP personnel on everything from food production to kitchen design, nutrition
and nutrition education to personnel management.

= Commodities through the Food Distribution Program.

Local Level Responsibilities

The local governing body (i.e. board of education, etc.) is referred to as the Local Education
Agency (LEA) or SFA and is responsible for administering the CNPs.

The SFA appoints an “Authorized Representative” who has responsibility for the program. The
Authorized Representative must assure that the SFA is in compliance with the Program Agreement
between the SFA and SCDE.

The requirements for operating the CNPs are outlined in the Program Agreement which is in
Chapter 3 — Program Agreements of this Program Reference Manual.

The SFA’s responsibilities include:
= Implementing the free and reduced-price meal policy.
= Preparing and submitting the reimbursement claim.
= Hiring employees to plan, prepare, and serve meals.
= Supervising operation of the programs.

The success of CNPs is attributed to the dedicated efforts of local personnel.

Overview of the Child Nutrition Programs

National School Lunch Program (NSLP)

South Carolina SFAs that choose to take part in the NSLP receive reimbursement from USDA for
each meal served to eligible students. In return, they must serve lunches that meet federal
requirements, and offer free and reduced-price lunches to eligible students.

Regulations establish meal patterns and nutrition standards for the National School Lunch to align
with the Dietary Guidelines for Americans. The meal pattern for the School Lunch Program
increases the availability of fruits, vegetables, whole grains, and fat-free and low-fat fluid milk in
school meals; reduce the levels of sodium, saturated fat and trans fat in meals; and meet the
nutrition needs of school children with appropriate calorie requirements for grades K-5, 6-8, and 9-
12. These improvements to the school meal programs, largely based on recommendations made
by the Institute of Medicine of the National Academies, are expected to enhance the diet and
health of school children, and help mitigate the childhood obesity trend.

For more information about menus and the menu planning systems available, refer to Chapter 19 —
Menu Planning Basics in this Program Reference Manual.
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Any student enrolled in a participating school and in the building at the time of lunch service, may
purchase a meal through the NSLP. Students from households with incomes at or below the 130
percent of the federal poverty level are eligible for free lunches. Those between 130 percent and
185 percent of the poverty level are eligible for reduced-price lunches, for which students can be
charged no more than 40 cents. Students from households with incomes over 185 percent of the
poverty level pay full price, though their lunches are still subsidized with federal and state funds.
Local SFAs set their own prices for full price lunches, subject to minimum rates prescribed by
USDA.

Public schools, charter schools and non-profit private and parochial schools of high school grade
or under are eligible to participate in the NSLP. RCCls are also eligible. In South Carolina,
approximately 1,100 schools and RCCls participate in the NSLP.

School Breakfast Program (SBP)

Over 150,000 students in South Carolina start each day with a nutritious school breakfast. Eighty-
five percent of these meals are served free or at a reduced price. All public schools in South
Carolina participate in the SBP because of a joint resolution passed by the South Carolina General
Assembly in 1992 requiring schools to implement the SBP by the 1993-1994 school year.

The SBP is a federal program that provides states with cash assistance for non-profit breakfast
programs in schools and RCCIs. Participating schools and institutions must serve breakfasts that
meet federal nutrition standards and must provide free and reduced-price breakfasts to eligible
children. The same Income Eligibility Guidelines apply for the SBP as were described in the
previous section for the NSLP. Schools that serve a high percentage of lunches to students
eligible for free or reduced-price meals may be eligible for higher reimbursement through the
Severe Need Breakfast reimbursement option.

Teachers have reported students are more alert and perform better in class if they eat breakfast.
Studies support that conclusion. Recognizing the importance of a nutritious breakfast, USDA has
actively promoted the SBP, and at the same time has made a commitment to improve the
nutritional quality of all school meals. School breakfasts must meet the meal pattern and nutrition
standards based on the latest Dietary Guidelines for Americans. The meal pattern for the School
Breakfast Program provides more whole grains, offered zero grams of trans fat per portion and
appropriate calories for grades K-5, 6-8, and 9-12. More fruit will be offered to students beginning
SY 2014-15 and the first target for reduction of sodium.

For more information about the SBP, refer to Chapter 24 - School Breakfast Program in this
Program Reference Manual.

Afterschool Snack Program (ASP)

The ASP was first implemented in 1999 as a result of the 1998 reauthorization of the Child
Nutrition Act. This program offers cash reimbursement to help schools serve snacks to children
after their regular school day ends. Afterschool snacks give children a nutritional boost and draw
them into supervised activities that are safe, fun, and filled with learning opportunities. To qualify
for the reimbursement, the snacks must meet nutritional standards and must be served to students
enrolled in afterschool programs that include an education or enrichment component.

For more information about the ASP, refer to Chapter 25 - Afterschool Snack Program in this
Program Reference Manual.
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Special Milk Program (SMP)

The SMP provides milk to children attending schools and RCCls who do not have the opportunity
to participate in other federal CNP. The program reimburses schools for the milk they serve. The
SMP is also available to children who attend “split session” classes (half day) and do not have
breakfast or lunch offered to them.

For more information about the SMP, refer to Chapter 29 - Food Service Related Programs in this
Program Reference Manual.

Summer Food Service Program

The SFSP provides nutritious meals at no charge to low-income children during school vacations.
Children between ages one and 18 and individuals over 18 who are mentally or physically disabled
and who patrticipate in a school program for the disabled, may receive meals through the SFSP.

SFSP sponsors are reimbursed for meals served at eligible sites such as schools, parks,
playgrounds, churches, college campuses and/or community centers. SFSP food service sites
may include the following:

= Open sites operate in geographical areas where school or U.S. Census data documents
that at least half of the children are eligible for free or reduced-priced school meals.
Meals are provided at no charge to any child in attendance at the open site.

= Enrolled sites provide meals only to children who are enrolled at the site in an activity
program, such as a recreation program or the National Youth Sports Program (NYSP). In
order to claim all meals served to children for reimbursement, at least 50 percent of the
enrolled children must be eligible for free or reduced-price school meals. Meals are
provided at no charge to any enrolled child in attendance at the approved enrolled site.

= Residential Camps and Nonresidential Day Camps provide meals to children who are
enrolled in the camp program. Only the meals served to camp participants who are
eligible for free or reduced-price school meals may be claimed for reimbursement. A
nonresidential day camp must offer a continuous schedule of organized programming
around meal service for enrolled children. Meals are provided at no charge to any eligible
child in attendance at the site. Sponsors may charge non-eligible children a fee for
meals. However, the eligibility status of any enrolled child cannot be overtly identifiable.

= Migrant sites operate for children of migrant workers, as certified by a migrant
organization. If the site serves non-migrant children, the sponsor must certify that the site
predominantly serves migrant children. Meals are provided at no charge to any child in
attendance at the migrant site.

Participants at open or enrolled sites may receive either one or two of the following meal types:
breakfast, lunch, supper or snack (either morning or afternoon). Lunch and supper may not be
claimed for the same child on the same day. Residential and nonresidential day camps and
migrant sites may claim up to three meals and/or snacks per day, including lunch and supper for
the same child.
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For more information about the SFSP, refer to Chapter 26 - Summer Nutrition Programs in this
Program Reference Manual.

Seamless Summer Option (SSO)

The SSO is similar in many ways to the SFSP. It provides nutritious meals at no charge to low-
income children during school vacations. Children between ages one and 18 and individuals over
18 who are mentally or physically disabled and who participate in a school program for the
disabled, may receive meals through the SSO. For a brief description of eligible sites, refer to the
previous section on SFSP.

The main differences between the SFSP and the SSO is that the SSO allows SFAs to continue the
operation of the SBP and the NSLP, which includes the ASP, into vacation months and meals are
reimbursed at the free SBP and NSLP rates.

For more information about the SSO, refer to Chapter 26 - Summer Nutrition Programs in this
Program Reference Manual.

Fresh Fruit and Vegetable Program (FFVP)

The FFVP started as a pilot project in four states and an Indian Tribal Organization in 2002. In
2008 the National School Lunch Act was amended making it a permanent law and the FFVP now
operates in elementary schools in all 50 states, the District of Columbia, Guam, Puerto Rico, and
the Virgin Islands. Participating elementary schools receive funding for the cost to make fresh
fruits and vegetables available throughout the school day, at one or more locations within the
school, outside of breakfast and lunch times. This allows students to sample fresh fruits and
vegetables that they would not otherwise be exposed to or acquire a taste for. It also improves
their current health and teaches them to make healthier lifelong eating habits. In order to be
eligible for participation in the FFVP, at least 50 percent of the school’s students must be eligible
for free or reduced-price meals. Interested schools must submit an application to SCDE.

For more information about the FFVP, refer to Chapter 27 — Fresh Fruit and Vegetable Program in
this Program Reference Manual.

Food Distribution Program (FDP)

The FDP has traditionally been a method of disposing of surplus and price-supported agricultural
commodities in order to prevent waste, while at the same time improving the diets of children, low-
income persons, and others in need of food assistance. USDA is authorized to purchase domestic
agricultural products, almost 60 percent of which must be determined to be in surplus at the time of
the purchase, which they then provide to schools and other qualifying organizations with needy
participants. All public schools, private schools and RCCls in South Carolina are among the many
recipients of USDA donated foods. Schools receive commodity foods at a specific value (.2325
cents for the 2013-14 school year) for each lunch served. At this time, commodity foods may be
served in the SBP but USDA only provides entitlement funds for commodity foods served in the
NSLP and SFSP. SFSP that prepare meals on site receive 1.5 cents per meal in commodity
entittement. Commodities purchased by USDA for use in the NSLP and in the SFSP may include
meat, poultry, fish, fruits, vegetables, dairy, grain products, vegetable oil, shortening, and peanut
products. Bonus commaodities, a surplus of products in addition to entittement commodities, are
also occasionally available. These are offered to states on a fair-share basis and do not count
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against a state’s entitlement dollars. Previous bonus commodities have included frozen Freestone
peaches and canned sweet potatoes.

For more information about the FDP, refer to Chapter 28 - Food Distribution Program in this
Program Reference Manual.

Team Nutrition (TN)

TN is USDA’s school-based program that encourages children to make healthy food choices and
to be physically active. Team Nutrition has four messages:

Eat a variety of foods.

Eat more fruits, vegetables and grains.
Eat lower fat foods more often.

Be physically active.

USDA established Team Nutrition with the mission of improving the health and education of
children by creating innovative public and private partnerships that promote food choices for a
healthy diet through the media, schools, families and the community. Team Nutrition’s goal is to
improve children’s lifelong eating and physical activity habits by using the principles of the Dietary
Guidelines for Americans and the Food Guide Pyramid.

Team Nutrition is implemented through three behavior-oriented strategies providing:

1. Training and technical assistance for Child Nutrition food service professionals to help them
serve meals that look good, taste good and meet nutrition standards.

2. Multifaceted, integrated nutrition education for children and their parents to build skills and
motivation to make healthful food and physical activity choices as part of healthy lifestyles.

3. Support for healthy eating and physical activity by involving school administrators and other
school and community partners.
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Calendar of SFA Responsibilities

May = Conduct pre-operational visit of all Summer Food Service Program (SFSP) sites (if

applicable).

= Complete SC Operations Assessment per HACCP procedures.

= Appoint Authorized Representative, Hearing, Determining, and Verifying Officials for
new school year.

= Conduct review at all SSO sites at least once during operation (if applicable).

= Complete Program Agreements in SCAPS for all feeding sites and district offices
points of contact by June 10.

= Establish prices for meals and milk.

= Mandatory Area Meetings conducted by assigned State Office Liaison.

Jun = Attend Summer Institute for Foodservice Training (SIFT).
= Conduct review at all SFSP sites within first four weeks of operation (if applicable).
= Conduct review at all Seamless Summer Option (SSO) sites at least once during
operation (if applicable).
= Complete Program Agreements in SCAPS by June 10.

Jul Submit SLP Financial report to the SA

Update HACCP/Food Safety Plan

Complete the Excessive Operating Balance form (if applicable).

Confirm prices for meals and milk as established according to USDA guidelines.
Print “Free and Reduced-Price School Meals Application” and “Parent/Guardian
Letter”. Get SCDE approval for any alternative, scanner, or internet application
templates.

= Submit Revenues and Expenses (for January 1 to June 30) to SCDE on SCAPS by

July 31.

Aug = Distribute “Free and Reduced-Price School Meals Application” and
“Parent/Guardian Letter” to all enrolled students (no earlier than four calendar
weeks before the start of school).

= Determine eligibility of students for free/reduced-price benefits and notify
households of eligibility status.

= |nput annual revenue and expenditures in SCAPS for prior fiscal year.

= Provide Back-to-School staff development training.

Sep = Complete on-site review of Afterschool Snack Program (ASP) within first four weeks
of operation (if applicable).
= Prepare for Administrative Review (if applicable)
= Submit monthly reimbursement claim to SA by the 10" of the month.

Oct Count all approved applications on file for verification on October 1.
Begin verification of free/reduced-price eligibility (if not already begun).
Celebrate National School Lunch Week.

Submit monthly reimbursement claim to SA by the 10" of the month.
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Calendar of SFA Responsibilities continued

Dec = Begin on-site accountability reviews (if applicable).
= Begin on-site Food Service Management Company (FSMC) reviews (if applicable).
= Use SCAPS to update Annual Financial Status Summary for prior fiscal year to
SCDE by December 31.
= Submit monthly reimbursement claim to SA by the 10" of the month.
= Submit SLP Financial report to the SA once external auditors has completed the
financial review of SFA food service account.

Jan = |If considering hiring a FSMC, start the process no later than January 1.
= Submit monthly reimbursement claim to SA by the 10" of the month.
= Submit Revenues and Expenses (for July 1 to December 31) to SCDE on SCAPS
by January 31.

Feb = Complete on-site accountability reviews for all attendance centers by February 1

(if applicable).

= Complete FSMC monitoring reviews and submit to SCDE by February 1 (if
applicable).

= Submit applications for USDA’s Best Practice Award by February 15 to SCDE
(optional).

* Submit monthly reimbursement claim to SA by the 10" of the month.

= Submit Fresh Fruit and Vegetable Applications to SCDE (if eligible).

Mar Submit the Verification Summary Report to SCDE by March 1.
Celebrate National School Breakfast Week.

Celebrate National Nutrition Month.

Receive SIFT training schedule from SCDE.

Submit monthly reimbursement claim to SA by the 10" of the month.

Apr = Submit monthly reimbursement claim to SA by the 10" of the month.
= Attend mandatory Seamless Summer Option Training.
= Update SCAPS accounts to reflect SSO sites, if applicable.

Other = Submit reimbursement claims within 60 days of last day of month claimed.
Complete Afterschool Snack Program on-site review twice a year. Conduct first
review within four weeks of beginning operation (if applicable).

Attend training offered by SCDE.

Continue providing update information for district points of contact.
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Chapter 3 — Policy Agreement

Policy Agreement for Free and Reduced-Price Meals

The Policy Agreement outlines the procedures that a School Food Authority (SFA) will uniformly
implement in determining student eligibility to receive the benefits of the National School Lunch
Program (NSLP) and School Breakfast Programs (SBP). All school districts and other program
sponsors participating in the NSLP and/or SBP must agree to furnish benefits of these programs
to all students regardless of their ability to pay.

In fulfilling its responsibilities, the school district agrees:

= To serve meals free to children from households whose income is at or below the
current eligibility income scale for free meals or whose families are recipients of
Supplemental Nutrition Assistance Program (SNAP) or Temporary Assistance to Needy
Families (TANF);

= To serve meals at a reduced price to children from households whose income is at or
below the current eligibility income scale for reduced-price meals;

= To provide free meal benefits to foster children who meet the criteria as wards of the
court or state welfare agency;

= That there will be no overt identification of any child receiving these benefits;

= That no child shall be discriminated against because of race, color, gender, disability,
age, or national origin;

= To establish a fair hearing procedure;

» To designate both a reviewing official and a hearing official (they cannot be the same
individual);

= To submit to the informational media, local employment offices, and major employers
contemplating large layoffs, a public release containing the letter to parents, the eligibility
criteria, and the application form;

= To establish and follow meal count and collection procedures that will not overtly identify
those students receiving free and reduced-price meals; and

= To submit to the Office of Nutrition Programs, SCDE any proposed alterations,
amendments, public announcements, etc. prior to implementation; such changes to be
effective only upon approval.

The current Policy Agreement renewal and the most recently approved full Policy Agreement

must be kept on file in the SFA and referred to at the beginning of each school year to assure

compliance with its provisions. Copies of key attachments for the current school year must be
given to each person processing meal applications for the SFA and to all staff responsible for

implementing the free and reduced-price benefit requirements of the program.
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Chapter 3a — Application for Participation

As the state agency responsible for implementing the Child Nutrition Programs in South
Carolina, the South Carolina Department of Education (SCDE) must develop and maintain
current contracts with participating School Food Authorities (SFAS) including public school
districts, charter schools, residential child care institutions (RCCIs), and private/parochial
schools.

Application on the South Carolina Automated Payment System
(SCAPS)

The annual SFA application process solicits specific information on each individual participating
school or site for reporting purposes. This site profile data provides the basis for distribution of
federal reimbursement funds to SFAs for meals served to students. Formerly a paper document
listing all participating schools/sites, this information is now input on SCAPS at the beginning of
each school year. The information includes meal count procedures, meal prices, and the
intended meal planning system.

Once information is entered into SCAPS, the profile is rolled-over annually for each currently
approved SFA. However, selected data must be reentered to trigger an annual approval.
Information varies according to the type of SFA and whether a program is pricing, non-pricing,
or both. For approval purposes, pricing programs must enter meal prices for students and
adults and non-pricing programs such as group homes will have to provide numbers of
estimated participants by eligibility category. Meal count procedures and other requested
program information must be updated by the SFA in each site when changes occur. For
assistance with entering and updating the application/profile information and data in SCAPS,
contact the Office of Health and Nutrition, SCDE at (803) 734-8188.

Pricing versus Non-pricing Policy Agreement

Depending on the SFA operating the school nutrition programs, the policy agreement will be
considered either a pricing or a non-pricing document.

Pricing Programs

Applications for meal benefits are issued to all students. Free and reduced-price meal benefit
eligibility determinations are based on family income. Reporting of meals by categories — free,
reduced-price and full-paid — are critical to claiming meals for federal reimbursement. Public
schools and most private/parochial and charter schools are considered pricing programs.

Non-Pricing Programs

The non-pricing policy applies to those operations that claim all meals for only free or only full-
paid reimbursement rates. Non-profit residential child care institutions (RCCIs) and group
homes normally complete and submit a non-pricing policy agreement as all children served in
these programs receive free meals. Residential schools that charge tuition may participate in
federally-funded school nutrition programs but are only allowed to claim meals in the full-paid
category at the lowest reimbursement rates.

These types of non-pricing programs are not required to obtain or approve free and reduced-
price meal applications. Documentation for claiming a single reimbursement rate is based on
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enrollment data by student name, dates of residence, and non-profit status of the participating
institution or school.

Dual Program Types

In certain instances, SFAs may participate as both pricing and non-pricing policy programs.
This normally occurs when a RCCI also serves day students and/or accepts private placements.
In these specific instances, meal applications must be negotiated for these affected students in
order to claim the appropriate category of meal eligibility -- free, reduced-price, or full paid -- for
reimbursement.

Impact of Different Program Types

The Policy Agreement and the required site profile information entered in SCAPS are impacted
by these differences. SCAPS calls for different initial information depending on pricing or non-
pricing status.

Prior to the beginning of each school year, SFAs are required to update their policy agreements
in SCAPS. Once updated, the agreements will be approved by the Office of Nutrition Programs,
SCDE. In the forms section of SCAPS are basic instructions for completion of the Policy
Agreement and implementation of the program.

Prototype pricing and non-pricing Policy Agreements with basic critical attachments and
instructions for completing and implementing are included in the forms section.
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Pricing Program Policy Agreement Contents

1. Instructions for the current SY’s Free and Reduced-Price Meal Policy Agreement and
Implementation Policy Provisions

2. Section I: Pricing Program Policy Agreement for Free and Reduced-Price Meals
Appendix A: Household Size and Income Guidelines (Effective July - June)
Appendix B: Parent/Guardian Letter
Appendix C: Free and Reduced-Price School Meals Family Application
Appendix D: Notification Letter
Appendix E: Public Media Release
Appendix F: Meal Count/Collection Procedure(s)

Appendix G: We Must Check Your Application Letter

Appendix H: We Have Checked Your Application Letter

Appendix I: Verification Roster

Appendix J: Notification of Predetermined Eligibility (Direct Certification)

3. Section II: Waiver of Confidentiality for Free and Reduced Price Meal Eligibility
Disclosures

4. Section llI: Direct Certification for Free Meal Benefits — Refer to Chapters 10 and 11 —
Determining Eligibility and Verification of Eligibility in this Program Reference Manual for
information and relevant prototype forms.

5. Section IV: Special Assistance Provisions 1, 2, and 3 — Refer to Chapter 10 — Special
Assistance Provisions in this Program Reference Manual for information and relevant
prototype forms.

Non-Pricing Program Policy Agreement Contents

6. Non-Pricing Program Policy Agreement for Free and Reduced-Price Meals is completed
in SCAPS.

7. Non-Pricing Program Attachment A: Meal Count Methods is completed in SCAPS.

8. Non-Pricing Program Attachment B: Meal Eligibility Documentation is completed in
SCAPS.
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INSTRUCTIONS FOR THE SCHOOL FOOD AUTHORITY
FREE AND REDUCED PRICE MEAL POLICY AGREEMENT
AND IMPLEMENTING POLICY PROVISIONS

Below you are given instructions for completing the basic forms and attachments pertaining to:

¢ (Section I) the Policy Agreement for free and reduced price meals;

¢ (Section II) the waiver of confidentiality;

¢ (Section III) direct certification; and

¢ (Section IV) Special Assistance Provisions 1, 2, and 3.
We are hopeful that the information provided will expedite the school food authority’s submission
and State approval of the Policy Agreement Renewal in SCAPS. A copy of the instructions should
be retained locally for implementation, instruction and guidance on confidentiality, direct
certification, and Provisions 1, 2, and 3 for determining eligibility and claiming meals. This along
with any other documents pertaining to your policy agreement can be retrieved from your SCAPS
profile for your assigned district or school and their sites.

SECTION I

Specific form identification and instructions for both completion and implementation of the Policy
Agreement are as follows.

1. BASIC POLICY AGREEMENT - The basic policy consists of two major parts and contains
supplemental agreements under which the district and/or school will operate its feeding
programs.

INSTRUCTIONS FOR COMPLETING APPLICATION PACKET: The SFA Application -

This section contains the SFA information, SFA type (1), date for the operating SY (2),
Superintendent or other Official information and address (3-13), CN Director’s information
(14-17), the information for the Claim’s preparer (18-21), Finance Contact person (22-25),
Hearing (26), determining (27), and verifying Officials (28), the meal count and collection
procedures verification (29) and the eligibility information (30-33). There are small sections
that only pertain to RCCIs ONLY (34-36); one that only pertain to Food Service Management
companies (FSMC) (37-41) and Vended meals (42-45). Severe Need Lunch - Reimbursement
Rate Determination is determined using a two year analysis of free and reduced meal counts.
This information will be provided by finance in the state agency and is for your viewing
information and no input is required. Comments from the SFA may be submitted at item 46.
The application must be certified by placing a checkmark in the box once the statement has
been read and agreed upon.

INSTRUCTIONS FOR COMPLETING APPLICATION PACKET: Application for Fresh Fruit and
Vegetable Program (FF&VP) - This section may only be completed if the SFA has applied for
and been awarded the grant to operation the FF&V Program for a specific SY.

INSTRUCTIONS FOR COMPLETING APPLICATION PACKET: Details for the Food Service
Management Company (FSMC) - This section may only be completed if the SFA uses a
management company to prepare its meals.

INSTRUCTIONS FOR COMPLETING APPLICATION PACKET: Details for the Meal Pattern
Compliance Dashboard - This section may vary from SY to SY. Instructions will not be
included at this time.

INSTRUCTIONS FOR COMPLETING APPLICATION PACKET: Details for the Checklist Summary-
Any and all documents that are to be submitted to the State Agency (SA) must be
downloaded into this section of SCAPS. You should be able to locate any forms you desire to
submit or are required to submit in the forms sections of SCAPS.

INSTRUCTIONS FOR COMPLETING APPLICATION PACKET: Details for Application Packet
Notes- This section is designed to provide the SFA or SA an area to record any pertinent
communication for understanding between the two offices.
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Once approved, copies of the Policy Agreement can be retrieved from the SFA profile in
SCAPS. School food authorities are asked to make sufficient copies of the approved policy for
distribution to each school/site unless they have access to SCAPS and can view via the
Internet.

APPENDIX A - Appendix A provides the complete "Household Size and Income Guidelines for
Free and Reduced Price Meals" to be used for determining eligibility each school year and will
be available in SCAPS as soon as it is released by USDA.

INSTRUCTIONS FOR IMPLEMENTING: The "Household Size and Income Guidelines" provide
the basic criteria for determining recipient eligibility. Therefore, it is imperative that
approving officials use this scale when determining a student’s eligibility.

APPENDIX B - Appendix B is the "Letter to Parent/Guardian" which is customized to
accompany the household (multi-child) meal application prototype form. Federal regulations
require that this letter or a similar one be sent to all parents or guardians of children attending
public school in each district and in private and parochial, Charter schools and some
residential child care institutions that may have day students and/or private placements that
are operating a pricing program. The letter includes the income guide in the upper portion of
the "Household Size and Income Guidelines" which must be sent home to each household.

INSTRUCTIONS FOR COMPLETING: When using this sample letter or a revised letter, the
following instructions apply:

a) Modify letter by deleting references to any programs that the school does not intend to
operate.

b) Complete blank spaces by filling in information appropriate for the school food authority.
It is not necessary to submit a copy of this letter to the SA. However, in all cases, each
school must complete the price charged information on its file copy. The same procedure
as described above pertains to the approving official’s signature.

For school food authorities that will develop their own letter the following instructions apply:
Develop letter and attach to basic policy. The State Office will determine acceptability of

the letter’s content. In no case should a school food authority transmit a revised letter to
parents prior to State approval.

Note to all pricing programs--A "reduced price lunch" is a lunch costing no more than 40
cents to any student eligible for a reduced price meal as determined by the income
guidelines; a "reduced price breakfast" is a breakfast costing ho more than 30 cents to such
students. These prices for reduced price meals are established by Federal law and
cannot be increased locally.

INSTRUCTIONS FOR IMPLEMENTING: The "Letter to Parent/Guardian" must be sent home to
each household at the beginning of the school year with a free and reduced price meal
application form. Keep in mind that an application must be made available to every student in
such a manner as to protect the needy students from overt identification.

APENDIX C - Appendix C includes the household meal application form with instructions to
be used by households when seeking approval for free or reduced price meals for their
children. A multi-child or household application must be used. Individual application forms
are no longer acceptable. School food authorities are requested to duplicate application forms
sufficient to meet their needs. Appendix C represents 2 separate pages: one application form
(a one-page household form) and one instruction sheet. Other than the insertion of local
points-of-contact, this form and instructions may not be altered or changed in any
manner without written approval from the State Office.

INSTRUCTIONS FOR COMPLETING: After thorough review of the application prototype,
modify any areas that will ensure the lunch application is tailored to your SFA’s personal
profile. If any changes are made beyond the minor addition of the SFA name, address, point-
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of-contact and telephone information, a copy must be downloaded into the Checklist
Summary of SCAPS for prior approval before disseminating throughout the district or area of
operation. This requirement also applies to all scanable application templates and Internet-
based application software. If upon audit, it is determined that your district is using an
unapproved lunch application, your district may be subject to reimbursement
withholdings until the matter is rectified.

INSTRUCTIONS FOR IMPLEMENTING: Approved application forms are the primary source
from which federal reimbursement is granted. Therefore, it is of utmost importance that the
procedures followed in implementing and approving applications be taken seriously and
followed to the letter. If the following practices are adhered to, each school food authority
should be assured of compliance with the application aspect of the free and reduced price
policy agreement.

a) The approving authority must review each application to ensure information is complete.
All data requested, including data supplied by the approving authority, are considered
pertinent and must be completed.

b) Approval of each application must be based on:

* household size and income guidelines prescribed by the Secretary of Agriculture or the
provision of a SNAP/TANF case number (Medicaid and EBT numbers are not
acceptable.),

* household membership, current income by source for each household member,

» last four digits of the social security number of the adult household member signing
form or indicator of no SSN, if income is used to determine eligibility, and

e parent or guardian signature on each application.

c) Applications must be maintained in a central file at the SFA office. The applications must
be arranged or in some manner to be readily retrievable for each participating school. The
use of a household meal application requires a centralized number system for overall
accountability for eligibility source documentation.

d) A master list or a record system must be maintained for transfer students - such a list or
record system must contain as a minimum, the date students entered or left school, the
name of the school they transferred to or from, the date their application was approved
and the category of eligibility (free or reduced). The application form includes a line item
for entering withdrawal dates.

During the school year, schools have up to three operating days to affect benefit increases
and ten days to have negative benefit changes in place.

All applications, both those approved and denied, must be kept on file for a period of three
years following the school year in which they were approved or until audit resolution if an
audit exception is taken.

Schools which (a) serve 80 percent needy and schools (b) which choose to serve all children
free and pay the difference in costs from program funds or local revenues may, upon State
approval, extend free and reduced price meal eligibility for a period of (a) two and (b) up to
five years respectively based on applications filed the first year. See Section IV of this
instruction/implementation document for specific discussion of the Special Assistance
Provisions 1, 2, and 3.

APPENDIX D - Appendix D is a Notification of Eligibility Letter to be used by the approving
authorities (SFA) to inform applicants as to eligibility status.

INSTRUCTIONS FOR COMPLETING: Complete blank spaces by filling in the appropriate
information concerning the procedure for children to follow to receive meals and references to
the hearing official. The hearing official must be an individual who is not involved with the
approval or verification process.
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INSTRUCTIONS FOR IMPLEMENTING: Federal regulations require that each applicant receive
a notice regarding eligibility determination. All action regarding eligibility determinations
should be taken within ten (10) working days on all applications submitted. In those cases
where applications are denied, a copy of the eligibility determination sent to the
household must be kept on file with the application and the reason for denial.

Temporary approval of an application is no longer permitted because of the yearlong duration
of eligibility. If the SFA is concerned with the authenticity of the information provided on an
application, they may, on a case by case basis, verify the application for cause.

APPENDIX E - Appendix E is a sample public media release which is to be used by the school
food authority when making public announcements regarding its Free and Reduced Price
Policy.

INSTRUCTIONS FOR COMPLETING: Complete blank spaces by filling in information
appropriate for the school food authority. Copies of any published articles or the release sent
to newspapers must be submitted in SCAPS with the Policy Agreement in the Checklist
Summary. In addition, list all newspapers and/or publishers who were sent the
release.

INSTRUCTIONS FOR IMPLEMENTING: Regulations require that prior to or during the first
week of school, a public release be made to the local news media, the unemployment office
and any major employers who are contemplating layoffs within the SFA’s attendance area.
When sent to the news media, the letter to households, an application form and a complete
income scale (free and reduced-price guidelines) or the same information put in a narrative
form will constitute a public release.

The requirement is to provide the information described above to the news media. It is not
the school food authority’s responsibility to ensure that the information is published in the
newspapers. A copy of the information provided to the media and the letter of
transmittal should be retained to serve as Appendix E of the Policy Agreement. If the
information is published, a copy of the published material should also be included as part of
Appendix E. Copies of the public release must be made available upon request to any
interested party. The public release must contain both the free and reduced-price income
eligibility guidelines.

APPENDIX F - Appendix F provides a description of the meal count/collection procedure(s)
and options used for breakfast and lunch in schools. In an effort to standardize meal
count/collection procedures used throughout the state and to simplify the task of writing such
procedures for school personnel, a checklist approach to completing Appendix F is used. With
the new South Carolina Automated Payment System (SCAPS) implemented beginning with the
2012-2013 school year, this appendix is no longer used to capture the medium of exchange
and meal count procedure for each site or school. This information must be coded in SCAPS by
site during the completion of other profile information prior to program approval. Appendix F
will still be the vehicle for obtaining the specifics on the collection of revenues, charging
policies, procedures used to prevent overt identification, and point of service accountability.
Information needed on individual school site count procedures must be entered
during the web-based application process wherein all sites intending to operate the
school meal programs must be listed and certain key data provided in SCAPS prior to
approval.

INSTRUCTIONS FOR COMPLETION: It is imperative that the School Food Service Supervisor
or Director meet with local school principals, cashiers, and other program personnel to fully
interpret and explain collection and meal count procedures required for compliance with
Federal regulations. The proper implementation of procedures for obtaining an accurate meal
count by category at the point of service on a daily basis needs to be fully discussed. An early
morning count is not sufficient unless confirmed for each student at the point of service.

The meal count procedure indicated for an individual school or site in the application
process must be the same as the procedure actually used. If a change must be
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10.

11.

12.

made, a statement describing in detail such a procedure and signed by the SFA
Superintendent or designee must be submitted to the State Office via SCAPS
Checklist Summary for approval prior to the effective date of implementation.

APPENDIX G - Notification of Selection for Verification for Eligibility — This notice/letter must
be sent to any household selected for verification unless the verification is of categorical
eligibility and is done through the county DSS office or another state agency. Students eligible
free as a result of direct certification or categorical eligibility are not subject to verification.

APPENDIX H - Letter of Verification Results — This notice/letter must be sent to any
household whose eligibility for meal benefits will be reduced or terminated due to verification.
This notice/letter must be sent 10 calendar days before the change in benefits occurs.

APPENDIX I - Verification Roster — The roster is designed for a SFA to use to document all
actions taken for each student selected for verification of eligibility. All actions taken as a
result of verification must be maintained for audit, reporting, and review purposes. This form
is a tool for collecting and summarizing this required information, prior to the completion of
the FNS-742, Verification Summary Report.

APPENDIX J - Notice/Letter of Predetermined Eligibility — A prototype Notice/Letter of
Predetermined Eligibility must be sent to any household certified as eligible for free meal
benefits through direct certification. The names of household members appearing on the
direct certification document for the school year should be entered on the letter and sent to
the household prior to the first day of school, when possible. The purpose of direct
certification is to provide for pre-approval of students for free meals based on their current
eligibility for SNAP/TANF benefits and/or foster child status and thus eliminating the need for
the completion of a meal application.
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SECTION II

WAIVER OF CONFIDENTIALITY FOR
FREE AND REDUCED PRICE MEAL ELIGIBILITY DISCLOSURES

Although not as restrictive as in the past, rules of confidentiality still apply to the use of free
and reduced-price eligibility information by student name. States and SFAs are currently
allowed to use free and reduced price eligibility information in summary form for
demonstrating economic need or for purposes of program funding. The restrictions apply
when individual students are identified through lists, announcements, etc. as eligible for free
and/or reduced-price meals. The meal application solicits information to determine
eligibility for school meal benefits only and such documents (including direct certification
listings) must be treated in a confidential manner.

To accommodate the need for free and reduced-price meal information on an individual
basis, USDA established a waiver of confidentiality option which allows the household to
grant permission for the use or disclosure of their child’s (or children’s) free or reduced price
meal eligibility for other program purposes. Sample waiver documents are included in
this section. As indicated on the suggested form, exact purpose and/or benefits must be
clearly identified. Waivers may be included on the meal application; however, all required
statements and disclaimers must be on the application or in the cover letter to the
households. Specifically, households must be informed that:

¢ Signing the waiver is not a requirement or prerequisite to receiving meal
benefits.

+ Receipt of SNAP/TANF benefits will not be disclosed.

¢ The waiver will only be used for those programs or benefits agreed to by the
household.

Agencies other than the SFA using eligibility information by student name must assure the
SFA in writing that eligibility status information will be used for the stated purpose only.
The district may want to administer the waiver process on an individual benefit or program
basis rather than list various uses together on one waiver document.

The waiver of confidentiality only applies when free and/or reduced-price meal eligibility is
used or released on an individual name basis. Any summary use of free and reduced-
price meal eligibility data is permissible without going through the waiver process.
USDA has formally authorized three exceptions to the waiver requirement: (1) names of
students with his or her eligibility may be used without a waiver for National Assessment of
Education Progress (standardized testing), (2) provided to officials collecting data for Title I
allocation and evaluation purposes, and (3) shared with Medicaid and State Children’s
Health Insurance Program (SCHIP) officials and agencies with appropriate written
agreements in place. A sample agreement and an exception form for sharing information
with Medicaid and SCHIP officials are also included in this Section.
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WAIVER OF CONFIDENTIALITY

The information that you provided on the free and reduced price meal application will be
used to determine your child’s (or children’s) eligibility for free and reduced price meals.
With your permission, this information may also be used to determine eligibility for the
following benefit(s) as well.

(Please note that the SFA must identify those programs and agencies that
will use the free and/or reduced price eligibility information, for what purpose
and/or the benefit to be provided. It may be far easier to administer the
waiver process on a programmatic or individual benefit basis rather than list
various uses together on one waiver document. Agencies other than the SFA
using the eligibility information by student name must assure the SFA in
writing that eligibility status information will be used for the purpose stated
only. This paragraph is for information only and must be deleted
from this form to be reproduced and used as a waiver document.)

Signing this waiver is not a requirement or prerequisite to receiving free and/or reduced
price meal benefits.

In no event will receipt of SNAP/TANF benefits be indicated in the release of free meal
eligibility to any entity.

By signing my name I understand and give permission to the school district to use the
information on the meal application form or from the direct certification eligibility document
for the purpose(s) listed above.

Signature of Parent or Legal Guardian Date
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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 Meals Application may be shared with other programs for which your children
may qualify. For the following programs, we must have your permission to share
your information. Sending in this form will not change whether your children get
free or reduced price meals.

O No, I DO NOT want information from my Free and Reduce Price School
Meals Application shared with any of these programs.

O Yes, | DO want school officials to share information from my Free and Reduced Price School Meals
Application with [name of program specific to your school].

O Yes, | DO want school officials to share information from my Free and Reduced Price School Meals
Application with [name of program specific to your school].

O Yes, | DO want school officials to share information from my Free and Reduced Price School Meals
Application with [name of program specific to your school].

If you checked yes to any or all of the boxes above, fill out the form below. Your
information will be shared only with the programs you checked.

Child’'s Name: School:

Child’s Name: School:

Child’s Name: School:

Child’s Name: School:

Signature of Parent/Guardian: Date:
Printed Name:

Address:

City: State: Zip:

For more information, you may call [name] at [phone].
Return this form to:
[address] by [date]

Sharing Information with Other Programs
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DISCLOSURE OF FREE AND REDUCED PRICE INFORMATION
AGREEMENT

1. PURPOSE AND SCOPE

and acknowledge and agree
(Insert name of determining agency) (Insert name of receiving agency)
that children’s free and reduced price meal and free milk eligibility information obtained under
provisions of the National School Lunch Act (42 USC 1751 et. seq.) or Child Nutrition Act of 1966 (42
USC 1771 et. seq.) and the regulations implementing those Acts is confidential information. This
Agreement is intended to ensure that any information  disclosed by the
to the about children eligible for
(Insert name of determining agency) (Insert name of receiving agency)
free and reduced price meals of free milk will be used only for purposes specified in this Agreement
and that the and recognize that there are
(Insert name of determining agency) (Insert name of receiving agency)
penalties for unauthorized disclosures of this eligibility information.

Il. AUTHORITY

Section 9(b)(2)(C)(iii) of the National School Lunch Act (42 USC 1758(b)(2)(C)(iii)) authorizes the limited
disclosure of children’s free and reduced price meal or free milk eligibility information to specific
programs or individuals, without prior parent/guardian consent. Except that, the parent/guardian must
be provided the opportunity to decline to share eligibility information prior to the disclosure for
identifying children eligible for benefits under or enrolling children in the State Medicaid Program and
the State children’s health insurance program. Additionally, the statute specifies that for any
disclosures not authorized by the statute, the consent of children’s parents/guardians must be claimed
to the disclosure.

The requesting agency certifies that it is currently authorized to administer the following program(s)
and that the information requested will be used only for the program(s) indicated.
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Check all that apply Program Information authorized

Medicaid or the State children’s health insurance
program (SCHIP) administered by a State of local
agency authorized under titles XIX or XXI of the
Social Security Act.

Specify Program:

All eligibility information, unless parents elect not
to have information disclosed.

State health program other than Medicaid/SCHIP,
administered by a State agency or local education
agency.

Specify Program:

Eligibility status only, consent not required.

Federal health
Medicaid/SCHIP
Specify Program:

program other than

NO eligibility information, unless parental consent
is obtained.

Local health program.
Specify Program:

NO eligibility information, unless parental consent
is obtained.

Child Nutrition Program under the National School
Lunch Act or Child Nutrition Act.
Specify Program:

All eligibility information, consent not required.

Federal/State or local means tested nutrition
program with eligibility standards comparable to
the National School Lunch Program.

Specify Program:

Eligibility status only, consent not required.

Federal education program.
Specify Program:

Eligibility status only, consent not required.

State education program administered by a State
agency or local education agency.
Specify Program:

Eligibility status only, consent not required.

Local education program.
Specify Program:

No eligibility information, unless parental consent
is obtained.

Note: Section 9(b)(2)(C)(iv) 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)(2)(C)(iv) specifies that for State Medicaid or SCHIP, parents must be notified and given opportunity to elect not
to have information disclosed.
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1. RESPONSIBILITIES

will:

(Insert Name of Determining Agency)

When required, secure parents/guardians consent prior to any disclosure not authorized by the
National School Lunch Act or any regulations under that Act, unless prior consent is secured by the
receiving agency and made available to the determining agency;

For State Medicaid and SCHIP notify parents/guardians of potential disclosures and provide opportunity
for parents/guardians to elect not to have information disclosed;

Disclose eligibility information only to persons directly connected to the administration or enforcement

of programs authorized access under the National School Lunch Act or regulations under the Act or to
programs or services for which parents/guardians gave consent.

will:

(Insert Name of Receiving Agency)

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

(Insert Name of the Program)
use of the eligibility information will have access to 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 meal eligibility information
that the information is confidential, that children’s eligibility information must only be used for
purposes specified above, and the penalties for authorized disclosures.

Protect the confidentiality of children’s free and reduced price meal or free milk eligibility information
as follows:

Specifically describe how the information will be protected from unauthorized uses and further

disclosures:
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Description of Procedures to Transfer Meal Eligibility Information (May be completed by either the
determining agency or receiving agency.)

Describe the procedures for transferring students’ meal eligibility information from the determining
agency to the requesting agency/program so as to limit the number of individuals who have access to
the information:

Describe:

Iv. 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 an extent not
authorized by Federal law (Section 9(b)(2)(C) of the National School Lunch Act; 42 USC 1758(b)(2)(C))
or a regulation, any information about a child’s eligibility for free and reduce price meals or free milk
shall be fined not more than $1,000 or imprisonment of not more than 1 year or both.

V. SIGNATURES

The parties acknowledge that children’s free and reduced price meal and free milk eligibility
information may be used only for the specific purposes stated above, that unauthorized use of free and
reduced price meal and free milk information or further disclosure to other persons or programs is
prohibited and a violation of Federal law which may result in civil and criminal penalties.

Requesting Agency/Project Administrator

Printed Name:

Title: Phone:

Signature:

Date

Determining Agency Administrator

Printed Name:

Title: Phone:

Signature:

Date

*Any attachments will become part of this agreement.
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(EXCEPTION)

SHARING INFORMATION WITH MEDICAID/SCHIP

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 the State Children’s Health Insurance Program
(SCHIP). 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 SCHIP that your children are eligible for free or reduced price meals,
unless you tell us not to. Medicaid and SCHIP 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 Free and Reduced Price School Meals Application does not automatically
enroll your children in health insurance).

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

[0 No! I DO NOT want information from my Free and Reduce Price School Meals
Application shared with Medicaid or the State Children’s Health Insurance Program.

If you checked “no”, fill out the form 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:

City: State: Zip:

For more information, you may call [name] at [phone].
Return this form to:
[address] by [date]

Sharing Information with Other Programs
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SECTION III
DIRECT CERTIFICATION FOR FREE MEAL BENEFITS

NOTIFICATION OF PREDETERMINED ELIGIBILITY

All school food authorities (SFA) that accept household applications as a method of determining
free or reduced eligibility are required to participate in the state’s Direct Certification (DC)
process. The DC process matches student enroliment records (for those SFAs that utilize the
PowerSchool student data management system) throughout the school year with SC Department
of Social Services (DSS) eligibility records for Supplemental Nutrition Assistance Program (SNAP
a.k.a. food stamps) and Temporary Assistance to Needy Families (TANF). As of the 2013-2014
school year, this process was expanded to include DSS records of all children placed in the state’s
Foster Care system. For those SFAs without PowerSchool availability, a match list will not be
available. However, access is provided to a searchable database to allow those SFAs the ability to
locate children and create their own match list.

Children identified through this process are automatically designated as Free from the date the
match is identified through the first thirty (30) operating days of the following school year. All DC
records should be treated with the same level of privacy and confidentiality as other free-and-
reduced eligibility documentation.

A written notice must be sent to each household with children certified as eligible for
free meal benefits through direct certification. The notice must advise them that: (1) their
children are eligible for free meals; (2) no further application is required unless the household has
children not listed and attending school; and (3) the household should notify the SFA if they do
not want their children to receive free benefits.

SFAs should complete the letter (APPENDIX J of the Free and Reduced Price Policy package) by
entering the name, address and telephone number of the contact person and the signature of the
authorized representative in the signature block before reproducing on district letterhead. It is
strongly recommended that no further reformatting be done.

Predetermined Eligible Submitting An Application

One of the difficulties encountered by reviewing officials with regard to the direct certification
process is that households submit an application even after they have received the notification of
predetermined eligibility. In an attempt to reduce the number of applications received for directly
certified students, SFA officials are encouraged to send the notification of predetermined eligibility
as early as possible. When meal applications are submitted for a directly certified student, the
direct certification takes precedence over the application.

Required Documentation

Documentation that a letter of notification was provided to the household must be maintained.
Note the date that the letter of notification was provided to each household on the list beside the
child’s name or use another method compatible with existing software systems.

Once the eligibility determination has been made from the direct certification list, retain the list as
documentation for reimbursement claims. The list should be filed with the applications for free
and reduced-price meals and should be readily retrievable by school.

Direct Certification of Siblings and other children in household

If at least one (1) child in a household is identified as having DC status on the basis of SNAP or
TANF benefits, then all children in that household are eligible for free meal benefits and should be
considered as also having DC status. In instances where these additional children may not be
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identified through the regular DC process, SFAs are required to make all reasonable efforts to
identify these additional children. Documentation to support common residency can be provided
through student enrollment records or the completion of a household eligibility application. This
extension of benefits does not apply to foster children.

Distribution of Applications: Option for Schools Implementing Direct Certification

The distribution of the letter to households and application forms to households of all children
enrolled in the SFA at the beginning of the school year is required to ensure that no child is
inadvertently excluded from participation. SFAs that implement direct certification are not
required to send the letter to households and application form to those households
eligible under direct certification if these materials are distributed through the mail,
individual student packets, or other methods that prevent the overt identification of
children eligible for direct certification. Under this option, households will receive either a
letter to households with an application or a letter notifying them that their children are eligible
for free benefits.

Effects of Direct Certification on Verification

Households whose children are determined eligible through use of the direct certification list are
exempt from verification requirements. When the SFA count of applications on file on October 1 is
taken for the purpose of determining the number of applications to be verified, children directly
certified should not be included in the count. Also, directly certified children should not be counted
as verified. Direct certification reduces the district’s verification effort by reducing the number of
applications on file, thus reducing the minimum required verification sample.

2013 South Carolina School Food Service Program Reference Manual Page 3-19



Chapter 3 — Policy Agreement

SECTION 1V
SPECIAL ASSISTANCE PROVISIONS 1, 2, and 3
Determining Eligibility for Free and Reduced Price Meals and Reimbursement Claim Procedures”

Three special assistance provisions are available to SFAs and individuals schools for determining
meal eligibility and claiming meals for Federal reimbursement monies. SFAs and/or schools,
especially with high percentages of free and reduced-price eligibility, may want to consider
participation.

Provision 1

In schools where at least 80% of the students enrolled qualify for free or reduced price meals,
applications may be approved for a two-year period instead of one. The major qualifying factor to
participate in this provision is to document the 80% eligibility based on March enrollment during
the base year. Under this provision, the school must only approve meal applications every other
year. Other recordkeeping requirements remain the same for claiming meals, etc. A correctly
approved application for free or reduced-price meals would be valid for two years. Schools would
be required to send a meal application to all other enrolled students to ensure no student was
denied free or reduced-price meal benefits if eligible during the second year of the provision.

Provision 2

Allows school to provide free meals to all students regardless of eligibility for program benefits for
up to four years including the base year of the provision. This universal free program has many
benefits including the obvious reduction in paperwork; however, it is best implemented in schools
and/or districts where the majority of students are currently eligible for free and reduced-price
meal benefits. The school district must be financially able to replace the student revenue not
collected from full paying and reduced-price students. After the base year when applications are
processed and meal counts are obtained for each claiming category, reimbursement is based on
percentages and actual daily meal counts for free and reduced-price and paid are not required.

Provision 3

Allows school to receive a comparable level of Federal cash and commodity support each year as
it received in the base year, provided the school serves all meals at no charge. The base year is
the last year eligibility determinations and meal counts by category are obtained under program
rules. Reimbursable meals are served at no charge to all participating students for a period up to
4 years, or longer if an extension is granted. The level of Federal cash and commodity support is
adjusted to reflect annual changes in enrollment and inflation.

* Optional provisions for determining eligibility and claiming meals under the National School
Lunch and Breakfast Programs are a result of paperwork reduction allowed in Section 9 of Public
Law 95-166 and Amendment 19 to Part 245.9 of the program regulations. See attached chart for
additional details and a comparison of the provisions.
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Special Assistance Provision 1

The National School Lunch Program regulations contain a clause known as Provision 1. The
purpose of this regulatory provision is to reduce the burden of paperwork on parents and on SFAs
by reducing the requirements for taking applications. Provision 1 allows SFAs with schools having
80 percent or more of their students eligible for free or reduced price meals to extend eligibility
for such benefits for a two-year period based on the first year’s applications.

General Requirements

Base Year:

¢ Applications are distributed, and free and reduced-price eligibility determinations are
made using the standard procedures, including the required public announcement that is
regularly published at the beginning of the school year.

¢ Meal counts are taken and claimed for reimbursement using standard procedures; i.e., by
the eligibility category of the child receiving the meal.

+ Participating schools must document that 80% of the enrollment during March is eligible
for free and reduced-price meals.

Year 2

¢ To continue under this Provision the second year, the 80% free and reduced price
eligibility criteria must be met.

+ Distribution of applications and eligibility determinations may be limited to newly enrolled
students and to reduced/full paid students seeking an increase in benefit level. In no
event may a student be denied a free or reduced-price meal because of ineligibility the
first year of the provision.

¢ A correctly approved free/reduced-price meal application from the base year would be
valid during this second year.

¢ Schools selecting this provision must continue to take daily counts of the number of

students served a reimbursable meal.

2013
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Special Assistance Provision 2

The National School Lunch Program regulations contain a clause known as Provision 2. The
purpose of this regulatory provision is to reduce the burden of paperwork on parents and on SFAs
by reducing the requirements for taking applications, notifying the public, and counting meals by
category for schools that agree to serve all enrolled students free meals. In accordance with this
provision, the SFA agrees to pay from other than federal funds any program costs not covered by
program income.

General Requirements

Base Year:

*

Applications are distributed, and free and reduced-price eligibility determinations are
made using the standard procedures, including the required public announcement that is
regularly published at the beginning of the school year.

After all applications have been received and approved, a second public announcement is
made stating that all meals will be provided free to all students regardless of economic
status.

Meals are served free to all students.

Meal counts are taken and claimed for reimbursement using standard procedures; i.e., by
the eligibility category of the child receiving the meal.

If the reimbursement received by the SFA is not sufficient to cover total nonprofit school
food service program costs, non-federal funds must be used to pay the difference.

During the Base Year, a complete review of the food service operation by the South
Carolina State Office of Nutrition Programs will be conducted to document and ensure the
accuracy of the current methods being used by the district to determine free, reduced-
price and paid categories, and counting and claiming procedures used to report claims for
reimbursement.

The percentage of the total meals is calculated monthly by school and by program for
each category. This information is gathered in the base year for use in following years to
establish the reimbursement claims.

Years 2, 3, and 4

*

At the beginning of each school year, a public announcement is made stating that all
meals will be provided free to all students regardless of economic status.

No distribution of applications and no eligibility determinations are conducted.

Officials count only total meals served and apply the monthly percentages developed
during the Base Year to determine the counts by type for the reimbursement claims.

If the reimbursement received by the SFA is not sufficient to cover total nonprofit school
food service program costs, non-federal funds must be used to pay the difference.

Beyond Year 4

¢

The State Agency may authorize schools participating under Provision 2 to extend their
current cycle and established claiming percentages without going through the meal
application process again. However, available socioeconomic data approved by USDA
must indicate that the income level of the school populations has remained the same
since the base year.

2013
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Special Assistance Provision 3

The National School Lunch Program regulations contain a clause known as Provision 3. The
purpose of this regulatory provision is to reduce the burden of paperwork on parents and on SFAs
by reducing the requirements for taking applications, notifying the public, and counting meals by
category for schools that agree to serve all enrolled students free meals. In accordance with this
provision, the SFA agrees to pay from other than federal funds any program costs not covered by
program income.

General Requirements

Base Year:

Applications are distributed, and free and reduced-price eligibility determinations are
made using the standard procedures, including the public announcement that is
regularly published at the beginning of the school year.

After all applications have been received and approved, a second public notice can be
made stating that all meals will be provided free to all students regardless of economic
status. The service of all meals at no charge is encouraged but optional under Provision
3 during the base year.

Meals are served free to all students if school chooses to begin during base year.

Meal counts are taken and claimed for reimbursement using standard procedures; i.e. by
the eligibility category of the child receiving the meal.

If the reimbursement received by the SFA is not sufficient to cover total nonprofit school
food service program costs, non-federal funds must be used to pay the difference.
Because the base year establishes the levels of support for the four successive non-base
years to follow, the school should maximize participation of all students and ensure that
reimbursable quality meals are served. Offering all meals at no charge during the base
year should optimize participation and thus cash assistance and commodities to be
received in successive years.

Years 2, 3, 4, and 5

At the beginning of each school year, a public announcement is made stating that all
meals will be provided free to all students regardless of economic status.

No distribution of applications and no eligibility determinations are conducted.

Schools receive the level of Federal cash and commodity support paid to them during the
base year. Total meal counts are taken for management purposes only. Federal cash and
commodity support is adjusted to reflect changes in enroliment and inflation.

If the reimbursement received by the SFA is not sufficient to cover total nonprofit school
food service costs, non-federal funds must be used to pay the difference.

Beyond Year 5

The State Agency may authorize schools participating under Provision 3 to extend their
current cycle if socioeconomic data is reflective of the school's population, provides
equivalent data for both the base year and the last year of the current cycle, and
demonstrates that the income of the school's population remained stable, declined, or
had negligible improvement.

2013
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PRICING PROGRAM —20__ -20_
POLICY AGREEMENT FOR FREE AND REDUCED PRICE MEALS

The

(Name of School Food Authority)
has agreed to participate in the National School Lunch Program and the School Breakfast Program and to
receive commodities donated by USDA and accepts responsibility for providing free and reduced price
meals to eligible children in the schools under its jurisdiction.

The School Food Authority (SFA) assures the S.C. Department of Education, Office of Nutrition Programs,
that the school system will uniformly implement the following policy to determine children's eligibility for
free and reduced price meals in all National School Lunch Programs, School Breakfast Programs, and
commodity-only schools under its jurisdiction. In fulfilling its responsibilities the School Food Authority
agrees to:

A. Serve meals free to children from households whose income is at or below that listed in Appendix A,
column 1, to households providing a SNAP case number or a TANF case number, documented foster
children, and to those students pre-approved by direct certification.

B. Serve meals at a maximum reduced price of 40¢ for lunch and 30¢ for breakfast to children from
households whose income is within that listed in Appendix A, column 2.

Income
"Income™ means current income before deductions for income taxes, employees' social security taxes,
insurance premiums, bonds, etc. It includes the following:

Monetary compensation for services, including wages, salary, commission or fees
Net income from non-farm self-employment
Net income from farm self-employment
Social Security
Dividends or interest on savings or bonds, income from estates or trusts, or net rental income
Public assistance or welfare payments and Supplemental Security Income
Unemployment and workers’ compensations
Government civilian employee or military retirement or pensions or veteran's payments
9. Private pensions or annuities
10.  Alimony or child support payments
11. Regular contributions from persons not living in the household
12. Net royalties
13. Other cash income (i.e., cash amounts received or withdrawn from savings, investments, trust
accounts or other resources)

NGO~ wWdE

C. Ensure that there will be no physical segregation of, nor any other discrimination against, any child
because of his or her inability to pay the full price of the meal. The names of the children eligible to receive
free or reduced price meals shall not be published, posted, or announced in any manner and there shall be no
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overt identification of any such children by use of special tokens or tickets or any other means. Further
assurance is given that children eligible for free or reduced price meals shall not be required to:

1. Work for their meals
2. Use a separate lunchroom
3. Go through a separate serving line
4. Enter the lunchroom through a separate entrance
5. Eat meals at a different time
6. Eat a meal different from that sold to children paying the full price
D. Ensure that in the operation of child feeding programs, no child shall be discriminated against

because of race, sex, color, national origin, age or disability.

E. Verify in accordance with program regulations and maintain records as follows: (1) a summary of all
verification efforts; (2) the total number of applications on file as of October 1; and (3) the methodology
used. Compliance with these requirements will be monitored by the State agency and through the annual
submission of the Verification Summary Report.

F. Establish and use a fair hearing procedure for parents' appeals of the SFA's decisions on applications
and for challenges to the correctness of information contained in an application or to the continued eligibility
of any child for free or reduced price meals. During the appeal and hearing, the child will continue to
receive free or reduced price meals. A record of all such appeals and challenges and their disposition shall
be retained for three (3) years.

Prior to initiating the hearing procedure, the parent or SFA may request a conference to provide an
opportunity for the parent and SFA to discuss the situation, present information, and obtain an explanation of
data submitted in the application and decisions rendered. Such a conference shall not in any way prejudice
or diminish the right to a fair hearing.

The hearing procedure shall provide the following:

1. A public-announced, simple method of making an oral or written request for a hearing.

2. An opportunity to be assisted or represented by an attorney or other person.

3. An opportunity to examine, prior to and during the hearing, the documents and records
presented to support the decision under appeal.

4. Reasonable promptness and convenience in scheduling a hearing and adequate notice as to the
time and place.

5. An opportunity to present oral or documentary evidence and arguments supporting their
position.

6. An opportunity to question or refute any testimony or other evidence and to confront and
cross-examine adverse witnesses.

7. That the hearing be conducted and the decision made by a hearing official who did not
participate in the decision under appeal or in any previous conference.

8. That the decision of the hearing official be based on the oral and documentary evidence
presented at the hearing and made a part of the hearing record.

9. That the parties concerned and any designated representatives thereof are notified in writing

of the decision and a copy of the notification to the parties concerned of the hearing official's decision.
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10.  That for each hearing a written record be prepared, including the decision under appeal, any
documentary evidence and a summary of any oral testimony presented at the hearing, the decision of the
hearing official with the reason for the decision and a copy of the notification to the parties concerned of the
hearing official’s decision.

11.  That such written record be preserved for a period of three (3) years and shall be available for
examination by the parties concerned or their representatives at any reasonable time and place during such
period.

G. Designate a SFA official to review applications and make determinations of eligibility. The
reviewing official will use the criteria outlined in this policy to determine which individual children are
eligible for free or reduced price meals.

H. Develop and send to each child's parent or guardian a letter as outlined in Appendix B which includes
an income scale and a household application form with instructions for free and reduced price meals
(Appendix C), at the beginning of each school year and whenever there is a change in eligibility criteria or
whenever local employment conditions change due to major strikes or layoffs.

Parents will be requested to complete the application and return it to the SFA official responsible for
application approval for review. SUCH APPLICATIONS AND DOCUMENTATION OF ACTION
TAKEN WILL BE MAINTAINED FOR THREE (3) YEARS AFTER THE END OF THE SCHOOL
YEAR TO WHICH THEY PERTAIN.

Applications may be filed at any time during the year. Any parent enrolling a child in school for the
first time, at any time during the year, shall be supplied with an application. If a child transfers from one
school or site to another under the jurisdiction of the same SFA, his/her eligibility for a free or reduced price
meal will be transferred to and honored by the receiving school.

All children from a household will receive the same benefits. Within ten working days of the receipt
of applications, parents or guardians will be notified individually of the acceptance or denial of their
applications. Children will be served meals immediately upon the establishment of their eligibility.

When an application is rejected, parents or guardians will be informed in writing of the reason for
denial and of the hearing procedure. A copy of all denial notifications will be retained on file. The reasons
for ineligibility shall be properly documented and retained on file at the SFA level. The designated hearing
official is the District Superintendent or an appointed designee. (The hearing official must be someone not
involved in the original eligibility determination.)

I Submit a public release to the news media, local unemployment offices, and major employers
contemplating large layoffs. The public release will contain the same information outlined in the parent
letter and the income guidelines for free and reduced price meals (Appendix A) at the beginning of the
school year.

J. Establish a procedure to collect money from children who pay for their meals. The procedures
described in Attachment F will be used so that no other children in the school will consciously be made
aware by such procedure of the identity of the children receiving free or reduced price meals.
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K. Establish a system for obtaining on a daily basis an accurate count of meals served by category--free,
reduced, and paid. The system(s) described in Attachment F will be used to determine the accurate count
and to ensure that no other children in the school will consciously be made aware of the identity of those
children receiving free or reduced price meals.

L. Submit to the S.C. Department of Education, Office of Nutrition Programs, any alterations or
amendments, public announcements, etc., prior to implementation. Such changes will be effective only upon
approval. All changes in eligibility criteria must be publicly announced in the same manner used at the
beginning of the school year.

Policy Agreement Attachments
The following attachments are adopted and considered part of this policy:
Appendix A: Income Eligibility Guidelines
Appendix B: Letter to Households
Appendix C:  Application Forms and Instructions
Appendix D: Notification of Eligibility Letter
Appendix E:  Public/Media Release
Appendix F:  Meal Count/Collection Procedures
Appendix G: Notification of Selection for Verification of Eligibility
Appendix H: Letter of Verification Results
Appendix I:  Verification Roster
Appendix J:  Notice/Letter of Predetermined Eligibility

By affixing my signature below, | attest to the fact that | have read and agree to implement all assurances and
agreements pertaining to the school year 20 -20__ Policy Agreement for Free and Reduced Price Meals.

APPROVED BY:

S. C. Department of Education

Office of Nutrition Programs: SFA Use:
Director, Office of Nutrition Programs Superintendent or Authorized Designee
Date Date
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NON-PRICING PROGRAM —20 _ -20
POLICY AGREEMENT FOR FREE AND REDUCED PRICE MEALS

(For use by schools and program sites that do not have separately identifiable charges for meals.)

The agrees to participate in the National School

(Name of School Food Authority)
Lunch Program and accepts responsibility for the School Breakfast and Afterschool Snack Programs by providing free
and reduced-price meals to eligible children in the school(s) under its jurisdiction.

The SFA assures the South Carolina Department of Education that the following policies administering the program(s)
in the school(s) and sites under its jurisdiction will be uniformly implemented. In fulfilling these responsibilities, the
SFA:

1. Agrees that there will be no physical segregation of, nor any other discrimination against, any child.

2. Agrees that in the operation of Child Nutrition Programs, no child shall be discriminated against because of race,
color, sex, age, national origin, or disability.

3. Agrees to submit to the South Carolina Department of Education any changes to this Policy Agreement prior to
implementation of these changes. Such changes will be effective only upon approval.

Agrees to establish a procedure to accurately count at the point of service the number of meals claimed, and to plan
and produce meals with the objective of providing one reimbursable lunch and/or breakfast and/or afterschool snack
per child per day. Any excess meals shall not be claimed for reimbursement.

COMPLIANCE WITH THESE REQUIREMENTS WILL BE MONITORED BY THE S.C. DEPARTMENT
OF EDUCATION AS PART OF ITS SUPERVISORY ASSISTANCE AND MONITORING EFFORTS.

The following attachments are considered part of this policy:

Meal Count Methods (Appendix A), and sample RCCI Meal Eligibility Documentation sheet (Appendix B). A
Appendix A must be your guide for choosing the appropriate meal count procedures. Information on these meal count
procedures must be entered on the SCAPS (South Carolina Automated Payment System) for each site and program.
Attachment B is for your use in documenting eligibility at the program site.

IMPORTANT NOTICE
*This non-pricing program policy applies to residential students only. If day students are involved in any manner,
a pricing policy covering free and reduced price eligibility will also be needed.

APPROVED BY:

S. C. Department of Education

Office of Nutrition Programs: SFA:
Director, State Office of Nutrition Programs Signature of SFA Representative
Date Date

NON-PRICING PROGRAMS - Appendix A
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Meal Count/Collection Procedure(s)

School Food Authority:

Complete the checklists in Section A to indicate procedures used in your SFAs for counting meals and collecting
revenues by placing a check in the applicable box. Then continue to Section B of Appendix A for detailed
descriptions of the count procedures to be used at school sites. The actual procedures will be entered by site in the
required profile information obtained via SCAPS (South Carolina Automated Payment System).

SECTION A:

1. All approved meal count/collection procedures must include a method for prepayment and/or post billing
(charging). Charging is seldom recommended. The provision for allowing for prepayment and/or post-
billing should make free and reduced-price meal recipients appear as students who pay full or reduced price.
Check one or more of the following:

O Students or parents can make full and reduced-price meal payments in advance in a designated area away
from the cafeteria serving line on a daily, weekly, or monthly basis. Students receiving free meal benefits
receive such meals in the exact same way as paying students.

O Full and reduced-price meals can be post-billed (charged). Parents are billed and may mail in payments or
students or parents may pay in a designated area away from the cafeteria serving line for meals already
received. Care is taken that neither the billing nor the payment identifies those who pay nothing.

+ + + + + +

2. The option of prepayment (and/or charging) of meals should be routinely publicized. This may be done by
using methods such as posting signs, making public announcements, including the information in printed
material, etc. Some districts offer incentives for prepayment options when cash is also accepted on the serving
line. Check one or more of the following:

The ability for students and/or parents to prepay (or charge) is routinely advertised:
O In the letter to parents (Notice/Letter to Households) sent home with the application at the beginning of
each school year.

O In an announcement made over the school’s public address system.
O In a newspaper/newsletter article.
O By a posted notice (sign) displayed in the cafeteria area.
+ + + + + +
3. The medium of exchange for free and prepaid (or post-billed) reduced and full-price meals must be identical
except for the code. Color-coding by category or single-symbol coding using obvious identifiers such as F, R
and P is prohibited. Check one or more of the following that are used in district schools.
Medium of exchange is coded in the following manner:
O Coding series. Example: (Free - 1 through 1,999) (Reduced price — 2,000 through 3,999) (Full price -
4,000 and above).
O Coding by number. Example: Number ending in 0, an odd or even number.
O Coding by variation. Example: Variations in signature, placement of date or ticket distributor such as Mary
Smith, Mary J. Smith and M. Smith.
O Coding by subtle differences. Example: Differences in printing such as capital letter, period, spacing of a
line or differences in underlining.
O Coding by number digits. Example: 4 digits for free, 5 digits reduced-price and 6 digits for full price.
O Coded by bar line for scanning.
O Coded number used on a keypad.
+ + + + + +
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4. All approved meal count/collection procedures must include a point-of-service count by reimbursable meals by
category. “At the point of service” is defined as that point in the meal service line where it can be
determined that a reimbursable meal was served. To ensure that only meals meeting requirements are
claimed for reimbursement, the end of the serving line is considered the “point of service”. Counts taken in
the classroom, unverified morning meal counts, the number of tickets sold/issued, head counts, tray counts
and counts obtained by “backing into” the numbers of meals served are not point-of-service counts. Check
one of the following:

O

O

The cashier is stationed at the end of the serving line, determines that the meal selected is reimbursable,
and counts the meal by category.

Other. An alternate method must be individually written and pre-approved through an on-site visit by
State Office staff. If a student selects a non-reimbursable meal, a system must be in place for removing
that meal from the count of meals claimed for reimbursement. Please list schools approved with an
alternate point-of-service meal count:

SECTION B:

Section B describes meal count procedures for participating schools to choose from for entry on the school/site
profile information requested during the application process. The following meal count procedure codes will be
provided on the application/SCAPS profile document, replacing the former Application to Participate:

A- Verbal identifier entered on a nhumbered sheet or daily roster

B- Coded ticket/token presented and collected

C- Coded ticket/token tallied mechanically and/or recorded as presented and not physically collected
D- Automated tab cards are presented and cut for a mechanical tabulation

E- Bar code card or roster scanned for each student and electronically counted

F- Student or cashier enters coded number or other identifier on pad and meal is electronically counted
G-Other state-approved procedure is used

For example: Apex Elementary uses a coded ticket and the code is entered on a cash register at the point of
service to obtain a meal count for lunch. At breakfast the students provide their names to a cashier and the
cashier checks off the student’s name on a coded roster. Thus, on the school/site profile, Apex Elementary would
enter: meal count procedure code “C” for lunch and “A” for breakfast. An afterschool snack program also is
operated at Apex and a daily roster is used to record the names of students participating and receiving a snack
each day. Again, the meal count procedure code will be “"A” indicating the use of a daily roster.

5. Regardless of the procedure selected, all approved meal count/collection procedures must include a medium of
exchange that is issued to students for obtaining a meal. Students receiving free meals must be issued the
identical medium of exchange as those students prepaying (or charging) full or reduced price meals. The
systems for coding, distributing and collecting the medium of exchange must ensure that students receiving
free and reduced price meal benefits are not overtly identified. A common area and method for distributing and
collecting the medium of exchange must be used for all students regardless of meal category.

Students receiving free meals and those pre-paying or post-billed for full or reduced price meals will be issued:

A verbal identifier to be used on the serving line in exchange for the meal. Numbers or student names are
the most commonly used verbal identifiers.

A coded ticket or token.

A coded I.D. card.

A coded automated tabulation card.

A coded bar line card for scanning.

A coded number for use on a keypad or an imaging reading such as a thumbprint.
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6. Itis understood that in addition to prepaid (or post-billed/charged) meals, some cash meals may also be sold
and counted. Meals paid for in cash on the line may be counted in a different manner than those prepaid (or
post-billed/charged). These meals may be tallied, counted mechanically, recorded on a cash register, etc.
However the medium of exchange for students receiving free, prepaid reduced-price or prepaid full-price meals
must be collected and counted in exactly the same manner.

When students receiving free, prepaid reduced or prepaid full price meals pass the cashier, they:

+

Call out their number and the cashier strikes it from a numbered sheet. The count by category is taken
from the numbered sheet.

Call out their name and the cashier checks the name off a coded roster. The count is taken from the roster
by category.

Present a coded ticket/token and it is collected. The count is taken from the tickets/tokens.

Present a ticket and all tickets are marked in some manner and returned to the student. Simultaneously,
the count by category is tallied, mechanically recorded on a cash register, etc.

Present an automated tab card. The card is mechanically cut and a count by category is simultaneously
taken.

Present a bar line card. The card is scanned and a count is simultaneously taken.

Enter a personal identifier on a keypad or present finger or thumb for imaging. As an identifier is entered,
a count by category is electronically recorded.

+ + + + +

By using steps 1-6 as outlined in this Appendix, it is possible to describe most meal count/collection procedures
used throughout the state. If an alternate method is used, it must be individually written. Care should be taken to
include all necessary information as outlined below:

How can meals be prepaid or charged?

How is the system for prepayment and charging advertised?

What medium of exchange will be issued to students receiving free or prepaid (or charged) reduced-price
or full-price meals?

How will the medium of exchange be coded?

Where is the count by category taken? If the meals are served outside the cafeteria, counts must be
verified and actual students receiving meals must be documented by name on a daily basis. Any time
counts are not taken at the actual point of service in the cafeteria and at the end of the serving
line, a school food service employee must be responsible for overseeing and obtaining an
accurate meal count.

An alternate method will have to be pre-approved and entered on the school/site profile as Code G
“other state-approved procedure is used”. In order to use this code your alternate meal count procedures
must be fully described in detail so that a State Agency visit may be scheduled if necessary to evaluate the

procedure to be used.
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ENROLLMENT ELIGIBILITY LIST SY

Month and Date

Total Monthly Students:

Free Reduced Full Paid

SCHOOL NAME

Date of Date Name of Student Meal Eligibility | If Free status and in a

Enrollment | Withdrew Status RCCI, the amount of
Eree=F personal income the
Reduced=R student has in their
Full Paid=P possession.
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Chapter 4 — Civil Rights Compliance

Chapter 4 — Civil Rights Compliance

Civil Rights Laws

Child Nutrition Programs (CNPs) have always been available to all children on an equal opportunity
basis. In 1983 the U.S. Department of Justice issued civil rights compliance requirements for all
federal agencies based on the following legislation:

Title VI of the Civil Rights Act of 1964, which prohibits discrimination based on race, color, or
national origin;

Title IX of the Education Amendments of 1972, which prohibits discrimination based on sex;

Section 504 of the Rehabilitation Act of 1973, which prohibits discrimination based on disability;
and

Age Discrimination Act of 1975, which prohibits discrimination based on age.

Discrimination

School Food Authorities (SFAS) are prohibited from discriminating against students receiving free and
reduced-price meal benefits.

There must not be any discrimination on the basis of race, color, national origin, sex, age, or
disability in the application approval process or in the selection of applications for verification.

The names of eligible students must not be published, posted, or announced in any manner or
used for any purpose other than determining and verifying eligibility for free and reduced-price
meal benefits. (See Chapter 5 — Confidentiality & Disclosure of Eligibility for additional
information.)

Eligible students must not be required to work for their meals.

Eligible students must not be required to use a separate dining room, separate serving line, or
eat at a separate time.

There must not be any overt identification of any of the students by use of special (e.g. different
colored) tokens or tickets. The SFA must use the meal count and collection procedure(s)
approved as part of its free and reduced-price meal Policy Agreement (see Chapter 3 — Policy
Agreement for additional information). When ordering meals for special functions (i.e. field
trips, class parties, etc.), no method of overt identification can be used (e.g. students raising
hands, forms sent home that identify eligibility, etc.)

SFA’s Responsibilities

As a result of the U.S. Department of Justice’s requirements, the U.S. Department of Agriculture
(USDA) developed paolicy instructions for CNPs. The USDA instructions require each local SFA to take
the following actions:
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= Comply with all rules and regulations governing nondiscrimination in the administration of the
CNP. Compliance will be verified by the South Carolina Department of Education (SCDE)
during on-site administrative reviews, audits, and other federal and state monitoring visits.

= Inform parents or guardians of children, local minority and grassroots organizations as well as
any major employers contemplating layoffs of (1) the availability of program benefits and
services, (2) the nondiscrimination policy, and (3) all significant changes in existing
requirements that pertain to program eligibility and benefits. Note: This may be accomplished
using the Public Media Release and Parent/Guardian Letter (see letters provided in Chapter 3—
Policy Agreement in this Program Reference Manual).

= Upon request, make available to the public and to participants and potential participants,
information about program requirements and the procedures for filing a complaint, in English
and/or in the appropriate translation to non-English speaking persons.

USDA translations in over 25 languages may be downloaded from:
www.fns.usda.gov/cnd/FRP/frp.process.htm. If using USDA’s translations, also download the
English version so that the information provided can be more easily interpreted.

= Ensure that all forms of communication and program materials regarding the CNP that are
printed for public information, public education or public distribution include the following
nondiscrimination statement and procedure for filing a complaint:

“The U.S. 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 if 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 the Department.” (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 a letter containing all of the information requested in the
form. Send your completed complaint form or letter to us by mail at
U.S. Department of Agriculture, Director, Office of Adjudication,
1400 Independence Avenue, S.W., Washington, D.C. 20250-9410,
by fax (202) 690-7442 or email 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 (in Spanish).
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Chapter 4 — Civil Rights Compliance

= |f the material is too small to permit the use of the full statement, the material shall
include the following statement, in print no smaller than text:

“USDA is an equal opportunity provider and employer.”

= |f the printed material is too small to permit the full statement to be included (e.g. one page or
less), the material must at a minimum include the following statement, in print no smaller than
the text:

“This institution is an equal opportunity provider.”

= Following public service announcements on the internet, radio or television, the following
statement, in place of the entire nondiscrimination statement, may be read:

“The <program name> is an equal opportunity provider.”
= Display the nondiscrimination poster in a prominent place in each school within view of the
customers (i.e. not in the kitchen preparation area). The current poster (shown here) measures
11 inches by 15 inches and features a picture of the Statue of Liberty. This poster may not be

reproduced. If additional or replacement copies are needed please contact the Office of
Nutrition Programs, SCDE at (803) 734-8188.

" JUSTICE |

x ok kK ok k Kk

= On a case-by-case basis, a child with disabilities and/or life-threatening food allergies shall be

provided substitutions in foods at no extra charge only when supported by a statement signed
by a physician licensed by the state. The supporting statement shall identify:

o The child’s disability and an indication of why the disability restricts the child’s diet.

o The major life activity affected by the disability.

o The food or foods to be omitted from the child’s diet and the food or foods that must be

substituted.

SFAs are not expected to make accommodations that are so expensive or difficult that they
would cause the organization undue hardship. (Chapter 21Students with Special Dietary Needs
for additional information on providing meals for students with disabilities.)
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Establish procedures that effectively restrict access to records to authorized personnel. (See
Chapter 5 — Confidentiality & Disclosure of Eligibility for additional information.)

Train “front line staff” and their supervisors annually. These are employees who interact with
program applicants or participants regarding program services and benefits. At a minimum,
these employees should review either the Civil Rights Training for Front Line Staff (Page 4-6)
provided at the end of this chapter or the information provided in this entire chapter each school
year.

Handling Complaints

Any person alleging discrimination based on race, color, national origin, sex, age, or disability has a
right to file a complaint. Complaints may be made to federal, state or local agencies. When a
complaint of discrimination is received by an SFA...

Notify either SCDE or USDA within five working days of receiving the complaint.

o Preferably notify SCDE at (803) 734-8188. Forward any written materials received to
them at: Office of Nutrition Programs, 1429 Senate Street, Suite 700, Rutledge Building,
Columbia, SC 29201. SCDE may be able to assist the SFA in handling the complaint.
SCDE will forward all materials to USDA within five working days of receipt.

o Alternatively, notify USDA’s Southeast Regional Office at (404) 562-1801. Forward any
written materials received to them at: Director, Civil Rights, Food and Nutrition Service,
Southeast Regional Office, 61 Forsyth St., S.W., Atlanta, GA 30303-3427. USDA will
resolve all complaints following established methods and regulations.

Provide the Discrimination Complaint Form (Form 4-A) provided at the end of this chapter to
any individual wishing to make a complaint of discrimination. Complaints may be made using
the form provided, in another format or verbally. If the complaint is made verbally (either in
person or through a phone conversation), the person accepting the complaint should complete
the form on behalf of the person with the complaint.

Racial/Ethnic Data

Be prepared to provide an ethnic breakdown of the students enrolled and/or eligible for meal
benefits. This data may be collected using the Free and Reduced-Price School Meals Family
Application as provided by SCDE (See Chapter 3 — Policy Agreement for a sample of this
form). The application forms contain a section in which a household member or school
personnel can note the racial/ethnic category for those students listed on the application. This
information may be completed using any of the following methods:

o Voluntary self-identification on the meal application form;

o Observation of a school official; or

o Personal knowledge.

Maintain the actual number of students applying for free and reduced-price meals, as well as
the corresponding racial/ethnic data for those students, on file for three years plus the current
year.

July 2013 — South Carolina School Food Service Program Reference Manual

Page 4-5



Civil Rights Training for Front Line Staff

“Front line staff” and their supervisors must receive civil rights training annually. These are employees who
interact with program applicants or participants regarding program services and benefits. At a minimum, these
employees should review this information and sign-off each year to verify that they read and understood the
information.

Child Nutrition Programs (CNPs) have always been available to children on an equal opportunity basis. In 1983
the U.S. Department of Justice issued civil rights compliance requirements for all federal agencies.

Federal law prohibits discrimination based on:

* Race = Sex
= Color = Age
= National Origin = Disability

School Food Authority’s Responsibilities:

= Comply with all rules and regulations.

= Make information about CNP benefits, requirements, and the procedures for filing a complaint available
to the public and to households in their language.

»= Include the nondiscrimination statement (provided below) on all forms of communication and program
materials related to receipt of free and reduced-price meal benefits.

= Display the current U.S. Department of Agriculture (USDA) nondiscrimination poster in a prominent
place in each school within view of the customers.

» Provide substitutions for students with disabilities when documented by a licensed physician.

= Restrict access to personal records.

Handling Complaints:
Complaints of discrimination must be made directly to regional and federal agencies either in writing (in or on any
form) or verbally. Use of the Discrimination Complaint Form provided is recommended as it will assist USDA in
their investigation of the complaint. When a complaint of discrimination is received...
= Contact the South Carolina Department of Education at (803) 734-8188 or USDA at (404) 562-1801
within five working days
= Preferably provide complaint form to:
o Any individual wishing to make a complaint.
o Person(s) receiving verbal complaint(s).

Obtain Racial/Ethnic Data by:
= Voluntary self-identification on the free and reduced-price meal application;
= Observation by school official; or
= Personal knowledge.

Statement of Nondiscrimination
“In accordance with federal law and U.S. Department of Agriculture (USDA) policy, this institution is prohibited
from discriminating on the basis of race, color, national origin, sex, age, or disability.

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400 Independence Avenue,
S.W., Washington, D.C. 20250-9410 or call (800) 795-3272 (voice) or (202) 720-6382 (TTY). USDA is an equal
opportunity provider and employer.”

OR

If publication is too small to include the above, full statement, print in font no smaller than text on page, “This
institution is an equal opportunity provider.”
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Discrimination Complaint Form

Any person or representative alleging discrimination based on race, color, national origin, sex, age, or disability

has the right to file a complaint within 180 days of the alleged discriminatory action. Complaints received by a

School Food Authority or state agency must be forwarded to USDA within five working days. This form must be
printed front to back and not on separate pages.

1. Your Name:

2. Your Address (street, city, state, zip):

3. Your telephone: Home:( ) Work: ( )

4. Name, phone and address of person(s) discriminated against, if different from above:

5. Name and address of the person(s) or organization(s) you are filing a complaint against:

6. List date(s) during which the alleged discriminatory actions occurred, or if continuing, the duration of such
actions:

7. Describe as clearly as possible what happened, why you believe it happened, and how you were
discriminated against. Indicate who was involved. Be sure to include how other persons were treated
differently from you. (Please use additional paper as needed and attach them and any other materials
pertaining to your case to this form.)

8. State on what basis you feel discrimination exists (race, color, national origin, sex, age or disability).

9. Provide contact information for any persons who may have knowledge of the actions described above:
Name: Title: Phone No.: Address (business or personal):
a.

10. Do you have any other information that you think is relevant to the investigation? (Use additional paper if
needed.)

11. What remedy are you seeking for the alleged discrimination?
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Signature Date
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OFFICE USE ONLY:

Date Complaint Received:

Person Receiving Complaint:

Action(s) Taken:

Civil rights complaints should be forwarded to:

OR
Office of Nutrition Programs Director, Civil Rights
South Carolina Department of Education Food and Nutrition Service, USDA
7" Floor Rutledge Building Southeast Regional Office
1429 Senate Street. 61 Forsyth St., S.W.
Columbia, SC 29201 Atlanta, GA 30303-3427
Phone: (803) 734-8188 Phone: (404) 562-1801
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Chapter 5 — Confidentiality & Disclosure of Eligibility

Chapter 5 — Confidentiality & Disclosure of
Eligibility

Limitations on Disclosure

The issues of privacy and confidentiality of personal data are complicated as well as sensitive.
Before developing local disclosure policies, each School Food Authority (SFA) should discuss
the issue with SCDE staff and/or its legal counsel.

Aggregate Information

The SFA may disclose aggregate information to any program or individual, such as the number
of children eligible for free or reduced-price benefits. Information in the aggregate does not
identify individual children. Therefore, parental notification and parental consent are not
necessary.

Disclosures are Restricted by Law

SFAs may disclose children’s free and reduced-price Child Nutrition Program (CNP) benefit
eligibility information to programs, activities and individuals that are specifically authorized
access under the National School Lunch Act (NSLA). Disclosing information to authorized
entities is an option, not a requirement.

The NSLA specifies that persons directly connected to the administration or enforcement of
certain programs or activities are permitted to have access to children’s eligibility information.
The chart provided in this chapter lists possible recipient programs, the information that may be
disclosed, and whether the program may have access to children’s eligibility information without
parental consent or without the opportunity to decline the disclosure.

A disclosure to any other federal, state or local program or individual that is not authorized in the
NSLA requires parental consent, court order or subpoena. Programs that require parental
consent include local health and local education programs and other local level activities. For
example, the disclosure of children’s eligibility for free and reduced-price meals to determine
their eligibility for free text books or reduced fees for summer school requires parental consent
because these are local initiatives.

Written consent is also required to disclose information other than names and eligibility status to
programs authorized to receive only participants’ names and eligibility status. For example, an
SFA may disclose names and eligibility status to a federal education program but if the program
requests family size, the SFA must obtain a parental waiver of confidentiality prior to disclosing
the information.

Contact the Office of Nutrition Programs, SCDE at 803-734-8188 to discuss questions or
concerns about disclosing student eligibility information.

“Need to Know”

Although a program or person may be authorized under the NSLA to receive free and reduced-
price eligibility information, there must be a legitimate need to know in order to provide a
service or carry out an authorized activity.
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For example, a Summer Food Service Program sponsor receiving children’s free and reduced-
price eligibility information can use that information only for the Summer Food Service Program.
See the chart entitled, “Requirements and Limitations for Disclosure of CNP Eligibility
Information” provided in this chapter for additional limitations on providing eligibility information
to other programs.

Disclosure of Social Security Numbers

The “Free and Reduced-Price School Meals Family Application” (provided in Chapter 3— Policy
Adgreement) generally requires the Social Security number of the adult household member who
signs the application. Most programs that request children’s free and reduced-price eligibility
information will not need the adult’s Social Security number.

However, when disclosing or using the Social Security number provided by the household on
the application for any purpose other than the CNP, the sponsor must modify the notice
required by the Privacy Act of 1974 concerning the potential uses of the Social Security number.
This notice is included in the “Parent/Guardian Letter” (provided in Chapter 3 — Policy
Adgreement). The notice must inform households of the additional intended uses of the Social
Security number.

Penalties for Improper Disclosure

The NSLA establishes a fine of not more than $1,000 or imprisonment of not more than one
year, or both, for publishing, divulging, disclosing, or making known in any manner or extent not
authorized by federal law, any eligibility information.

Only the CNP SFA is allowed to disclose eligibility information. An entity authorized by the
NSLA to receive CNP eligibility information is not allowed to share that information with any
other entity. For example, the SFA may provide students’ eligibility status to a federal education
program. The federal education program receiving the information is not authorized to share it
with any other entity.

No Child Left Behind and Title |

In April 2009, the U. S. Departments of Agriculture and Education jointly issued updated policy
guidance regarding the release of student eligibility information related to educational programs
administered by the No Child Left Behind Act and Title | of the Elementary and Secondary
Education Act.

CNPs may disclose the name and eligibility status of individual students for matters directly
related to the administration of these federal education programs without parental consent. The
release of this information does not extend to any information contained on eligibility
applications and/or direct certification records. Any sharing of information must be on a “need to
know” basis and follow other procedures outlined in this chapter.

E-Rate

For federal auditing purposes mandated by the Federal Communications Commission and
performed by the Universal Service Administrative Service Company, child nutrition programs
may disclose the name and eligibility status of individual students for matters directly related to
the administration of this federal education program without parental consent. For a small
sample of eligible students, the release of this information may extend to actual applications
and/or direct certification records. However, these auditors cannot retain any records, release
any information to other parties, question the eligibility determination process, and/or contact the
household for additional information.
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Chapter 5 — Confidentiality & Disclosure of Eligibility

Requirements and Limitations for Disclosure of CNP Eligibility Information

Program or Individual
Requesting Information

Information that May be
Disclosed

Required Notification and
Consent

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

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

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

All eligibility information

Prior notice and consent are not
required

No Child Left Behind and Title |

E-Rate

Name and eligibility status

Prior notice and consent are not
required

Medicaid or The Partners for
Healthy Children (PHC - the
state children’s health insurance
program) administered by a state
or local agency authorized under
Titles X1X or XXI of the Social
Security Act to identify and enroll
eligible children

All eligibility information, unless
the parent/guardian elects not to
have information disclosed

Must give prior notice to
parent/guardian and opportunity
to decline to have the
household’s information
disclosed

Federal education programs

State education or health
programs (other than
Medicaid/PHC) administered by
the state or a local education
agency

Federal, state, or local means-
tested nutrition programs with
eligibility standards comparable
to the Child Nutrition Programs

Eligibility status only

Prior notice required (see
“Waiver of Confidentiality for
Free and Reduced Price Meal
Eligibility Disclosures” provided in
Chapter 3 — Policy Agreement)

Prior parental consent not
required

Any other federal, state, or
local program or individual not
listed above

NONE, unless parental consent,
court order or subpoena is
obtained

Must obtain parental consent,
court order or subpoena
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Agreements of Understanding
An agreement is not needed for federal, state, or local agency personnel evaluating or reviewing
CNP operations. These activities are part of routine CNP operations.

Students’ names and eligibility status may be disclosed to persons directly connected with the
administration or enforcement of federal education programs, state education and health
programs and federal, state and local means tested nutrition programs. However, these
persons should not have routine access to participants’ eligibility status. There must be a
legitimate reason why the information is needed for the approved program.

The SFA must enter into a written agreement with other entities requesting the information prior
to disclosing children’s eligibility information. In all cases, the receiving entity must be informed
in writing that:
= Eligibility information may only be used for the purpose for which the disclosure was
made.
= Further use or disclosure to other parties is prohibited.
= Aviolation of this provision may result in a fine of not more than $1,000 or imprisonment
of not more than one year, or both.

Refer to the sample written agreement, Reguest for Information on Eligibility for Child Nutrition
Program Benefits (Form 5-A) and related Policy on Confidentiality of Child Nutrition Program
Benefits (Page 5-8).

Requirements for Agreements
On Disclosure of Eligibility Information

Q-1 What must be included in the agreement between the SFA and the entity
requesting the eligibility information?

A All agreements must:

» Besigned by both the SFA and the receiving entity.

» Identify the entity receiving the information.

» Specify that the information must be used ONLY for the purpose for which it
was requested.

» Describe the information to be disclosed and how it will be used.

» Describe how the information will be protected from unauthorized uses and
disclosures.

= Describe the penalties for unauthorized disclosure.
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Chapter 5 — Confidentiality & Disclosure of Eligibility

Disclosing Information to a Shared Custody
or Non-Custodial Parent

Q-2 Can a shared custody or non-custodial parent obtain information provided by
the custodial parent on his/her application for CNP benefits?

A No. The applicant’s consent, court order or subpoena is required before school
officials can disclose that an application is on file or release the household’s
eligibility information to anyone outside the household for non-program
purposes.

Disclosing Information for a Civic Cause

Q-3 May a school secretary who has access to the free and reduced-price eligibility
information provide eligibility information or request confidentiality waivers
from parents for a community wide “Adopt a Child” holiday gift exchange?

A No. Only the reviewing official may request waivers of confidentiality for
programs other than those listed in the chart provided in this chapter. The
school secretary has access to the free and reduced price data only because of
her “need to know” for use in meal accountability. The waiver should be
requested at the time of the initial application for benefits (either on the “Free
and Reduced-Price School Meals Family Application” or on the “Waiver of
Confidentiality for Free and Reduced Price Meal Eligibility Disclosures,”
provided in Chapter 3 — Policy Agreement) or the reviewing official should
initiate the request for the waiver.

Parental Notification and Consent

Disclosures That Do Not Require Parental Consent

SFAs must inform households if they plan to disclose or use eligibility information for authorized
programs (see chart provided in this chapter), other than the CNP. The notice of potential
disclosure is included in the “Letter to Households” (see Chapter 3 — Policy Agreement).

Although households must be notified, parental consent is not required prior to disclosing
eligibility information due to a court order or subpoena or to any of the following programs:

= Child Nutrition Programs under the National School Lunch Act or Child Nutrition Act
including the Summer Food Service Program, Special Milk Program, etc.

= Comptroller General of the United States for purposes of audit and examination.
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= Federal, state, or local law enforcement officials investigating alleged violations of
any of the programs under the National School Lunch Act and Child Nutrition Act or
investigating violations of any of the programs that are authorized to have access to
names and eligibility status.

» Federal education programs such as the National Assessment of Educational
Progress (NAEP), Twenty-First Century Community Grants, Upward Bound, E-Rate, No
Child Left Behind and Title I, etc.

= State education or health programs (other than Medicaid or The Partners for Healthy
Children) administered by the state or a local education agency.

» Federal, state, or local means-tested nutrition programs with eligibility standards
comparable to the CNPs.

Disclosures That Do Require Parental Consent
Parental consent (i.e. a waiver of confidentiality) is required prior to disclosing CNP eligibility
information to the following programs:

= Medicaid or The Partners for Healthy Children (the state children’s health insurance
program) administered by a state or local agency authorized under Titles XIX or XXI of
the Social Security Act to identify and enroll eligible children.

= Any other federal, state, or local program or individual not listed in the previous
section, even if the same person is responsible for approving eligibility for CNP benefits
and awarding other benefits. Examples of such programs include free textbooks,
reduced school fees, local charitable programs, etc.

The request for waiver of confidentiality must inform the parents/guardians that:
= They are not required to consent to the disclosure.
» The information will be used only for the purpose for which it is requested.
= Their decision will not affect their children’s eligibility for free or reduced-price CNP
benefits.
Parents/guardians must consent to waive their confidentiality prior to disclosure and they
should be given a reasonable amount of time to respond to the request.

Waiver of Confidentiality Requirements

The request for parents to waive their confidentiality must be in writing. It may be obtained
using the “Waiver of Confidentiality for Free and Reduced Price Meal Eligibility Disclosures”
form provided in Chapter 3 — Policy Agreement.

Enter the names of the entities requesting eligibility information as well as the name and title of
the school official in the spaces provided before printing the letter. Do not mark the checkboxes
before printing. The parent or guardian of the student must mark each checkbox to confirm that
they waive confidentiality (i.e. give the SFA permission to share their eligibility information with
the entities indicated).
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Requirements for the Waiver of Confidentiality

Q-4 What must be included in the Waiver of Confidentiality?

A The Waiver of Confidentiality must:
» Identify the information that will be shared and how the information will
be used.
» Besigned and dated by the parent or guardian of the applicant
household.

= State that failing to sign the Waiver of Confidentiality will not affect
eligibility or participation in the program and that the information will
not be shared by the receiving program with any other entity or
program.

» Enable the parent/guardian/adult to waive confidentiality for only those
programs with which he or she wishes to share information.
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Policy on Confidentiality of
Eligibility Information for Child Nutrition Program Benefits

The National School Lunch Act protects the confidentiality rights of participants. Disclosure of eligibility
information about participants beyond that authorized by Public Law 103-448 and Public Law 105-336 is
a criminal act punishable by a fine of not more than $1,000 or imprisonment of not more than one year, or
both.

Section 108 of Public Law 105-336 authorizes limited disclosure of student free/reduced-price Child
Nutrition Program benefit eligibility status to persons who are directly responsible for the administration or
enforcement of the following programs:

1. Federal education programs such as Title | and National Assessment of Education Progress.

2. State health or state education programs such as Quality Performance Accreditation (QPA) and
“At Risk” state funding. The programs must be established by a state agency and administered
by a state or local agency.

3. Federal, state or local means-tested nutrition programs with eligibility standards comparable to
the National School Lunch Program (i.e. assist households with income at or below 185 percent
of the federal poverty level, such as the Food Assistance Program or state or local nutrition
program).

Applications for Child Nutrition Benefits are not part of a student’s educational records under the Family
Education Rights and Privacy Act (FERPA), because FERPA does not govern the administration of the
Child Nutrition Programs. Therefore, free and reduced-price Child Nutrition Program benefit information
cannot be released with other educational records.

The limitations apply to all Child Nutrition Programs and to all eligibility information regardless of the
manner in which the information is maintained including, but not limited to, print tape, microfilm,
microfiche and electronic communication.

Applications and other eligibility information on individual students may be released upon presentation of
a subpoena or other court order.

Applications and rosters of eligible students should never be faxed. Faxing does not protect the
confidentiality of the information.

To request students’ free and reduced-price meal eligibility status, complete the attached Request for
Information on Eligibility for Child Nutrition Program Benefits form. No information will be provided without
this completed form. The Authorized Representative for the Child Nutrition Program is the only person
authorized to grant the release of this information.
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Request for Information on Eligibility for Child Nutrition Programs

Date:

Person Requesting Information: Name:

Title:

School or Site:

This request for student names and Child Nutrition Program eligibility status (i.e. free/reduced-price
status) is for the purpose of:

[] Titlel
[ ] National Assessment of Education Progress

[ ] Quality Performance Accreditation

[
[

If others must view this list, list their names and purposes (e.g. John Doe, data processing).

| understand that Section 108 of Public Law 103-448 allows release of student name and eligibility status
to me only for the purpose of direct administration or enforcement of the program(s) indicated above. |
will not use this information for any other purpose, nor duplicate this list. | will keep this list in a secured
location during its use and dispose of it in an appropriate manner when the information is no longer
needed. | understand discloser of eligibility information about participants beyond that authorized by
Public Law 103-448 is a criminal act punishable by a fine of not more than $1000 or imprisonment of not
more than one year, or both.

Signed

SCHOOL FOOD SERVICE OFFICE USE ONLY:

| authorize to have a copy of the free/reduced-price eligibility list

for the following school(s) or site(s)

Date Request Received: Date List(s) Sent:

Signature of Authorized Representative:
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Chapter 6 — Meal Service Policies

Equal Access for All Students

When a school offers more than one type of reimbursable meal or when a variety of food and
milk choices are offered, all children must be offered the same selections regardless of whether
the students are eligible for free, reduced-price or paid meals. If certain items are not made
available to all students, those items may not be counted toward reimbursable meals.

Reimbursable meals can be served as part of special functions such as holiday celebrations,
“reward” parties, field trips, etc. The School Food Authority (SFA) must ensure that:

= Students are not denied meals as a disciplinary action.

= Students are not overtly identified by eligibility category.

= Meals meet program requirements.

Meal Times

Breakfast

School Breakfast Program (SBP) regulations require breakfast to be served in the morning
hours, at (or close to) the beginning of the students’ day at school. In most circumstances, this
would be identified as prior to 10 a.m. Districts are encouraged to allow students to eat
breakfast when they are late arriving at school. However, this is not a requirement.

Lunch
Regulations for the National School Lunch Program (NSLP) require that lunch be served
between 10 a.m. and 2 p.m.

Evening Hours

Some SFAs have requested alternative feeding times. Evening meals cannot normally be
considered lunch and are therefore not normally reimbursed. However, exemptions are
sometimes granted for SFAs serving traditional high school students at non-traditional times. It
is important to note that exemptions will not be granted for students in adult education courses
or in delayed diploma programs.

Deviations and Exemptions

Occasional deviations from these guidelines are permissible in the event of unexpected
disruptions to the regular school day schedule, such as late arrival or early dismissal due to
inclement weather, loss of electricity, or other unique circumstances.

In the event that a school needs to routinely serve meals outside of the time parameters
established by the United States Department of Agriculture (USDA), a written request for an
exemption must be submitted to the SCDE Office of Nutrition Programs, to include the specific
circumstances requiring the exemption and proposed serving times. Approvals will be granted
on a case-by-case basis and may require the additional approval of USDA.
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Chapter 6 — Meal Service Policies

Allow Adequate Time to Eat

All public schools in South Carolina must serve both breakfast and lunch. Breakfast should be
served during a specified “breakfast meal period.” The same is true for lunch. While it is the
responsibility of each SFA to determine the length of its meal periods, the following guidelines
should be considered:

1. Organize the serving times to move students through as quickly as possible.
2. Stagger serving periods to minimize waiting time.

3. Monitor the time it takes for students to be served from the time they begin waiting in line
until they are seated at the table.

4. Provide students adequate time to eat.

Lunch: A minimum of 15 to 20 minutes from the time a student is seated until
they leave the food service area is recommended. For public and charter
schools serving a K-5 population, the South Carolina Student Health and
Fitness Act requires a minimum of 20 minutes for students to eat once
served. According to student focus groups conducted in several South
Carolina schools, anything less than 25 minutes is inadequate. Many
students prefer to skip lunch than to stand in line and be rushed.

Breakfast: A minimum of 10 to 20 minutes from the time a student is seated until
they leave the food service area is recommended.

5. Allow students 1-2 minutes to clean up and prepare to return to the classroom or go to
recess.

Meals Cannot Be Denied As Disciplinary Action

Federal regulations prohibit SFAs from denying a meal or any part of a meal to a student as a
disciplinary action. This applies regardless of the student’s eligibility category.

Students being disciplined may be seated at a separate table or served in a different location.
They must be offered a reimbursable meal that provides the same quantity and quality of food
available to other students. It is permissible to serve a complete reimbursable meal (rather than
offer choices) to a student being disciplined. Disciplinary action which indirectly results in the
loss of meals is allowable (for example, a student is suspended from school).
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Q-3

Policies Related to In-School Suspension (ISS)

May students in a disciplinary setting such as ISS be required to bring a lunch
from home?

No. If the site participates in the National School Lunch Program (NSLP),
enrolled students attending classes during normal school hours must be offered
reimbursable school meals at participating sites. This applies to ISS sites
located off campus as well as ISS sites located in the school building.

¢

Is the school required to provide a breakfast for students in ISS?

Yes. South Carolina public schools must offer breakfast in all school buildings.
If the ISS location does not have food service available, the SFA is still required
to provide breakfast.

¢

May students in ISS units be provided a lunch that is different than the meal
served to students in the cafeteria?

Yes, but if the meal is to be claimed for reimbursement, it must meet all meal
pattern requirements.

¢

May students in an ISS unit be required to eat in a different location or at a
different time from other students?

Yes, as long as the meal is served during the SFA’s regular meal times and the
meal meets meal pattern requirements.
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Lost, Stolen & Misused Meal Tickets

SFAs may establish their own procedures regarding the handling of lost, stolen, and misused
free, reduced-price and paid meal tickets. However, any system which limits the number of
tickets reissued must conform to the following standards:

1. Parents and students must be advised of the SFA’s policy regarding missing meal
tickets and of the student’s corresponding responsibility for their tickets. Such notice
shall be provided to all households at the time they begin receiving or purchasing meal
tickets.

2. A minimum of three replacements, or special meal arrangements resulting from three
lost or stolen tickets, must be allowed to each student within each school year (includes
initial ticket plus three replacements).

3. The school must maintain a list of students who have reported missing original tickets in
the current school year and the number of occurrences for each student. Prior to
denying a meal to any student without a ticket, the list should always be reviewed to
determine if the student has already had at least three ticket replacements or special
meal arrangements for lost or stolen tickets within that school year.

4. At least one advance written warning must be given to the student and the parent(s)
prior to refusal to allow additional meals or ticket replacements. The written warning
must include an explanation that the student has repeatedly requested replacement
tickets and that each subsequent time the student fails to have a ticket that he/she will
be expected to either bring lunch/breakfast or pay full price for lunch/breakfast. Form 6-
A, Notification of Ticket/Card Replacement, provided at the end of this chapter, may be
used for this purpose.

5. Meals must always be provided to pre-kindergarten, kindergarten, and disabled students
who may be unable to take full responsibility for a meal ticket.

Using the above criteria, SFA officials may develop the most administratively feasible system to
handle the missing tickets as determined by individual SFA circumstances and frequency of
ticket issuance. In cases of repeated ticket loss or misuse, SFA administrators may wish to
contact an adult household member to arrange a meeting to discuss the problem.

Replacement of Multiple-Purpose Cards

Some systems use a multiple-purpose card for meal counting, student identification, library
checkout, etc. The school administrative office may charge the student to replace the card, but
alternate meal arrangements must be made in order to allow the student to eat lunch or
breakfast until a replacement card is issued. Examples of alternate meal arrangements are
listed in the section entitled, “Serving Students with Misplaced Meal Tickets/Cards.” Itis
important to keep in mind that meals cannot be denied to students unless the lost, stolen,
misused and damaged ticket procedures, as described in this section are followed.

Serving Students with Misplaced Meal Tickets/Cards
If an SFA issues meal tickets or cards, an alternate procedure must be in place to allow a

student to eat a school lunch or breakfast when they do not have their meal ticket/card with
them. The procedure should allow for accurate meal accountability and should ensure that the
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eligibility category of a student eligible for free or reduced-price meals is not identified in the
process. Schools have several options:

= Students may be asked to go to the end of the serving line so students with tickets can
be served more efficiently. As the student is served, the student’s name may be looked
up on the electronic accountability system or the student’s name may be recorded so
that the student will be accurately charged and the meal accurately claimed for
reimbursement.

= Students may be asked to go to the office to pick up a one-day or replacement-type
ticket. The replacement-type ticket must allow the point-of-service accountability system
to accurately count the meal by category. A code may be placed on the replacement
ticket so the ticket clerk can identify the meal category.

= |f a computerized system is used, the student’s name or bar code number may be
manually entered into the computerized system.

= Students may be allowed to record their name on a list at the point-of-service. The list
may be coded after meal service so the meal is accurately claimed in the correct meal
category for each student. The list must be maintained on file with the day’s
accountability documentation to support the meal counts for that day.

Schools have several methods available to reduce the number of students that come to the line
without tickets including:

= Teachers distribute tickets to students just before meal service.

= Tickets are stored in a card rack near the food service cashier. Students pick up their
tickets from the rack and give the ticket to the clerk at the point-of-service. The clerk
must look at the ticket to assure the student presented his/her own ticket. The clerk
replaces the tickets on the rack following the meal service period. Ticket racks or trays
must be stored securely when meals are not being served.

= The cashier scans bar codes instead of issuing a ticket/card.

= |f a computerized accountability system is used, students can enter their own Personal
Identification Numbers (PINs) at the point-of-service. The ticket clerk would be required
to watch the computer monitor to assure the student used his/her own PIN.

Serving Students with No Money and Without a Lunch from Home

Schools are not required to serve students who receive reduced-price or full-price meals that do
not have money to pay. In some SFAs, no accommodations are made by the SFA for feeding
the student with no money. However, the following methods are commonly and successfully
employed by SFAs throughout the state.

No-Charge Policy

Many SFAs have adopted a no-charge policy meaning the student who comes to school without
money or a lunch from home is (1) given a meal which can be claimed for a section 4 (paid)
reimbursement or (2) given an opportunity to call his/her parents so they may make provisions
for his/her meal.

Note from Principal’s Office Exchanged for a Meal

Other SFAs desiring to provide a controlled method for limited charges involve the principal’s
office in the process. Often the student must go to the office where he/she is given a note which
is exchanged on the serving line for a meal. At the end of the day, the cashier exchanges the
note in the office for cash. This method removes Child Nutrition Program personnel from
accounting and collecting for charged meals. Also, a student who may have a problem with a
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parent or guardian providing meals may be aided by the administrative staff because they are
aware of the situation.

Exchange of Food by Students

The exchange of food by students is not prohibited by law, but is discouraged for health and
sanitation reasons. Implementing the Offer versus Serve provision may help eliminate some of
the motivation for students to exchange food.

Adults Eating Food Intended for Students

Adults may not eat foods from the reimbursable meals served to students. In addition, adults
may not take any foods for their own consumption that were previously served to students,
even if the students do not plan to eat or drink the food item(s). For example, an adult should
not take unopened milk (that was not consumed by students) from a “share table.”

Students Working in the Cafeteria

Regulations state that recipients of free and reduced-price benefits shall not be required to work
for those benefits. However, they are not prohibited from voluntarily working in the cafeteria.
Some SFAs employ student helpers in the kitchen or serving area for monetary or other
compensation. In these cases, parents of all workers must be informed in writing that their
children have volunteered to work. The letters must state that, if the children have been
certified as eligible for free and reduced-price benefits, their continued eligibility is in no way
dependent upon working. In addition, the letters should not be a part of or attached to the free
and reduced-price letters to parents, applications, or notices of approval or denial.

It is also important to note that students under the age of eighteen are subject to federal and
state child labor laws governing what tasks can be performed and/or equipment can be used.
Contact SCDE for more information.

Guidance for Year-Round Schools

USDA has determined that SFAs participating in the SBP and NSLP as part of their year-round
program, may provide meals through these programs to students who are not in school because
of school breaks or vacations if the students are engaged in school-sponsored educational
activities. Year-round schools may claim reimbursements for eligible meals through the NSLP
and SBP, but they must ensure that students are enrolled in school in an educational unit and
that systems are in place to identify off-track students from other school students.

School-Prepared Sack Lunches

Reimbursable meals are to be served and consumed as part of the school day, either on
school-premises or at a school-related location. School meals given to children to take home
are not reimbursable. However, meals such as those taken on a school-supervised field trip,
may be reimbursed if the field trip is part of the school day.

In order for sack lunches to qualify for reimbursement, the SFA must ensure that each of the
following criteria is met:
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1. The sack lunch must meet meal pattern requirements.
The menu must include a meat/meat alternate, a fruit, a vegetable, a grain/bread
and fluid milk. All items must be included in the served meal. The portions must
meet the component requirements for the age/grade group being served.

2. The sack lunch meal must be recorded on a food production record.

3. Point-of-service accountability must be used for sack lunch meals. A roster must be
checked as students are served the sack lunch. The roster is returned to the lunch
accountability staff person following the service of the meal. Based on the checked
roster, the number of sack lunches served is added to the school’s lunch counts for the
day.

4. Foods of minimal nutritional value (FMNV) may not be served as part of the sack lunch.
FMNV, as defined by USDA regulations, include carbonated beverages, water ices,
chewing gum and certain candies. Refer to Chapter 22 — Competitive Foods Policy
provided in this Program Reference Manual for more information on FMNV.

5. Good sanitation practices must be followed. All potentially hazardous foods must be
held in ice chests and ice must surround those foods. With the exception of milk, it is
recommended that the number of potentially hazardous foods be limited when planning
the sack lunch menu.

6. The sack lunches must be served between 10 a.m. and 2 p.m.

Examples of Reimbursable Sack Lunch Menus

Peanut Butter and Jelly Sandwich Ham and Cheese Sandwich*
Chips (Mayonnaise and mustard in individual
Pre-portioned Juice portion package)
Whole Banana Chips
Cookie Carrot and Celery Sticks
Milk* Whole Apple
Cookie

ille*
*Potentially Hazardous Food Milk

Kindergarten and Pre-Kindergarten Programs

The SBP and NSLP may be operated in schools of high school grade and under. This means
that students attending kindergarten and pre-kindergarten programs are eligible to participate in
the breakfast and lunch programs. Refer to the appropriate sections in Chapter 19 for
information on lunch menu planning requirements and to Chapter 24 — School Breakfast
Program for information on breakfast menu planning requirements. At the discretion of the SFA,
students attending school on a half-day basis may participate in the breakfast and lunch
programs in operation.
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A la Carte/Special Sales Service

If the SFA provides a la carte/special sales service and has implemented Offer versus Serve,
any combination of foods that would comprise the minimum required food items of the planned
meal may be sold at the unit price for breakfast or lunch. The meal may be claimed for
reimbursement as long as all required food items are made available to each student for
breakfast and lunch. Also, in this case a la carte/special sales items would have to be made
available to students eligible for free and reduced-price meals. If students choose fewer than
the required number of food items, a la carte/special sales prices should be charged and no
reimbursement claimed. Also if additional foods not offered as part of the meal are selected, a
la carte/special sales prices should be charged for those items.

Important Point!

Meals served on an all-cash line may never be claimed for reimbursement, even
though the same items are offered on another serving line. If certain lines are not
made available to all students, including those receiving free or reduced-price meals,
meals served on those lines may not be claimed.

A la Carte/Special Sales Service Provided by a Commercial Food Establishment
An SFA is prohibited by federal regulations from contracting with a food service management
company (or commercial enterprise) to operate an a la carte/special sales food service unless
the company agrees to offer free, reduced-price, and paid meals to all eligible students. This
rule applies regardless of whether the commercial food service is operated in the cafeteria or in
other campus locations.

A la Carte/Special Sales

Q-6 May a la carte/special sales items be grouped and totaled to equal the price
charged for a full-price lunch or breakfast and claimed for reimbursement?
An example would be 4 juices at $0.50 = $2.00 (the price of the lunch), or 5
milks at $0.25 = $1.25 (the price of the breakfast).

A No. Only when the required food items are offered and the required number of
food items are selected by the student can a reimbursable meal be claimed.

Self-Serve/Theme Bars

In an effort to promote good nutrition and to provide an alternate menu choice for students,
salad and other types of self-service/theme bars have been added to the services available in
many schools. The self-serve/theme bar may be priced on an a la carte/special sales basis or
as a reimbursable meal. One advantage of offering it as a reimbursable meal is that students
receiving all levels of benefits (free, reduced-price, and paid) have access to the additional
service.
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Price of Salads
Q-7 May salads that are priced per ounce be claimed for reimbursement?

A No. Reimbursable meals must be priced as a unit and all students must be
allowed to choose the meal at the unit price.

The following must be accomplished to claim reimbursement for meals selected from a self-
serve bar:

= All menu items of the reimbursable lunch must be offered.

= The meal must be priced as a unit.

= The self-serve/theme bar must be available to students receiving all levels of benefits
(free, reduced-price and paid).

= The menu items must be taken in the required amounts. If the school has Offer versus
Serve, the minimum required number of menu items must be taken.

= Cashiers must be trained to recognize a reimbursable meal and the meal must be
counted at the point of service.

» Food production records must be maintained on the self-service/theme bar.

Family Style Meal Service

As the name implies, family style meal service is a method of serving food to groups of students
with adult supervision. Supervision is a key to the success of family style meal service. Under
the guidance of the adult, students are encouraged to try new foods, make selections that
eliminate excessive waste, demonstrate appropriate behaviors, and share attention and
conversation at the table.

Prior to starting family style dining, the SFA should determine if it is a viable option for the
school by evaluating:

= Expenses for extra serving dishes, utensils and additional dishwashing;
» Possible increases in food costs; and
= Storage space to determine if it is adequate to hold additional serving pieces.
If the decision is made to proceed with implementing family style service, then the SFA should:
= Contact SCDE before implementing any family-style meal service to determine whether
a waiver may be required and to ensure adequate meal accountability procedures are

developed.

» Train teachers, staff, parents and students on proper hand washing, food handling and
meal accountability.
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= Establish ongoing food safety procedures in collaboration with local heath sanitarians.
Refer to Chapter 30 — Safety & Sanitation for specific suggestions on keeping food safe.

= Establish a procedure to protect those students who have known food allergies.

= Develop an ongoing plan for input from staff, parents and students.

Procedures for Family Style Meals
During family style meal service, use the following procedures to assure food safety and that
reimbursable meals are served.

= |f the adult serves the food, the students must be given the opportunity to decline menu
items in a program using the Offer versus Serve provision and must be served all menu
items in programs that do not use the Offer versus Serve provision.

= Appropriate serving containers and utensils must be provided.

= Each serving bowl/platter must contain enough food to allow every person at the table to
have a full portion of the menu item. After all students at the table have been served,
leftover food may be offered as “seconds” at that table only. Food that has been on
dining tables cannot be served at other meals or offered to students at other tables.

Meal Accountability in Family Style Meal Service
= An adult at each table must be able to identify a reimbursable meal.

= Each day an adult must account for the students who ate a reimbursable meal at each
table. This can be accomplished by completing a roster or collecting meal tickets.

Using the Offer versus Serve Provisions in Family Style Meal Service
= Each adult must understand the meal components of a reimbursable meal and the
appropriate portion sizes for each component.

= |tis the student’s choice to decline foods in an Offer versus Serve program. No student
can be required to make certain selections.

= The adult must ensure that no student takes such a large portion of the food provided
that others are unable to receive the minimum required for a reimbursable meal.

= The menu options should be clearly explained to the students each day.

Commercially Prepared Ready-to-Eat Foods
When allowing local vendors to bring in prepared food to school feeding operations, only those
food products prepared off-site by Department of Health and Environmental Control “permitted”
commercial establishments may be utilized in the SBP and NSLP.

July 2013 — South Carolina School Food Service Program Reference Manual

Page 6-10



Notification of Ticket/Card Replacement
Delete this text and title. Print on SFA letterhead or insert name, address and telephone number of school/SFA.

<Date>

Dear Parent/Guardian:

Your student, <student’s name>, has been issued three replacement tickets/cards this school
year because the originally issued tickets/cards were lost, stolen, misused or damaged. These
tickets/cards have been provided at no charge to the student. However, if the above student
requires an additional replacement ticket/card for the remainder of the school year, he/she will
be required to pay $<cost of replacement ticket> for a replacement ticket/card, or pay $<paid
lunch cost> for lunch or $<paid breakfast cost> for breakfast.

This policy was provided to all students/parents at the beginning of the school year, and a copy
is attached for your reference.

We appreciate your cooperation in ensuring that students treat meal tickets/cards in a
responsible manner. Questions can be addressed to:

<Contact Name>
<School Address>
<Phone>

Sincerely,
<Signature>

<Name>
<Title>

Non-discrimination Statement: This explains what to do if you believe you have been treated unfairly. “The
U.S. 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 if 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 the Department. (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 a letter containing all of the information requested in the form.
Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of
Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email 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 (in Spanish).
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Chapter 7 - Meal Pricing

Reimbursement Rates

The reimbursement rates for the National School Lunch, School Breakfast, Special Milk and
Afterschool Snack Programs are announced annually (usually late July) by the U.S. Department
of Agriculture (USDA) and are effective from July 1 through June 30. Rate information (to
include USDA Commodity Assistance) is transmitted to all participating School Food Authorities
(SFA) via e-mail memorandum and is automatically updated in the South Carolina Automated
Payment System (SCAPS) for claims purposes. For additional information, contact the South
Carolina Department of Education (SCDE) Office of Nutrition Programs at (803) 734-8188.

Pricing Student Meals

USDA guidelines require that all reimbursable meals be priced as a unit. In addition, the “Offer
versus Serve” provision cannot affect the meal price. Regardless of the items chosen, the
student must pay the established reduced-price or full meal charge, as appropriate. Students
eligible for free meals pay nothing.

Reduced-Price Charge

School Food Authorities (SFAs) are required to offer both free and reduced-price meals unless
a school serves all meals without charge and/or operates under Provision 2. (See Chapter 10 —
Special Assistance Provisions for additional information.) The reduced-price meal charge
cannot exceed 40 cents for lunch, 30 cents for breakfast or 15 cents for an afterschool snack.
The reduced-price meal charge must be less than the full price meal charge.

An SFA may choose to vary prices between high schools, middle schools, and elementary
schools; however, the maximum charge can’t exceed the maximum amounts specified in the
previous paragraph.

Paid Meal Equity

Pursuant to USDA guidelines, lunch prices for full-pay children must cover the total cost of the
meals. Revenue from these meals can’t be subsidized by USDA reimbursement or other CNP
funds. Refer to the latest USDA guidance on how to calculate the minimum price.

Choice of Lunches

Schools may offer students a choice of reimbursable lunches. The school may establish
different unit prices for each type of lunch served provided that the benefits made available to
students eligible for free or reduced-price meals are not affected. For example, if the school
offers a “super” lunch with larger servings of meat/meat alternate or other premium items, the
“super” lunch must be available to the free and reduced-price participants at no additional
charge if these meals are to be claimed for reimbursement.
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Fees for Lunch Services

Students must not be charged for any additional fees for supervisory or other services provided
in conjunction with the meal programs.

Pricing Adult Meals

The benefits of the National School Lunch and School Breakfast Programs are for children only.
The reimbursement and commodities are based on the number of lunches and breakfasts
served to students. No reimbursement or commaodities are provided for adult meals.

To ensure that children’s payments or federal reimbursement for children’s meals are not used
to subsidize the payment of an adult meal, SFAs must charge no less than the minimum
amounts established by SCDE for adult meals, plus applicable state and local sales and/or
prepared food taxes. These minimum amounts are provided by SCDE along with the
reimbursement rates each year.

Determining the Minimum Price for an Adult Meal

SFAs may choose to establish higher adult meal prices but may not charge adult prices less
than those established by SCDE. If a SFA prefers to establish their own adult meal price (i.e.
one that is higher than SCDE’s), one of the methods described below must be used. This will
ensure that the student programs are not financially hampered by adult participation. SCDE
uses Method 1 to establish the minimum required adult meal prices.

Method 1: Lunch - Add the rate of federal reimbursement for a free student lunch to the per
meal value of USDA commodity assistance plus state sales tax.

Breakfast - Charge the rate of federal reimbursement for a free student
breakfast plus state sales tax.

Method 2: Lunch - Cost out food, labor, supplies, and miscellaneous expenses attributed to
providing an adult meal, accounting for the value of the commaodities and portions
actually served to adults. State sales tax must be added to the price set for adult
meals.

Breakfast - Cost out meal as described above and add state sales tax.

Method 3: In place of unit pricing an adult meal, meal items may be sold to adults on an a la
carte basis. Keep in mind that a la carte pricing must equal or exceed the
minimum adult meal price for the same combination of items.

Note: When calculating adult meal prices using these methods, school officials are encouraged
to include the two-cent supplemental payment for SFAs in the 60 percent or more free and
reduced-price category as appropriate. Note that state and local sales tax must be paid on
adult meals sold and must be added to the adult charge when establishing minimums. In
addition, in some areas, local taxes are required to be paid on the sale of prepared foods.
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Adult Visitors

The charge to adult visitors (e.g. parents or grandparents eating with their child or grandchild),
at the discretion of the SFA, may be higher than the charge paid by adult school employees.

Child Nutrition Program Employees

At the discretion of the SFA, meals may be served at no charge to adults directly involved in the
operation and administration of breakfast and lunch programs. This includes persons
responsible for menu planning, purchasing, preparation, clean-up and service of the meals. The
cost of such meals may be paid from program funds.

Non-Child Nutrition Program SFA Employees

Income from sources other than federal reimbursement or children’s payments must be used to
pay for the cost of meals served to teachers, custodians or administrative personnel who are not
involved in planning, preparation, clean-up or service of meals as described in the previous
paragraph. SFAs are encouraged to charge these adults the established adult meal price (i.e.
the minimum amount required and published annually by SCDE or a higher amount established
by the SFA using one of the methods described earlier in this section).

Important!

* In no case should the funds available to pay the cost of student meals be used to
supplement the cost of adult meals.

= In no case should the funds available to pay the cost of adult meals be less than
the actual cost of providing the meals.

= If meals are included as a fringe benefit or offered as part of the salary
arrangement for non-Child Nutrition Program personnel, the SFA must transfer
enough money from other funds to the food service account to pay the cost of
these adult meals. An audit trail of this fund transfer must be documented.

Explaining Adult Meal Prices to Employees

Table 7.1 — Pricing of School Lunch may be useful in explaining to SFA employees and others
how the National School Lunch Program is funded and why adults must be charged a higher
price than students for the same sized portion.

Please note: The reimbursement rates and the per meal value of the USDA commaodity
assistance used in the example provided are the maximums received for the school year. The
price of $1.50 used in the example for students in the paid category is simply a statewide
estimated average. It is recommended that in order to adapt the chart for use in a particular
SFA, the SFA’s current student and adult prices be substituted.
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Table 7.1 — Pricing of School Lunch

Student Student Student Adult Paid
Free Reduced Paid
Cash Received from Household $0.00 < $0.40 $1.50% $1.75°
Federal Reimbursement $2.93 $2.53 $0.28 $0.00
USDA Commodity Assistance $0.23 $0.23 $0.23 $0.00
Total Revenue $3.16 <$3.16 $2.01 $1.75

¢ Estimated average price charged for student meals in the paid category in South Carolina schools in 2008
® Hypothetical price for adults

As you can see in Table 7.1, even though the adult is paying a cash price that is more than the
paying student, the total revenue received for the adult meal is less than that received for the
paying student’s meal. It is also significantly less than the revenue received for the meal of a
student who is receiving free or reduced-price meal benefits.

Unless the SFA is supplementing the adult meal price from local funds (approximately $1.41 per
meal in the example shown here), the SFA would be required to raise the adult meal price to at
least the minimum amount established annually by SCDE. This would prevent the adult
participation from financially hampering the students’ programs.

Keep in mind that the total revenue collected for adult meals must not only be enough to cover
the costs associated with producing student meals (food, labor, supplies and miscellaneous
expenses), it must also cover the state sales tax and any additional local taxes that may be
required for the sale of prepared food.

More reasonable lunch prices would be $2.25 per student in the paid category (bringing total
revenue for a paid lunch to $2.76) and the required minimum of $3.40 for adult lunches
(assuming the portion sizes are the same as those offered for students).

Pricing A la Carte and Other Special Items

USDA guidelines require that prices of a la carte and other special items should be set to cover
the total food, labor, direct and indirect costs for producing each item. When pricing items for a
la carte and other special sales, price healthy foods (i.e. milk, fruit) at a relatively low cost to
encourage consumption of these items. For other items, set prices close to what competitive
retail outlets charge. Reimbursable meals should be priced lower than the total of the a la carte
prices for the same menu items.

Needy Children Who Are Not Eligible for
Free or Reduced-Price Meal Benefits

A fund may be established to cover the cost of meals for needy students who may not be
eligible for free or reduced-price meals; or who refuse to accept free or reduced-price meal
benefits; or who fail or complete an application or provide Direct Certification documentation.
Principals or Parent Teacher Associations/Organizations may choose to establish such a fund
by collecting contributions from civic groups or individuals.

July 2013 South Carolina School Food Service Program Reference Manual

Page 7-5




Chapter 7 — Meal Pricing

Meal Charging Policy

SFAs are encouraged to establish their own procedures for allowing students to charge meals.
Charge policies may vary by grade level. SFAs must inform students and their
parents/guardians of the charge policy through student handbooks, school newsletters,
enrollment materials, and the reverse side of the menu calendar or other written communication.

If a student in the reduced-price or paid category has charged meals in excess of the SFA’s
established policy, the student may be required to pay for the meal prior to being served.

A student in the free eligibility category may not be denied a reimbursable free meal, regardless
of the number of “charges” the student has made in the past. For example, a student may have
accumulated excessive a la carte charges or meal charges prior to being approved for free
meals. Once approved for free meals, the student must be allowed to eat the reimbursable
meal at no charge.
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Chapter 8 — Use of Child Nutrition Program

Funds

Food Service Account

The Office of Nutrition Programs at the South Carolina Department of Education (SCDE)
recommends that School Food Authorities (SFAs) establish a separate food service account
consisting of all money deposited or transferred for the operation of the Child Nutrition Program
(CNP). However, if SFAs choose not to establish a separate food service account, the SFA
must have an accounting system in place to identify all food service revenues and expenditures
throughout each school year.

CNP funds are required to comply with generally accepted accounting principles, including the
annual budgeting process. However, the following provisions of the CNPs differ from other
funds, programs, and accounts:

= All revenues received by or accruing to the food service account must be used only for
the operation and improvement of the CNP. Revenues include, but are not limited to,
receipts from:

@)

O
O
O
O

Operations of the lunch, breakfast, snack and milk programs;
A la carte sales, concessions and internal catering;

Earnings on investments;

Other local revenue; and

Federal meal reimbursement.

Interest Income

Q-1 Must the interest earned on money from the food service account that has
been invested be deposited in the food service account?

Yes. All revenue received by the CNP may be used only for the operation or

improvement of the CNP. This includes earnings on investments. If CNP funds
are used totally or in part for investment purposes then the interest earned
from such investments must accrue to the food service account and be used
only for authorized program purposes.

» Food service account funds may not be used for expenditures that are not directly
related to the operation of the CNP although they are part of the SFA general fund.

= Any positive balance remaining in the food service account at the end of the school year
must be carried over to the next school year as a beginning balance of the food service
account.
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= To maintain the nonprofit status of the CNPs, the fund balance or net cash resources of
the food service account must not exceed three months’ average expenditures. If an
excess balance should occur, the SFA must immediately take steps to reduce the
balance or have an acceptable plan for using surplus revenues. The plan should be
such that the balance would be reduced within a year. The plan must be submitted to
the Office of Nutrition Programs, SCDE. Since program funds may be used only for
program purposes, an excess balance could be reduced by improving the quality of food
served; reducing the prices of meals served to students; or purchasing needed supplies,
services or equipment.

To determine if an excessive balance exists, you may complete the following calculations: (See
example in Table 8.1 — Example of Excessive Balance Calculation.)

= The formula used is total expenditures for the school year divided by ten (10) times three
(3) is compared to the net cash on hand at the end of the school year.

If the Comparison Amount is a negative figure, a plan to reduce the excessive balance must be
submitted to SCDE. Use of the Plan for Reducing Excessive Operating Balance form (Form 8-
A) is recommended.

Table 8.1 — Example of Excessive Balance Calculation

Net Cash Resources Calculation

School Food Authority: Palmetto School District School Year: 2012-2013
Expenditures $559,431.13
Adjusted Expenditures divided by10 times 3 $167,829.33
(maximum allowable balance amount)
Minus Cash Balance $190,187.71
Comparison Amount* < $22,358.38>

* A negative number represents the excess balance amount and a plan to reduce the balance
must be submitted.

Loans to the Food Service Account

The U. S. Department of Agriculture (USDA) has ruled that the SFA may not retroactively
determine that funds transferred from the general fund to cover CNP deficits were a loan subject
to repayment.

1. In order for a liability to exist, a bona fide loan agreement must be in effect at the time
that the funds are transferred. This means that a fund transfer cannot be retroactively
designated to be a loan. Documentation that the CNP incurred deficits in past years that
were covered by local contributions is not sufficient to substantiate the claim that the
funds were transferred with the intent that the money would be repaid.
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2. The conditions for repayment must be documented and agreed to by both parties, the
general fund manager and the CNP, in advance. The agreement must be submitted to
SCDE for approval.

3. Interest payments are not allowable program expenditures.

4. Short-term or multi-year obligations are permissible provided that a bona fide loan
agreement exists at the time that funds are made available.

Loans from the CNP to the SFA

Q-2 Can CNP funds be loaned to the SEA? If so, must interest be paid and at what
rate?

A Yes, CNP funds may be loaned to the SFA on a short-term basis (i.e. a school
year). The SFA should pay interest at the prevailing loan rate. The loan
agreement should contain such stipulations as the purpose, interest rate
(simple or compounded), the repayment schedule for the principal and interest,
and any penalties for late payment.

¢

Q-3 If the CNP has purchased a Certificate of Deposit (CD), may it be cashed in
before the maturity date in order to loan the money to the SFA?

A Yes. However, the SFA must pay any penalties associated with this action. The
payment of interest at current rates for CDs would be in order.

¢

Q-4 What records must be maintained for loans to the SFA?

A The original loan agreement, duly executed, and the payments for the principal
and interest must be maintained and be on file for the duration of the loan plus
the retention period required for all federal and state records.

Expenditures

All CNP expenditures should be classified as food, labor, and other. Expenditures should be
documented by itemized receipts or invoices. To be allowable, expenditures must be necessary
and reasonable for proper and efficient administration of the programs and conform to any
limitations or exclusions set forth in program regulations.

The types of allowable and non-allowable expenditures that may be made by SFAs operating
the CNPs under the National School Lunch Act are listed below. For specific expenditures not
listed or for further interpretation of those listed, contact SCDE.
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Allowable Expenditures

Food purchases and costs directly related to the storage, handling, processing, and
transportation of food.

Labor, which includes payments for labor and other services directly related to operating
the CNPs - This includes the employer’s share of retirement, social security, insurance
payments, bonuses and fringe benefits after the state allocation to the district has been
exhausted.

Other supplies and expendable equipment (under $5,000) used directly in the operation
of the CNP - This includes items that must be replaced from time to time such as pots
and pans, serving trays, dishes, glassware, silverware, linen, mops, brooms, cleaning
supplies, etc.

Non-expendable items (over $5,000), generally classified as movable property and used
directly in preparing, storing or serving school meals - This includes ranges,
refrigerators, freezers, steam tables, mixers, storage cabinets, tables, chairs, hot water
heaters, and other equipment. This category may also include such items as charges
for installing and connecting equipment to utilities in the building in which the program is
operated, as well as service for maintenance and repair of equipment. Note: When food
service account funds will be used to purchase equipment costing more than $5,000 per
unit for new construction, permission must first be obtained from SCDE. The form
entitled, “Request to Purchase New Equipment” (Form 8-B) provided at the end of this
chapter should be used to make the request.

Training of CNP employees.

Travel on CNP business such as workshops, conferences, and training programs.
Memberships, subscriptions, books, and audiovisual equipment used to benefit the CNP.
Rental of food storage facilities or equipment as required for program needs.

Computers, cash registers, adding machines, typewriters, communication equipment,
and other office equipment used exclusively for the operation of the CNP.

Printing and reproduction equipment or services.

Employee information publications.
Automotive equipment used exclusively in transporting food for program purposes.

Services, when actual costs attributable to the CNP are billed separately such as pest
control, trash removal, security, and janitorial — If the invoice does not specifically identify
the actual costs attributable to the CNP, the expenditure must be categorized as an
indirect cost.

Utilities, when actual costs attributable to the CNP are billed using separate meters — If
the invoice does not specifically identify the actual costs attributable to the CNP, the
expenditure must be categorized as an indirect cost.

2013

South Carolina School Food Service Program Reference Manual Page 8-4



Chapter 8 — Use of Child Nutrition Program Funds

Advertising for the recruitment of personnel, for the solicitation of bids for the
procurement of goods and services required, and for the disposal of scrap or surplus
materials.

Promotional materials and exhibits relating specifically to the program and to advisory
councils related to parental and student involvement.

Indirect costs for the current school year at the assigned indirect cost rate for the school
district.

Prorating a Secretary’s Wage

May a prorated part of a school secretary’s wages be paid from the food
service fund?

Yes, under certain circumstances. It is allowable to charge the CNP for wages
and fringe benefits for a secretary who does lunchroom accountability if records
are maintained of the time actually spent on the CNP. For example, if the
school secretary spends from 11 AM to 1 PM each day as the cashier in the
dining room, the wages for those two hours may be charged to the food service
account.

Q-6

Paying for Awards Dinner

Is it allowable to use nonprofit CNP funds to pay for an awards dinner at a
local restaurant to recognize the achievements of CNP staff in areas such as
increased participation, expanded nutritional information and education, or
increased productivity?

Yes, under certain circumstances. In order to use CNP funds for activities as
described above, certain criteria must be met. The activity must be part of the
SFA’s established practice, be reasonable and necessary, and be consistent with
regulations, policies and procedures that apply uniformly to both federally
assisted and other activities of the SFA (be consistent with the use of local
funds).
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Paying Publishing Fees

May food service funds be used to pay for publishing the free and reduced-
price guidelines (for example, in the local newspaper) at the beginning of the
school year?

Yes. However, this should not be required because the SFA’s responsibility is
fulfilled by disseminating the press release with the guidelines to the media as a
public service announcement. The SFA does not have to pay to have this
published unless the local newspaper refuses to honor the SFA’s request.

Non-allowable Expenditures

No income accruing to the CNP may be used to purchase land, acquire or construct
buildings, or make alterations to existing buildings that materially increase the value of
capital assets - However, paint and decorator items would not be considered capital
expenditures. Only those improvements that materially increase the value or life of the
building would be considered capital expenditures.

Contributions and donations.

Entertainment, amusements, social activities, gratuities, and related activities.
Interest on loans.

Rent or usage fees for district-owned facilities.

Cafeteria monitors —CNP funds may not be used to pay salaries for monitoring.
However, CNP personnel may have monitoring duties assigned to them as part of their
other food service responsibilities.

Custodian and maintenance costs which are already included in the district’s formula for
indirect cost.

Indirect cost expenses from prior year(s), and/or those that exceed the assigned rate.

Any direct costs that are included in the indirect cost rate approved for the CNP.

Charging Rent

Q-8 Can a SFA charge the food service account rent or usage fees for cafeterias,
kitchens, or storage facilities?

A No. The SFA is not allowed to charge rent to the CNP for SFA-owned facilities.
However, the SFA can recover indirect costs that occur as a result of operating
the CNP.
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Bad Checks
Q-9 If a parent issues a bad check, may the student’s meal account be charged for
the fee?
A No. The student’s “meal money” (i.e. money paid by the household to the

school with the intent and understanding that it is to pay for meals) should not
be used to pay the bank service fee. A SFA may refuse to extend credit for
meals under whatever circumstances it deems appropriate. The SFA may
request that the parent reimburse the CNP fund for the bank service charge
with funds other than those sent for payment of meals.

Adult Visitors

Q-10  Can food service funds be used to provide meals for adult visitors attending a
meeting in the SFA or to purchase meals in a commercial restaurant for the
visitors?

A No. CNP funds are to be used to provide meals for children. Adults should pay
a sufficient price to cover the cost of their meals. If adults are not charged for
their meals, the CNP fund must be reimbursed for each meal from another
fund. The amount of reimbursement must be more than or equal to the current
year’s student free reimbursement rate for each meal.

Special Dinners for Adults

Q-11 When the school board hosts a special dinner for employees, must the food
service fund be reimbursed for food, supplies, and labor?

A Yes. The CNP fund must be fairly reimbursed for all costs associated with
serving meals or food to adults. The source of the payment (for example,
general fund or an activity fund) must be clearly indicated.

Indirect Costs for Child Nutrition Programs

Indirect costs are not readily identified with a specific program. These costs are incurred by a
SFA for the benefit of all programs. SFAs are allowed to recover food service related indirect
costs for general administration, utilities, custodial services, etc.

An indirect cost rate is used to determine the maximum amount of indirect costs each federal
program should bear. The rates for public school districts are calculated annually by SCDE and
are entered in the South Carolina Accounting and Claiming System (SCAPS) for each district.

Indirect costs are limited to the SFA’s indirect cost rate multiplied by specific direct costs.
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Q-13

Indirect Costs

Is a SFA required to pay the maximum indirect costs of the program from the
food service fund?

No. The SFA may permit the CNP to reimburse the SFA less than the
maximum amount allowed. Indirect costs paid from the CNP fund cannot
exceed the maximum allowable indirect costs based on the indirect cost rate.

¢

When is a labor expenditure considered a direct cost and when is it considered
an indirect cost?

A labor expenditure can be recorded as a direct cost only when there is actual
supporting documentation of the time spent on the CNP. Estimation or
allocation of time worked (for example 10% of work time) in the CNP is not
acceptable. Indirect labor costs include custodians, secretaries and other
supplemental services. Generally, these employees spend only a portion of
their work hours completing food service tasks.

Custodian’s Wages

If a SFA employs a custodian that works exclusively for the CNP, may that
custodian’s salary be reported as a direct labor expenditure rather than an
indirect expenditure?

No. Custodians are included in the indirect cost rate computation and they
cannot be charged to the CNP fund as a direct cost. The custodian’s wages may
be paid from the CNP fund and reported as an indirect expenditure as long as
the total indirect costs do not exceed the computed indirect cost limitation.

Demonstrating Compliance

Federal regulations (7 CFR 210.14) require SFAs to submit forms and reports to SCDE as
appropriate to demonstrate compliance with CNP requirements. SCDE requires SFAs to
comply with this regulation by completing the Revenues and Expenses Report in SCAPS once a

year.
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Procedures for Completing “Plan for Reducing Excessive Operating Balance”

Form

When food service funds exceed three months average expenditures as contained in 7CFR
210.9(2), the School Food Authority (SFA) must complete the Plan for Reducing Excessive
Operating Balance” form and submit it to the State Agency (SA). The completed form must
contain a plan on how the excess balance will be spent in order to maintain the Program’s non-
profit status.

The following procedures must be followed for completion and implementation of the “Plan for
Reducing Excessive Operating Balance” form.

1.

The SA accountant will determine through SCAPS at the end of the school year that an
SFA’s food service net cash resources exceed three months operating balance as
required in Subpart C, 7CFR 210.9(2).

The SA accountant will notify SFA and copy the assigned SA Education Associate that a
“Plan for Reducing Excessive Operating Balance” form must be completed by the SFA
and submitted to the attention of the Director in the Office of Nutrition Programs. The
Director or his/her designee will approve the plan or may deny the plan and will send it
back to the SFA with a copy forwarded to the assigned Education Associate. If the plan
is denied, an explanation for denying the plan will be sent back to the SFA and a revised
plan must be resubmitted. The plan must be completed within 12 months (1 year) from
the date of submission unless prior written approval is received from the State Director.
When the approved date for plan completion is reached, the assigned Education
Associate will conduct an on-site review to verify all aspects of the completed plan have
been completed and acknowledge by signing the form.

The completed form will be forwarded to the SA Director for final approval and all related
records will be maintained by the SA. The SA Director will remit a letter notifying the
SFA that the plan has been completed.

Failure to complete the plan in the approved timeframe may result in food service
funds being retained by the SA. Any changes to the approved plan or completion
date must be approved by the SA prior to executing them.
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Plan for Reducing Excessive Operating Balance Form 8-A

Instructions: When food service funds exceed three months operating expenditures, complete this form to explain
how the excess balance will be spent in order to maintain the Program’s non-profit status. Submit the completed
form to the South Carolina Department of Education (SCDE), Office of Nutrition Programs, 1429 Senate Street,
Rutledge Office Building Room 700, Columbia, SC 29201.

Date:

School Food Authority (SFA):

SFA Address:

City: State: Zip Code:

Telephone #: Fax #:

Contact Person’s Name: Title:

(1) Cash Balance End of Year $

(2) Total Yearly Expenditure divided by 10times3)= $

(3) Amount of funds to be reduced (#1 minus #2) = $

Briefly Outline Plan (Please complete page two or attach Plan)

The above named SFA herein submits the following plan to reduce the excessive operating food service balance.
This plan will be completed by , 20

Printed Name of SFA Authorized Representative:

Signature of SFA Authorized Representative:

FOR USE BY SCDE ONLY:

Approved Denied (Justification):

Name &Title of SCDE Official Signature and Date of SCDE Official

On-Site Review and Verification of Completed Plan:

Signature of Education Associate Date
Final Approval of Completed Plan:

Director, Office of Nutrition Programs Date

Briefly Explain Plan for Reducing Excessive Operating Balance:
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Request to Purchase New Equipment Form 8-B

Instructions: Prior to purchasing equipment costing more than $5,000 per unit for new construction with
Child Nutrition Program funds, obtain permission by completing and mailing this form to South Carolina
Department of Education (SCDE), Office of Nutrition Programs, 1429 Senate Street, Rutledge Office
Building Room 700, Columbia, SC 29201or faxing to: (803) 737-4148.

Date: School Food Authority (SFA) Name:
Address:

City: State: Zip:
Telephone: Fax:
Contact Person’s Name: Title:
List Equipment to be Purchased*: Estimated Cost of Each Item:
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Name of Building in Which Equipment Is to be Used:

Type of Building (e.g. elementary school, central kitchen):

Approximate Number of Children Fed by This Facility: % Free/Reduced:

Printed Name of Authorized Representative Signature of Authorized Representative

* Use additional paper if needed

FOR USE BY SCDE ONLY:
[] Approved

[l Denied

Name of SCDE State Office Director Signature of SCDE State Office Director
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Chapter 9 — SCAPS FINANCIAL REPORT

South Carolina Automated Payment System (SCAPS)

All School Food Authorities (SFAs) in South Carolina have access to an online system for
reporting revenues and expenses. This system is called the South Carolina Automated
Payment System (SCAPS). Each SFA is required to input their revenues and expenses into
SCAPS annually.

Allowable Use of Funds

Child Nutrition Program (CNP) funds are subject to audit and have prescribed limitations on how
such funds may be used and maintained. Revenues received by the nonprofit CNP must be
used solely for the operation or improvement of the CNP department.

Revenues

Revenues are defined as all monies received by or accruing to the nonprofit CNP
including but not limited to student payments, earnings on investments, other local
revenues, state revenues, and federal reimbursements.

Maintaining Nonprofit Status

Regulations also require that the program remain nonprofit. The South Carolina Department of
Education (SCDE) is required to monitor the operating balance for each SFA to ensure that it
does not exceed three operating months or three months’ expenditures.

Operating Balance

An operating balance is defined as all monies that are available to or have accrued to a
SFA’s nonprofit CNP at any given time, less payables.

SCAPS automatically monitors nonprofit status through the SFA’s Revenue and Expenses
submission on an annual basis. If the three-month limit is exceeded, the SFA is notified and
plans for the use of such excesses must be initiated or excessive balances returned to the U. S.
Department of Agriculture (USDA).
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Access the South Carolina Automated Payment System (SCAPS)

Access the SCAPS website as you normally would for regular transactions:
https://scaps.cnpus.com/scdoe/Splash.aspx

SO WS south Carolina
N oo

} South Carolina
T"m State Department of Education
Password: Office of Health and Nutrition
Welcome to SCAPS!
SCAPS is the newly-developed South Carolina Automated
Payment System.
ﬁ SECURITY PRACTICE:

s Each SCAPS users should have his/her own login credentials.

Sharing login credentials is strongly discouraged, Rights
granted to users are different so you may not be able to
perform certain functions using someone else's login. School
Food Service Directors/Supervisors should determine who
need access and contact the State Office to obtain login
privileges. Your cooperation in helping to maintain the
integrity of SCAPS is greatly appreciated.

IMPORTANT NOTICES

Enter your user ID (e-mail address) and password.

Click on “Application.”

School Nutrition Programs :
South Carolina

$8 Progra | eip | Log

Programs

( 1L Al 1
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Select “Financial Report.”

School Nutrition Programs

el

/éouth Carolina

Applicaons Clasms | Reports | Securtty | Sesrch ig""’"’""‘ | vear | Melp | wogou

Aophoations » School Year: 2013 - 2014

tem Description

FA Manage SNP SFA's Profile, Site and Hold Information
Application Packaet Applications Forms (SFA and Sita)
Mandatory Annual Verification Report
Mandatory Annual Verification Report Summary
Numbar of Food Safety Inspections by Site
Moty Inspectic ummary Numbaer of Food Safety Inspections by Site Summary
Annual Audits
wdit Stat immary Annual Audit Status Summary
Fresh Fruit and Vegetable Program Grant Information by Site Overview
FFVP Grant Al ti Fresh Fruit and Vegetable Program Grant Allocations
Fresh Fruit and Vegetable Program Invitations and Approvals
jal Report School Food Annual Revenues and Expenditures Report
School Food Annual Revenues and Expenditures Report Summary
ite £ ) Site Enroliment and Eligibility
Dwact Certification List and Indwvidual Student Lookup

d For Forms Available for Downloading

Explanation of SCAPS Revenue & Expenses Screens

The following revenue and expense items are defined and appropriately linked to the General
Ledger as maintained in local school districts. The order and sequence of items reflects the
SCAPS application as it is currently designed screen by screen.

Although chart of accounts references* pertain strictly to public schools, the data requested is
generic to all SFAs operating school meal programs. To the extent revenue and expense data
is available; this information must be input into the SCAPS application beginning July 1 but no
later than January 31%. This allows for SCDE to monitor the financial status and reporting as
required for the federally-funded meal programs on an annual basis. SCDE is not only
responsible for monitoring use of funds and nonprofit status but for the overall prudent
management of school meal programs and assurance of a certain level of service delivery to the
student customer.

* Note that all “Chart of Accounts” references reflect the 2012-2013 Accounting Handbook
Update issued July 1, 2012.
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SCAPS Screen under Revenue & Expenses — REVENUE Section

Version: 1

2.
3.

4.

Salutation First Name
Contact Name: El
Title:
Email Address: @
Phone: Ext:

Reporting Period

Last Name

Reporting Period:

July 01, 2012 to June 30, 2013

Revenue
Account Description Amount
5. 1500 Earnings on Investments $0.00
6. 1610 Lunch Sales to Students $0.00
7. 1620 Breakfast Sales to Students $0.00
8. 1630 Special Sales to Students $0.00
9. 1640 Lunch Sales to Adults $0.00
10. 1650 Breakfast Sales to Adults $0.00
11. 1660 Special Sales to Adults $0.00
12. 1950 Refund Prior Years Expenditure $0.00
13. 1960 Transfer from Other Funds $0.00
14. 1900 Other - Local Revenue $0.00
15. 1610 Afterschool Snack Sales to Students $0.00
16. 1999 Catering $0.00
17. 1982 Canteen Operations $0.00
18. 2000 Local Appropriations $0.00
19. 3142 State Funds $0.00
20. 4800 USDA Reimbursement (SNP + ASP + FFVP) $0.00
21. 4999 Other Federal Revenue $0.00
22. 4991 USDA Commodities $0.00
Total Revenue $0.00
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1500 Earnings on Investments  Includes (1) interest received on temporary or
permanent investments in United States Treasury bills,
1510 Interest on Investments notes, bonds; savings accounts; time certificates of
1520 Dividends on Investments  deposit; notes; mortgages; or other interest-bearing
1530 Gains or Losses on Sale of obligations, (2) dividends received on stocks, and (3)
Investments gain or loss on sale of investments.
1610 Lunch Sales to Students Income received from sale of lunches to students
1620 Breakfast Sales to Income received from sale of breakfasts to students
Students
1630 Special Sales to Income received from sale of extra food items to
Students students including milk and all a la carte activity
1640 Lunch Sales to Adults Income received from sale of lunches to adults
1650 Breakfast Sales to Adults Income received from the sale of breakfasts to adults
1660 Special Sales to Adults Income received from sale of extra food items to adults
1950 Refund Prior Year’s Money received in refund of expenditure charged to a
Expenditure prior fiscal year’s budget. A refund of expenditure made
in the same fiscal year budget would be recorded in the
appropriate expenditure account as a reduction of the
expenditure.
1960 Transfer from Other Money received unconditionally from other funds
Funds without expectation of repayment.
1900 Other — Local Revenue
1910 Rental Money received from the rental of school property, real
or personal - It does not include rental from real
property held for income purposes; this income is
recorded under 1500 Earnings on Investments.
1920 Contributions and Money received from a philanthropic foundation, private
Donations from Private individuals, or private organizations for which no
Sources repayment or special service to the contributor is
expected
5300 Sale of Fixed Assets Revenue from the sale of school property or realized
from loss recoveries of school property
1999 Miscellaneous- Catering Other revenue from local sources not covered in listed
or identified revenue accounts
1992 Canteen Operations Money received from canteen operations managed and
administered by the CNP
1993 Receipt of Insurance
Proceeds
1994 Receipt of Legal
Settlements
1610 Afterschool Snack Sales  Money received from sale of afterschool snacks to

To Students

students
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Local Appropriations

Revenue from County Appropriations

2000 Intergovernmental
Revenue
2100 Payments from other
Governmental Units
2200 Payments from Public
Charter Schools
3142 State Funds Includes payment received for Supervisor's Salary and
Program Aid on an annual basis from state funds for
School Lunch Program Aid
3999 Revenue from Other State
Sources
4800 USDA Reimbursement
4810 School Lunch and Income received as USDA reimbursement
Afterschool Snack
Programs
4830 School Breakfast Program  Income received from USDA
4850 Cash in Lieu of Income received from USDA in lieu of commoadity foods
Commodities
4999 Other Federal Revenue Income received from other federal sources
4991 USDA Commodities Value of USDA commodities received during the period

Total Revenues

Revenues for the reporting period are automatically

totaled for you.
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SCAPS Screen under Revenue and Expenses — EXPENSES Section

12. 1950 Refund Prior Years Expenditure $0.00
13. 1960 Transfer from Cther Funds $0.00
14. 1900 Other - Local Revenue $0.00
15. 1610 Afterschool Snack Sales to Students $0.00
16. 1999 Catering $0.00
17. 1992 Canteen Operations $0.00
18. 2000 Local Appropriations $0.00
19, 3142 State Funds $0.00
20. 4800 USDA Reimbursement (SNP + ASP + FFVF) $0.00
21. 4999 Other Federal Revenue $0.00
22. 4991 USDA Commodities $0.00
Total Revenue $0.00
Expenses
Account Description Amount
23. 100 Salaries $0.00
24. 200 Employer Benefits $0.00
25. 300 Purchased Services $0.00
26. 400 Supplies $0.00
27. 450 Inventory Loss $0.00
28. 460 Purchased Food $0.00
29, 461 USDA Commodities $0.00
30. 462 Commodity Distribution Charge $0.00
31. 540 Equipment - Expendable $0.00
32. 570 Depreciation $0.00
33. 670 Sales Tax $0.00
34. 600 Other Objects $0.00
35. 700 Transits/Fund Madifications $0.00
36. 432 Indirect Cost Transfer $0.00
Total Expenses $0.00
Y
Account Description Amount
37. Fund Balance - Beginning of Year $0.00
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100 Salaries Includes regular, temporary, and overtime salaries as
defined below:

110 Regular Salaries Full-time and part-time costs for work performed by SFA
employees who are considered to be in permanent
positions.

120 Temporary Salaries Full-time and part-time costs for work performed by SFA-
hired temporary or substitute employees hired in positions
of either temporary or permanent nature.

130 Overtime Salaries Money paid to SFA employees working in either
permanent or temporary positions who perform work in
addition to normal work periods.

200 Employee Benefits Fringe benefit amounts paid by the CNP fund on behalf of
employee (over and above the state allocation). Includes:

210 Group Health and Life

Insurance,

220 Employee Retirement,

230 Social Security,

260 Unemployment

Compensation Tax, and

290 Other.

300 Purchased Services Amounts paid for personal services rendered by personnel
who are not on the payroll of the SFA and other
specialized services which the SFA may purchase. For
the CNP, this refers to services not included in the indirect
cost rate and that are a direct cost to food service.
Purchased services that are part of the indirect cost for the
CNP must be paid from the General Fund.

315 Management Services Amounts paid for personal services performed by persons
not on the SFA payroll such as contracted food service
management.

321 Public Utility Services Expenditures for services usually provided by public
utilities such as water, sewage, garbage collection. This
includes those same services whether the utility company
is public or private. (Costs for telephone, telegraph, and
energy services are not included here.) Telephone and
other communication services should be reported as 340.
Communications and energy services such as natural gas,
oil, and electricity costs are considered 400 Supplies.

322 Cleaning Services Expenditures for services purchased to clean buildings
(other than those provided by SFA employees).

323 Repairs and Expenditures for services not provided by school CNP

Maintenance Services personnel that are not included in the district’s indirect cost
rate.

324 Property Insurance Expenditures for insurance on CNP property owned or

leased by the school district.
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325

329
332

340

350

360

Rentals

Other Property Services
Travel

Communication

Advertising

Printing and Binding

Expenditures for leasing or renting equipment for both
temporary and long-range use.

Property services not classified in categories listed.

Expenditures for transportation, meals, hotel, and other
expenses associated with traveling on business for the
SFA. Payments for per diem in lieu of reimbursements for
subsistence (room and board) are also charged here.

Expenditures for services provided by persons or

businesses to assist in transmitting and receiving

messages for information. This category includes
telephone and telegraph services.

Expenditures for printed announcements in professional
periodicals and newspapers or announcements broadcast
by radio and television networks.

Expenditures for printing and binding, usually according to
specifications of the school district. This includes the
design and printing of forms and posters as well as printing
and binding of CNP publications.

400
410
445

470

Supplies

Technology and
Software Supplies

Energy

Supplies and Materials including energy costs
Expenditures for supplies for the CNP

Expenditures for technology items and supplies used to
support technology equipment. Included are expenditures

for non-capitalized technology items, video tapes, CDs,
surge protectors, printer cartridges, etc.

Electricity, gas, oil, and other heated fuels if direct billed to
CNP and on a separate meter only.

450

Inventory Loss

Expenditures that are the result of a deficit or loss usually
found in an audit or count of items held in a warehouse or
storage area inventory. Only losses are charged to this
account.

460

Purchased Food

Expenditures for food purchases and commodity process
fees. Note that rebates for processed product are a
“refund of an expenditure” and must be credited to that
account.

461

USDA Commodities

Because of the change in USDA commodity identification
and treatment as purchased food upon receipt, this item is
defined as cash value of USDA Commodities received
during the period. The USDA Commodity entries for
revenues and expenditures are now the same since a
separate value of commodity inventory used during a
reporting period is no longer required nor maintained.
Thus a “wash” is created to balance the ledger while still
documenting all food used each period. Food used
represents both purchased and commodity foods
combined as one reporting item.
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462

Commodity
Distribution Charge

Expenditures for distributor charges for handling (storage
and delivery) of USDA commodities.

540

Equipment-
Expendable

Expenditure for expendable equipment or equipment and
supply items that cost less than $5000.

570

Depreciation

The amount reported is the portion of the cost of a fixed
asset (i.e. non-expendable equipment) which is charged
as an expense during a particular period. As such,
depreciation represents the reasonable allowance for the
deterioration, wear and tear, and obsolescence of non-
expendable equipment used in CNP operations. Non-
expendable equipment is further defined as equipment
exceeding $5000 in unit cost.

The initial cost and installation fee for a piece of
equipment are considered when determining unit cost.
Only those fixed assets exceeding the $5000 unit cost are
added to the depreciation schedule.

In terms of food service equipment, the rate of
depreciation is based on a monthly depreciation factor of
.007 applied to the total cost of the piece of equipment
and depreciated over the period of 12 years. The monthly
depreciation value can also be calculated by dividing the
equipment cost by 144 (12 years x 12 months). The 12-
year depreciation schedule applies to all food service
equipment with an original unit price of $5000 or more.
Automotive and computer equipment are depreciated for
6, 5, or 4-year periods dependent on the type and unit
cost of equipment. The monthly depreciation rates used
in the district for automotive and computer acquisitions
should be applied. In most cases, computer and related
technology equipment unit costs are below $5000 and will
be treated as expendable equipment for reporting
purposes and not depreciated.

670

Sales Tax

Expenditures for sales tax on adult sales paid to the S.C.
Department of Revenue.

600

640

690

Other Objects
Dues and fees

Other

Amounts paid for goods and services not included in the
above expenditure classifications.

Expenditures or assessments for membership in
professional or other organizations or associations.

Amounts paid for all other expenses that are not listed.

700

710

Transits/Fund
Modifications

Fund Modifications

Object category is used to show transactions where
money has been transferred from one fund to another or
for transmitting flow-through funds.

Represents transactions conveying money from one fund
to another. Normally, this takes the form of payments
from the General Fund to some other fund.
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720 Transits This category represents transactions that are transit or
flow-through in nature. Object is used in conjunction with
payments to the South Carolina Department of Education
or other governmental units.

Indirect Cost Transfer

432 Indirect costs actually transferred from the CNP fund to the General Fund during the
reporting period. The actual amount cannot exceed the District Indirect Cost that has
been calculated and automatically entered as the final item under the Summary tab
screen in SCAPS.

Total Expenses SCAPS will automatically total all reported items on
Expenses Tab.

SCAPS Screen under Revenue and Expenses — SUMMARY Section

Total Expenses $0.00
Summary
Account Description Amount
37. Fund Balance - Beginning of Year $0.00
Revenue $0.00
Fund Balance - Prior to Expenses $0.00
Expenses $0.00
Fund Balance - End of Year $0.00

Non-Expendable Equipment

Account Description Amount

38. Expenditure for Non-Expendable Equipment $0.00

Indirect Costs

Account Description Amount
Indirect Cost Rate 12,9000

Allowable Indirect Costs $0.00

Actual Indirect Costs $0.00

39. State Costs $0.00

Operating Balance

Account Description Amount

40. Cash Balance - End of Year $0.00

Purchased Food

Account Description Amount
Food Inventory - Beginning of Year $0.00

41. Food Purchased During Year 0.00
42, Food Inventory - End of Year 0.00
Cost of Purchased Food Used During the Year $0.00

Purchased Supplies

Account Description Amount
Supply Inventory - Beginning of Year $0.00
43. Supplies Purchased During Year 0.00
44, Supply Inventory - End of Year 0.00
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Fund Balance BOY This is the fund balance brought forward from the

(Beginning of Year) preceding year. The fund balance at the beginning of the
school year (July 1) should be the audited fund balance
as of June 30". Audit adjustments must be made on the
June claim each year for the appropriate rollover of the
fund balance from one school year to the next.

Revenue Revenues received for the current reporting period as
recorded directly from the General Ledger.

Fund Balance-Prior to Beginning of Year Fund Balance plus Revenue

Expenses

(-) minus
Expenses Total expenses for the reporting period

(=) equals
Fund Balance EOY This ending fund balance will be rolled over automatically
(End of Year) as the BOY Fund Balance for the next reporting period.
Expenditure for Non- Expenditures for non-expendable equipment and for

Expendable Equipment installation and sales tax that are part of the acquisition
cost. Non-expendable equipment is that costing more
than $5000 and having a useful life of more than one
year.

550 Vehicles (with the exception of passenger vehicles) that
will be used in the operation of the CNP are considered
accountable equipment for purposes of depreciation and
are expensed as depreciated.

All equipment expenditures included here are considered

accountable and must be added to the depreciation
schedule as fixed assets.

SFA Indirect Cost Rate Entered at SCDE each school year - Reflects the SFA’s assigned
indirect cost rate for the CNP. Indirect cost was designed to pay costs
to an SFA that cannot be identified as a direct cost to a specific
program and thus, are considered shared costs, i.e. utilities, payroll,
accounting, computer services, repair and maintenance, etc. These
costs are normally incurred and paid by the General Fund for all
district operations and programs. The indirect cost rate for the CNP
was established to allow SFAs to recover a portion of these
operational costs that could be attributable to the CNP.

Costs not included in the indirect costs rate would be direct costs that
are allowable and identified specific to the CNP. Certain prorated
direct expenditures are also not included in the indirect rate. Any
prorated expense charged to the CNP fund must be fully documented
and defensible in terms of reason and equity.
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District Indirect Cost The value of indirect costs transferred from the CNP fund to the SFA is
determined by the annual assigned indirect cost rate for the CNP. As
indicated under the SFA Indirect Cost Rate explanation, the indirect
cost rate for the CNP represents shared costs for overhead operations
such as maintenance, electricity, computer services, etc. that cannot
be specifically identified to the CNP. Costs included in the rate may
not be directly expensed to the CNP.

To determine the actual indirect costs that may be transferred, the
following calculation is made automatically by SCAPS and entered
here. The assigned indirect cost rate for the CNP is multiplied times
the sum of salary expenses plus employee benefits (shortfall only
after the state allocation has been exhausted) plus purchased
services plus other objects. The maximum amount that can be
received will be indicated in the SCAPS Revenue and Expenses
screen each reporting period under the “Indirect Costs” section with
the indirect cost rate. The actual transfer amount reported if entered
as an “expense” item will be compared to the SCDE-computed
maximum to ensure that indirect costs are not inappropriately
assessed if transferred from the CNP fund on a monthly basis.

State Cost As reported in this item, state costs are the employer contributions for
Health Insurance, Dental Insurance, State Retirement, and Social
Security (FICA) paid for CNP personnel from the state allocation
for fringe benefits provided to school districts. Rates for
determining these amounts are subject to change and notices of
such changes are sent to the districts as they occur. When the state
allocation is exhausted, the CNP Fund can be used to pay a
proportionate part of the fringe benefit.
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SCAPS Screen under Revenue and Expenses — OPERATING BALANCE Section

Total Expenses $0.00
Summary
Account Description Amount
37. Fund Balance - Beginning of Year $0.00
Revenue $0.00
Fund Balance - Prior to Expenses $0.00
Expenses $0.00
Fund Balance - End of Year $0.00
Non-Expendable Equipment
Account Description Amount
38. Expenditure for Non-Expendable Equipment £0.00
Indirect Costs
Account Description Amount
Indirect Cost Rate 12.5000
Allowable Indirect Costs $0.00
Actual Indirect Costs $0.00
39. State Costs $0.00
Operating Balance
Account Description Amount
40. Cash Balance - End of Year 50,00
Purchased Food
Account Description Amount
Food Inventory - Beginning of Year $0.00
41. Food Purchased During Year 0.00
42, Food Inventory - End of Year 0.00
Cost of Purchased Food Used During the Year $0.00
Purchased Supplies
Account Description Amount
Supply Inventory - Beginning of Year $0.00
43, Supplies Purchased During Year 0.00
44, Supply Inventory - End of Year 0.00

Cash Balance End of
Year (End of Year)

This includes cash on hand, in the checking account, savings

account, and investments, etc.
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SCAPS Screen under Revenue and Expenses — PURCHASED FOOD AND

PURCHASED SUPPLIES Section

39.

Operating Balance

State Costs $0.00

Account Description Amount

40.

Cash Balance - End of Year $0.00

Purchased Food

Account Description Amount
Food Inventory - Beginning of Year $0.00
41. Food Purchased During Year 0.00
42, Food Inventory - End of Year 0.00
Cost of Purchased Food Used During the Year $0.00
Purchased Supplies
Account Description Amount
Supply Inventory - Beginning of Year $0.00
43, Supplies Purchased During Year 0.00
44, Supply Inventory - End of Year 0.00
Cost of Purchased Supplies During the Year $0.00
Breakfast Program
Description Quantity

45. Number of Universal Breakfast Programs

46. Mumber of Breakfast in the Classroom Programs

SFA Comments

0

0

47. Comments:

Sponsor Certification

as. [ 1 certify that this report is complete and correct according to the record of this office, and that to the best of
my knowledge, this administrative unit has complied with all federal and state requirements.

Authorized Signature: Date:

Internal Use Only

& (mm/dd/yyyy)

_

Food Inventory —
Beginning of Year

Cost of Purchased
Food Used

Includes value of all food (purchased and USDA commodities) used
during the reporting period. Value of inventory at the beginning of
Year (BOY) plus value of food received during the year or reporting
period is compared to the end of year (EQY) inventory of food.

Cost of Purchased
Supplies Used

The same comparison is made for supplies based on beginning and
end of month inventories and value of supplies purchased and
received during the reporting period.

EQY Inventory

Enter value of inventory at the end of year (EOY).
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SCAPS Screen under Revenue and Expenses — BREAKFAST PROGRAM Section

SFA C

309, State Costs $0.00
Operating Balance
Account Description Amount
40. Cash Balance - End of Year $0.00
Purchased Food
Account Description Amount
Food Inventory - Beginning of Year $0.00
41. Food Purchased During Year 0.00
42. Food Inventory - End of Year 0.00
Cost of Purchased Food Used During the Year $0.00
Purchased Supplies
Account Description Amount
Supply Inventory - Beginning of Year $0.00
43. Supplies Purchased During Year 0.00
44, Supply Inventory - End of Year 0.00
Cost of Purchased Supplies During the Year $0.00
Breakfast Program
Description Quantity
45. Number of Universal Breakfast Programs o
46. Number of Breakfast in the Classroom Programs o

47. Comments:

Sponsor Certification

my knowledge, this administrative unit has complied with all federal and state requirements.
Authorized Signature: Date:
& (mm/dd/yyyy)

Internal Use Only

ag. [ 1 certify that this report is complete and correct according to the recard of this office, and that to the best of

Number of Universal This figure represents the total number of Universal Breakfast

Breakfast Programs  Programs operating in the SFA.

Number of Breakfast This figure represents the total number of Breakfast in the Classroom

in the Classroom Programs operating in the SFA.
Programs
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SCAPS Screen Three Months Operating Balance Plan Procedures

Click onto “Financial Report”

Applications | Claims |

Applications >

Item

School Nutrition Programs

| Reports | Security |

South Carolina

arch 95 | "-.-'earl Help | Log Out

w0
m

School Year: 2013 - 2014

Description

SFA Manager

Application Packet

Verification Report

Verification Summary

Food Safety Inspections

Food Safety Inspections Summary
Annual Audits

Annual Audit Status Summary
FFVP Grant Overview

FFWF Grant Allocations

FFVF Invitations and Approvals
Financial Report

Financial Report Summary
Site Enrollment

Direct Certification

Download Forms

SNP SFA's Profile, Site and Hold Information

Applications Forms (SFA and Site)

Mandatory Annual Verification Report

Mandatory Annual Verification Report Summary

Number of Food Safety Inspections by Site

Number of Food Safety Inspections by Site Summary

Annual Audits

Annual Audit Status Summary

Fresh Fruit and Vegetable Program Grant Information by Site Overview
Fresh Fruit and Vegetable Program Grant Allocations

Fresh Fruit and Vegetable Program Invitations and Approvals
School Food Annual Revenues and Expenditures Report

School Food Annual Revenues and Expenditures Report Summary
Site Enrollment and Eligibility

Direct Certification List and Individual Student Lookup

Forms Available for Downloading

Click on Summary for fiscal year completed

School Nutrition Programs

South Carolina

Applications Claims Security | Searc = | wear | Help | LogOut
Applications > Financial Report Vear List > School Year: 2013 - 2014

School Food Service Financial Report

Available

Action School Year Form Type Dates Received Date Status
Add 2013 - 2014 Annual 0155311?;01144'
Add 2012 - 2013 Annual 017{‘?31{!22001133'
View | Modify | Admin | Summary 2011 - 2012 Annual 01?;?31{}2001123_ Approved
View | Admin | Sur 2010 - 2011 Annual 017531{?2?01111' Approved
< Back
A 4
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If an amount is shown under the “Excess Cash Resource,” the SFA is required to
complete the “Plan for Reducing Excessive Operating Balance” form and submit it the

SA.

SCAPS automatically calculates the Three Months Operating Balance by using the
following formula.

“Total Expenditures divided by ten (10) and multiplied by three (3)”

School Nutrition Programs

South Carolina

| Reports | Securicy | Search
Appli ns > Financial Report Vear List > Recap >
VIEW
SFS-FC-1A Enter
2011 - 2012
Annual
Net Cash Summary
Met Cash 3 Month's Excess Cash
Resource Operating Cost Resource
$1,046,276.19 $479,900.70 $566,375.49
FPlease submit a "Plan for Reducing Excessive Operating Balance” form to reduce the excess funds within the
next 30 days. Some acceptable uses of these funds include, but are not limited to: improving food quality
and food service operations, walue of repairs to existing equipment, or purchasing food service equipment.
The "Plan for Reducing Excessive Operating Balance” should be in sufficient detail to enable the State Agency
to determine:
+ the type, quantity, and unit cost of food service equipment to be purchased
« the walue of repairs to existing equipment
= =alary and benefit cost for new food service workers
+ cost of higher feod quality products
The "Plan for Reducing Excessive Operating Balance” form can be found in the Download Forms section of
SCAPS. Please remit your completed plan to the following address:
South Carclina Department of Education
Office of Health and Nutrition
7th Floor Rutledge Office Building
1429 Senate Street
Columbia, South Carclina 29201
VIEW
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If the SFA is required to complete a “Plan for Reducing Excessive Operating Balance”

form, click on “Download Forms”

School Nutrition Programs -
South Carolina

| vear | Help | Logout

| Reports | Security | Search

Applications = School ¥ear: 2013 - 2014
Item Description

SFA Manager SNP SFA's Profile, Site and Hold Information

Application Packet Applications Forms (SFA and Site)

wverification Report Mandatory Annual Verification Report

Verification Summary Mandatory Annual Verification Report Summary

Food Safety Inspections Mumber of Food Safety Inspections by Site

Food Safety Inspections Summary Mumber of Food Safety Inspections by Site Summary

Annual Audits Annual Audits

Annual Audit Status Summary Annual Audit Status Summary

FFWP Grant Owverview Fresh Fruit and Vegetable Program Grant Information by Site Overwview
FFWP Grant Allocations Fresh Fruit and Vegetable Program Grant Allocations

FFWP Inwvitations and Approwvals Fresh Fruit and Vegetable Program Invitations and Approvals

Finanoial Beport School Food Annual Revenues and Expenditures Report

Financial Report Summary School Food Annual Revenues and Expenditures Report Summary

Site Enrcllment Site Enrcllment and Eligibility

Direct Certification Direct Certification List and Individual Student Lockup

Download Forms Forms Awailable for Downloading

Select “Plan for Reducing Excessive Operating Balance” form, complete the top section
and mail the completed form to the South Carolina Department of Education, Office of

Nutrition Programs at 1429 Senate Street, Rutledge Office Building Room 700
Columbia, SC 29201. Depending on the complexity of the plan, the SFA has a

maximum of one year to complete the plan unless prior approval is received by the SA.
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Plan for Reducing Excessive Operating Balance

Tnstructions: When food servics funds = e 3 e this form to explain how Brielly Explain Plan for Reducing Excessive Operating Balance:
e willbespantin ocd e Prog it status. Subitthe complated formto the

Seuth 2 f] CDE), Office of Nutriti erams, 1429 Sensta Streat, Rutlsdge Office

BuildingRoom 700, Columbia, 5C 29201

Date

SchoolFood Auority (SFA)

SFA Address:

City: State: Zip Code:

Talsphons & Faxé:

ContactPerson’s Name: Tile

(1) Cash Balance End of Year (54 SLP-4) H
(2) Totel Vaarly Expendicurs dividsd by 10timss 3)=  §,
(3) Amountof funds to bereduced (41 mims#2) = H

Briefly Outline Plan (Please complete page two or sttach Plan)

Th SFAbersin submits the following: duce the excassive £food balance. This
‘lan will be complated by 0

Printed Name of SFA Authosized

Signaturs of SFA Authorized

FOR USE BY SCDE ONLY:

Approved Denied (

Name &Title of SCDE Official Signature and Date of SCDE Official

‘Oun-Site Review and Verification of Completed Plan:

Signature of Education Associate Date

Final Approval of Completed Plan:

Director, Office of Nutrition Programs Date

‘Lot Updted: Octaber 10, 2013

Important Point!

To monitor food and labor costs by program for all schools or sites, it is critical that
financial information be maintained by the SFA. The exact format for obtaining costs is
not prescribed. However, administration must set standards for meal costs for labor
and food and monitor such standards in order to fully manage the meal programs. A
system for making cost comparisons and adjustments as needed is also critical to a well-
managed CNP.

As part of the reporting and monitoring process, the Revenue and Expenses component
of SCAPS is designed to capture critical information needed for financial oversight and
management of the program. This information should be completed on a timely basis
and, for school districts, must reflect General Ledger entries. For Residential Child Care
Institutions and Private/Parochial Schools, entries must support the use of federal
reimbursement funds received.
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Chapter 10 — Determining Eligibility
Concerns About “Over-Certification”

The U.S. Department of Agriculture (USDA) data indicates that a significant and increasing
number of ineligible children are being certified for free and reduced-price school meals. When
ineligible children receive free and reduced-price benefits, federal reimbursement is misdirected,
as are significant amounts of state, federal, and in some cases, local education funds.
Furthermore, questions about the integrity of the eligibility determination and verification process
undermine public confidence in a program that has long enjoyed the support of the American
people and the U.S. Congress. School Food Authorities (SFAs) should make every reasonable
effort to ensure that applications are completed correctly and benefits are provided only to
eligible households.

Eligibility Guidance Resources

It is important that all individuals involved in the benefit determination process are
knowledgeable and up to date on the requirements. USDA’s Eligibility Manual for Schools
Meals provides comprehensive information about determining and verifying eligibility for Child
Nutrition Program (CNP) benefits. Note that USDA has published multiple copies of this
manual. Because of changes in the law resulting from the Reauthorization of the CNP in June
2004, some of the information in older versions is now outdated. The most current version was
published in August 2013 and is available from
www.fns.usda.gov/CND/Guidance/EliMan_highlighted.pdf.

Overview of Methods for Determining Eligibility
There are two ways in which a student may be eligible for free or reduced-price meals.

1. “Income eligible” students are those who are eligible for free or reduced-price meals
based on their household size and income level. The guidelines, which are based on
the current poverty level, are set annually by the Secretary of Agriculture and can be
found in the SFA’s Policy Agreement. (See Chapter 3 — Policy Agreement in this
Program Reference Manual for additional information.)

2. “Categorically eligible” students are those who are automatically eligible for free meals
because they are:

a. A member of a household that receives benefits from the Supplemental Nutrition
Assistance Program (SNAP) or Temporary Assistance for Needy Families
(TANF) program;

b. Enrolled in a Head Start or Even Start program;

c. Classified as “homeless” by the school district’s homeless liaison or by the
director of a homeless shelter;

d. A runaway child who is receiving assistance from a program under the Runaway
and Homeless Youth Act and is identified by the local educational liaison; or

e. A migrant child as determined by the state or local Migrant Education Program
(MEP) coordinator.
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Students who are categorically eligible may be directly certified or may notify the SFA of their
categorical eligibility at any time. Direct certification is the process by which students are
automatically approved for free CNP benefits based on information provided by the appropriate
state or local agency or other recognized authority. See Chapter 10 — Direct Certification in this
Program Reference Manual for additional information on direct certification procedures and
requirements.

Required Forms for Determining Eligibility

Federal regulations require that SFAs have an approved application or direct certification
documentation on file for each student served a meal meeting program requirements that is
claimed for federal reimbursement at the free or reduced-price rate. Under certain
circumstances Head Start, Even Start and homeless students may be documented from a pre-
approved list, similar to direct certification.

The forms listed below are part of the South Carolina Department of Education’s (SCDE’s)
Policy Agreement packet. SCDE prefers that SFAs use these forms exactly as they are
provided. If the SFA chooses to modify the format or content of any of the following forms,
SCDE must annually pre-approve the revised version before it is distributed. Refer to South
Carolina Automated Payment System (SCAPS) for the required forms.

Parent/Guardian Letter (Appendix B) Refer to South Carolina Automated Payment System
(SCAPS) for the required form. This letter, or a similar approved version, is completed by filling
in the school district name, meal prices and contact information. It must be distributed to all
households of enrolled students.

Free and Reduced-Price School Meals Application (Lunch Application) This application
form must be distributed to all households along with the above “Parent/ Guardian Letter” (See
Chapter 3 — Policy Agreement).

Notification Letter (Letter to Household about Approval or Denial of Benefits) Appendix
D) All households that complete an application must be notified of their eligibility determination.
Households that are approved for benefits may be notified verbally or in writing. All students
denied benefits must be notified in writing. For students denied eligibility, a copy of the
completed letter (provided in Chapter 3 — Policy Agreement and SCAPS) should be attached to
each application and filed.

Foreign Language Translations

SFAs must send the appropriate non-English language application and letter to households if a
significant number of enrolled children come from households belonging to the same foreign
language group and have limited English communication skills. If the number of non-English
language households is not significant, the SFA need not provide foreign language translations.
However, SFAs are encouraged to provide assistance in filling out applications through the use
of translators. The FNS web site at

(http://www.fns.usda.gov/cnd/Application/familyfriendlyapps.html) has the
prototype application and materials translated in a number of languages.
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Duration of Eligibility

A child’s eligibility is in effect from the date of eligibility for the current school year, up to 30
operating days in the subsequent school year. However, this does not apply when the initial
eligibility determination was incorrect or when verification of household eligibility, including
verification for cause, does not support the level of benefits for which the household was
approved. In those instances, officials must make appropriate changes in eligibility.

PROHIBITION ON THE USE OF TEMPORARY APPROVAL

Temporary approval of an application is no longer permitted because of the year long duration
of eligibility provision. If 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.

Benefits Prior to Processing Applications

SFAs may use eligibility from the prior year to establish student eligibility for up to the first 30
operating days of the current school year (beginning with the first day of school) or until a new
application is approved/denied, whichever comes first.

This regulation does apply to the following:

= Children from households with approved applications on file from the previous year;

= New children in the SFA from households that were approved for benefits the previous
year based either on income or categorical eligibility (Note: USDA revised the policy on
siblings from categorically eligible households in August 2012). The children must be
listed on the previous year’s application; and

= Previously approved students who transfer from one school to another under the
jurisdiction of the same SFA.

This regulation does not apply to students who transfer from one SFA to another.

The number of approved eligible students that are carried over to the current school year must
be adjusted for students who graduated or withdrew from the SFA. After the 30 operating days,
students without new applications must have their benefits terminated.

Once a current application is received and approved or denied, a child’s eligibility status is
effective immediately. If the benefit level is reduced or denied based on the new application, the
SFA is not required to give the 10-day adverse action notice (because it is not considered a
“change” in benefit level).

When to Change Benefit Level
Q-1 A household completed a new application 15 days after the beginning of the school
year. May | continue to provide meals based on last year’s eligibility for 30 calendar
days even though an application for the current school year indicates a change in the
benefit level?

A No. Changes in eligibility status that result from a new application are effective
immediately.
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Benefits Prior to Approval

Q-2 If a student has charged meals prior to an application being approved, may those
meals be claimed at the benefit level established by the new application?

A No. Eligibility status is not retroactive. Meals can only be claimed from the date of
approval forward.

Distribution of Applications

The Parent/Guardian Letter (See Chapter 3 — Policy Agreement, Appendix B) or a similar,
approved version, and the Free and Reduced-Price School Meals Application (see Chapter 3 —
Policy Agreement) must be provided to parents and guardians of all enrolled students. This
ensures that no child is inadvertently excluded from participation in the CNP.

When to Distribute Applications

Letters and applications should be sent to households as early as possible in the school year to
allow for the return and review of applications. However, the letter may not be sent earlier than
four calendar weeks prior to when students start school and SFAs may not begin accepting and
processing applications prior to July 1.

How to Distribute Applications

If the letter and application are distributed through the mail, in individualized student packets or
by other methods that would prevent the overt identification of directly certified students, then
the parents or guardians of those students may be excluded from the distribution of these
materials. Under this option, households will receive either a letter to parents with an
application form or a letter notifying them that their children are preapproved and eligible for free
meal benefits.

Other acceptable methods for distributing letters and applications include giving each student a
copy to take home and including a copy in each student’s enrollment packet.
It is not acceptable to:

= Have applications available on a table, within sight of other people, for a parent/guardian
or child to pick up;

= Ask a parent/guardian, within hearing distance of other people, if he/she would like an
application;

= Only make applications available to parents/guardians who request one;

= Provide application forms only to those who received program benefits during the prior
school year;

= Require parents/guardians to go to a particular place to apply for meal benefits;

= Require a parent/guardian to request an application.
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Providing Assistance with Applications

Q-3 We open our office prior to the beginning of the school year and offer parents and
guardians an opportunity to apply for meal benefits and, if needed, receive help in
filling out the application. Is this acceptable?

A Yes, as long as (1) the parents/guardians are not required to come to the office to
apply for meal benefits, (2) a system is in place for reviewing any additional application
submitted by the households to ensure that the information is the same as that
indicated on the original application and (3) a system is in place for eliminating
duplicate applications from the file.

Distributing Applications Early

Q-4 May applications be provided at the end of the school year for parents to return at the
beginning of the next school year?

A No, because the application is to be based on the household’s eligibility at the
beginning of the new school year. Therefore, households must be provided with the
eligibility criteria near the beginning of the school year and not before July 1.

Preprinted Applications

Q-5 In a computerized operation, may a preprinted copy of last year’s application be given
to the household so that they can easily update the application? What items may be
preprinted?

A It is the household’s responsibility to complete the application. A school may send
households an application with the child’'s name, the name of the household, and the
household’s address preprinted. No other information may be preprinted.

Reviewing Official’s Responsibilities

Each SFA is required to designate a reviewing official in their Policy Agreement (See Chapter 3
— Policy Agreement). The reviewing official(s) must review each application for free and
reduced-price school meals submitted to ensure that it is complete. If it is complete, the
reviewing official approves or denies it based on the reported information. Any questionable or
inconsistent information on the application must be clarified before the application is processed.
The reviewing official then records the date of the approval or, if applicable, the date and reason
for the denial and notifies the household of approval or denial.
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Applications should be processed in a timely manner. An eligibility determination should be
made as quickly as possible, but always within ten working days of receipt of the application.
Priority should be given to applications for students who do not already have one on file (for
example, students who have transferred from other SFAs, siblings of categorically eligible
students and students without a sibling in the SFA.) Recommend that SFAs date and/or stamp
application once received by household(s).

Once an application has been received, it becomes the official record. SFAs should keep the
information on the application up to date. Documentation of contacts with the household and of
all information received should be recorded directly on the application or attached to it.

Approval of Applications
by a Food Service Management Company

Q-6 May the approval of the Free and Reduced-Price School Meals Family Applications be
delegated to a food service management company along with other management
responsibilities?

A No. The determination of eligibility for free and reduced-price meals is a SFA
responsibility and cannot be assigned to a food service management company.
School officials are directly responsible for determining eligibility and maintaining
confidentiality of the information on the application. Refer to Chapter 15 — Food
Service Management Companies in this Program Reference Manual for additional
information.

Checklist for Reviewing Official
The following information must be provided by the household before an eligibility determination
can be made:

Income Eligible:
= Names of all household members;
= Last four digits of social security number of the adult household member who signs the
application or an indication that he/she does not have one;
= The amount of current income received in the prior month by each household member;
identified by source, such as wages, welfare, alimony, etc.;
= Signature of an adult household member.

SNAP/TANF Households:
= Name of child;
= Current SNAP/TANF case number (generally, this number will never exceed eight digits
versus a 16 digit EBT card number);
= Signature of an adult household member.

Head Start and Even Start Students:
= An approved Head Start or Even Start application for the child’s family;
= A Agreement of enrollment in Head Start or Even Start;
= Alist of children participating in Head Start or Even Start.
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Eligibility Based on Household Size & Income

Households applying for free or reduced-price meals based on their household size and income
must provide the following information on the application:
= Name(s) of student(s);
= Names of all household members;
= The last four digits of the Social Security number of the adult household member who
signs the application or an indication that the adult household member does not have a
Social Security number;
= The amount of income received by each household member in the prior month identified
by the individual who receives it, and the source of income (for example, wages, welfare,
alimony, last four digits of social security, etc.)
= Signature of an adult household member.

Applications with Missing Information

The reviewing official must not delay approval of an application if the household fails to provide
any non-required information. For example, households are not required to complete the
racial/ethnic identity question. However, if the household does not complete this section, a
school official must complete it, unless the racial/ethnic identity data is available by other means
within the SFA’s records.

Every reasonable effort should be made to obtain required missing information prior to denying
the application. If an application is incomplete, it may be returned to the household or the
household may be contacted either by phone or in writing to obtain the information. Document
the details of the contact, enter the information received on the application, initial and date the
entry. SFAs should never cover any information provided by the household on the application
with correction fluid.

If any information provided on the application is discovered to be incorrect (through contact with
the household), the SFA should:

Cross out the original information with one line in red ink.
Correct the information as provided by the household.
Document the source of the correct information.

Initial and date the changes.

rPwnNPE

If the application is missing the signature of an adult household member, the application must
be returned to the household. The household member’s signature certifies that the information
on the application is true and correct.
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Complete Applications
Does the racial/ethnic identity question have to be completed by the household?

No. However, regulations implementing the Civil Rights Act of 1964 require recipient
agencies to have available for review racial/ethnic data showing the extent to which
minorities apply for and are beneficiaries of federally-assisted programs. If the
households do not complete the racial/ethnic data question, a school official should
complete it.

.
Does an emancipated child sign his/her own application? Is a Social Security number
required?

An emancipated child who lives alone 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 Social Security number is required since the emancipated child is not an adult.

Determining Household Income

A household that is not categorically eligible to receive free CNP benefits must provide
household size and income information on the Free and Reduced-Price School Meals
Application (see Chapter 3 — Policy Agreement, Appendix B) when applying for benefits.

Reportable Income

Households must report any money received on a recurring basis including gross earned
income. Gross income is the amount earned before deductions for income taxes, employee’s
social security taxes, insurance premiums, etc. Total gross income must be considered
regardless of amounts that are garnished or used to pay creditors. The amount reported should
be the amount received during the most recent month before applying. Income to be reported

includes:

= Payment for services, wages, salary, tips, commissions or fees, including overtime
earnings;

= Earnings of a student for full-time or regular part-time work;

= Social Security bengfits;

= Supplemental Security Income (SSI);

= Public assistance/welfare payments (TANF, etc. but not SNAP);

= Alimony or child support payments;

= Unemployment compensation;

= Government civilian employee or military retirement or pension;

= Veteran’s payments;

= Private pension, annuities, or retirement income;

Regular contributions from persons not living in the household;

Strike benefits;

Workers’ compensation or disability benefits;

Net income for self-employed farmers and business persons, net rental income, and

royalties;
= Dividends or interest on savings or bonds;
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Income from estates or trusts;

Other cash income including cash amounts received or withdrawn from investments,
trust accounts, and other resources that would be available to pay the price of a child’s
meal;

Military benefits received in cash, such as housing allowances for military households
living off-base and food allowances. See page 10-12 for more information.

Q-9

Rental Income

If one household owns a housing unit and rents living space to another household,
does the household receiving the rental fees have to report this amount as income?

Yes. Income includes money derived from rent of room(s), apartment(s), etc. If a
household receives rental income from another household, it must be included as
income. The treatment of rental income would be similar to the treatment of self-

employment income.

Income Excluded
Income not to be counted or reported in the determination of a household’s eligibility for free or
reduced-price meals includes:

Any cash income or value of benefits a household receives from any federal program
that excludes such income by legislative prohibition, such as the value of food
assistance provided under SNAP. For a complete listing of federal programs exempt
from reporting the value of benefits as income refer to USDA’s Eligibility Guidance for
School Meals Manual;

Student financial assistance provided for the costs of attendance at an educational
institution, such as grants and scholarships, awarded to meet educational expenses and
not available to pay for meals;

Loans, such as bank loans, since these funds are only temporarily available and must be
repaid;

The value of in-kind compensation, such as military on-base housing or any other non-
cash benefit;

Occasional earnings received on an irregular basis, not recurring, such as payment for
occasional babysitting or mowing lawns;

Lump sum payments or large cash settlements (such as an insurance payment for fire
damage to a house) unless the household makes regular withdrawals from that lump
sum and uses the money for living expenses.

Q-10

Rent Paid by Two Separate Households
If two separate households rent living space (e.g. an apartment or house), and one
household gives its portion of the rent to the other household which, in turn, transmits
the full rent to the landlord, does the rental income given to the transmitting household
count as rental income?

No. The transmitting household has not received income; rather it is performing a
simple financial transaction that does not provide it with additional income.
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Military Benefits

An in-kind benefit is excluded, such as non-privatized on-base housing, where no cash is
provided to the household. Other sources of excluded income related to the military:

[ Family Subsistence Supplemental Allowance (FSSA) - By law, the FSSA is not counted as
income in determining eligibility for free and reduced price meals;

[1 Privatized housing allowances received under the Military Housing Privatization Initiative are
not counted as income. Under this privatization initiative, a housing allowance appears on the
leave and earnings Agreement of service members living in privatized housing. The exclusion
only applies to service members living in housing covered under the Military Housing
Privatization Initiative. Housing allowances for households living off-base in the general
commercial/private real estate market are counted as income. Additional information about
DOD’s Military Housing Privatization Initiative, including a list of affected installations, may be
found at http://www.acq.osd.mil/housing;

[1 Combat Pay is excluded if it is:
¢ Received in addition to the service member’s basic pay;
o Received as a result 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/her deployment to or service in
the designated combat zone.

[1 Combat pay as described is extended to Deployment Extension Incentive Pay (DEIP). DEIP
is given to active-duty service members who agree to extend their military service by completing
deployment with their units without re-enlisting.
e This exemption applies only until the service members return to their home
station. DEIP payments provided to service members that are not considered
deployed are not exempt.

Military Housing

Q-11 1. Why is the housing allowance provided to service personnel counted as income
when the value of provided housing is not?

Income is defined as all cash received on a recurring basis. In-kind benefits, by

A definition, are not cash payments, and, therefore, are not considered as income for the
purpose of determining free and reduced price eligibility. School officials are not in a
position to determine the value of in-kind benefits, such as housing for clergy, cars for
salespersons, employee medical or dental benefits, etc. The income exclusion for in-
kind benefits is uniform throughout the school meal programs. To treat in-kind benefits
provided to military households differently from in-kind benefits provided to the general
population would create an inequity. The fact that the value of military on base housing
is more readily identifiable than other sources of in-kind benefits would not lessen the
inequity.
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Possible Problems
If the income reported seems inappropriate for the pay frequency specified, contact the
household to clarify how often the income is received.

If the household reports an hourly wage but does not report the number of hours worked, before
calculating household income, the SFA must contact the household to clarify how many hours
are normally worked.

How to Compute Total Income

It is the responsibility of the reviewing official to compute the household’s current total gross
income and to compare the total amount to the Household Size and Income Guidelines. (See
the current year’s guidelines provided in the SFA’s Policy Agreement.)

1. If the income given for the adult household member(s) is provided in one common time
frame and more than one source of income is provided, add the income amounts
together.

2. If there are multiple income sources with more than one frequency, the LEA must
annualize all income by multiplying:

Weekly income by 52;

Bi-weekly income (received every two weeks) by 26;

Semi-monthly income (received twice a month) by 24;

Monthly income by 12.

3. Compare the total income to the income eligibility guideline for the specified time frame
(for example, monthly) and household size on the Household Size and Income
Guidelines chart. (Use the current guidelines provided in the SFA’s Policy Agreement.)

Seasonal Workers, Self-Employed and Farm Income

Current income may be calculated differently for seasonal workers and self-employed persons.
Seasonal workers, such as migrants, and others whose income fluctuates usually earn more
money in some months than in other months. The previous month’s income may not represent
the household’s current circumstances.

In these situations, the household may project its annual rate of income and report this amount
as its current income or use the prior year’s income if it provides an accurate reflection of the
household’s current income.

Self-employed persons are allowed to report net business income rather than gross business
income. Netincome for self-employment is determined by subtracting business expenses from
gross receipts. Net income for a self-employed farmer is figured by subtracting the farmer’s
operating expenses from gross receipts. Gross receipts include the total value of goods sold or
services rendered by the business/farm. Self-employed persons may use income tax records
for the preceding calendar year as a base to project the current year’s income, unless the
current monthly income provides a more accurate measure.

Additional income received from other kinds of employment must be treated as separate and
apart from the income generated from a self-owned business. For example, if the business
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operated at a net loss, but the household member or another household member held additional
employment for which a salary was received, the income for purposes of applying for free and
reduced-price meals would be the income from the salary only. The loss from the business
cannot be deducted from a positive income earned in other employment. For purposes of
applying for CNP benefits, it is not possible to report a negative income from any business
venture. The least income possible is zero (no income).

Pay Stubs Provided but No Income Listed

Q-12 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 is eligible for benefits. What should the
reviewing official do?

A Rather than denying the application or returning the application to the household, the
reviewing official may contact the household by phone or in writing to ensure that the
household submitted all documentation of income. The official should document the
contact, enter the information on the application and initial and date the action.

Known Income Not Provided

Q-13 Can the reviewing official make an eligibility determination based upon other income
sources which were not declared on the application but about which the official
knows?

A No. The reviewing official must make the initial determination based upon the face
value of the application. However, immediately after the application is approved, the
SFA may begin the verification process on the application.

Additional Income Suspected
Q-14 What if the reviewing official suspects that there are other sources of income?
A Any application that contains questionable information must be verified as soon as

possible. See Chapter 11 — Verification of Eligibility in this Program Reference Manual
for additional information and instructions.

Determining Household Size

School officials must often use their discretion in making household size determinations.
However, household composition, for the purpose of making an eligibility determination for free
and reduced-price benefits, is based on economic units. The definition of those and other
important terms are provided below:
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Definitions
Household — 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.

Economic Unit — A group of related or unrelated people, who share housing and/or all
significant income and expenses of its members. Generally, individuals residing in the same
house are an 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 economic independence from one another.

Household of One — A one-person household. This term applies to an emancipated child living
alone or as a separate economic unit.

SNAP Household — Any individual or group of individuals currently certified to receive benefits
under the Supplemental Nutrition Assistance Program (SNAP).

TANF Assistance Unit — Any individual or group of individuals currently certified to receive
assistance under the Temporary Assistance for Needy Families (TANF) program.

Categorical Eligibility — A child for whom SNAP/TANF is received is automatically eligible for
free meals when the household provides a current SNAP or TANF case number on the
application.

Students Away at School — Students who are temporarily away at school, for example
students attending boarding schools or colleges, should be counted as members of the
household.

Military Families — Military personnel on shore duty living with the household or away on
Temporary Duty (TDY) are considered household members. Military personnel serving
overseas or assigned to a military base and not living with the household are not considered
members of the household for purposes of determining eligibility, but the money sent to the
household is included as income to the household.

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 friends of the family, the child is considered to be a member of the household
with whom he/she resides, and the size and total income of that household is used to determine
the child’s eligibility. Children of divorced or separated parents are generally considered part of
the household that has custody.

Joint Custody — When joint custody has been awarded and the child physically changes
residence, the child is considered part of the household where he/she resides. In these
situations, if both parents apply for benefits in the same SFA for the child, and different eligibility
statuses result, the greatest benefit level is used. For example, if the mother’s situation results
in eligibility for free meals but the father’s application is denied, the child would receive free
meals regardless of which parent had custody at the time.
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Adopted Child — An adopted child for whom a household has accepted legal responsibility is
considered to be a member of that household. Therefore, the household’s size and total income
is considered in the eligibility determination.

Adoption Assistance Payments

Q-15 Are children for whom households receive adoption assistance payments under Title
IV-E of the Social Security Act automatically eligible for free school meals?

A No. Sections 673 and 674 of the Social Security Act specify that, for purposes of
Titles XIX (medical assistance) and Title XX (child care), children whose parents
receive adoption payments shall be deemed to be recipients of the Aid to Families with
Dependent Children program (formerly AFDC, now TANF). However, the statute did
not extend eligibility to the NSLP, SBP, or SMP. Additionally, there is no legislative
prohibition from considering the adoption assistance payments as income. Therefore,
the amount of the adoption assistance payment must be included as household
income.

Child Attending an Institution — A child who attends but does not reside in an institution is
considered a member of the household in which he/she resides.

Homeless — An individual who lacks a fixed, regular, and adequate nighttime residence. See
section entitled, “Categorical Eligibility of Homeless and Runaway Students” for additional
information.

Emancipated Student — A student living alone or as a separate economic unit is considered to
be a household of one. In some cases, an emancipated student may be living with relatives or
friends, none of whom is an adult. If the household is one economic unit, all income and
household members must be included to determine eligibility. Age is not a factor in defining an
emancipated student.

Student Pays Room and Board

Q-16 If a child lives with his/her parents and is required to pay for room and board, is the
child considered a separate household?

A Not usually. The child is considered to be a separate household only in those cases
where the child is living alone or as a separate economic unit. Separate economic
units are usually characterized by the prorating of most household expenses. Most
students paying room and board are usually paying a token amount and are not
economically independent of their parents and are therefore not considered to be
emancipated.

Boarding School Students — A student in boarding school is considered a member of the
household in which he/she normally resides; therefore, household size and total household
income are considered in the eligibility determination.
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Foreign Exchange Students — A foreign exchange student is considered a member of the
household in which he/she resides. Therefore, the household size and total household income
are considered in the eligibility determination.

How to Use This Guidance

Q-17 How much judgment or discretion may the SFA exercise in determining whether a
household does or does not meet the eligibility criteria for benefits?

A Frequently questions arise concerning what is to be included as income and what
constitutes a household. Free and reduced-price guidance is intended to provide
guidelines for those individuals making eligibility determinations. The guidance
cannot, however, address each individual situation. Reviewing officials will
occasionally have to apply the broad concepts set forth in this guidance to some
individual situations. If unusual situations unlike any examples in the guidance arise,
the reviewing official should contact SCDE.

DOCUMENTING FREE MEAL ELIGIBILITY FOR FOSTER CHILDREN

The LEAs are encouraged to establish formal mechanisms with State and local foster care
agencies and courts to receive information directly from these agencies to facilitate certification
for free meals for foster children. LEAs and foster care agencies or courts should have a written
agreement between the agency or court and the LEA setting out or confirming the manner in
which LEA officials would be provided the children’s status. Documentation can be submitted by
an appropriate State agency or court (Direct Certification):

e Electronic/computer match directly to the LEA or other child nutrition program institution
indicating the status of the child as a foster child without further application;

e LEAs can accept a State agency’s or court’s letter confirming the child’s status as a
foster child submitted by the household; or

e Foster parents may complete an application and check the appropriate box indicating
the child’s status as a foster child. No further documentation is required (the application
is subject to verification).

Foster Parents Apply for Benefits

Q-19a When foster parents apply for benefits for their own children, do they include their
foster children as household members? Do foster parents include the payments
provided by the welfare agency for care of the foster children as income to the
household?

A No. A foster child is the legal responsibility of a welfare agency or court. Because
each foster child is a household of one, foster children are not included in the foster
parents’ household. Payments received by the household for care of a foster child are
intended to be used for the foster child and are not included as part of the foster
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Q-19b

Q-19c

Q-19d

Q-19%

parents’ income.

5. Is a child considered a foster child if placed in a relative’s home?

Provided a child is placed in a relative’s home by a State or court system, they are
considered a foster child and eligible for free meal. Informal arrangements among
relatives do not qualify a child as a foster child and thus the child is not categorically
eligible for free meals.

6. 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.
Foster Parents Apply for Benefits

7. Is the direct certification process required for a foster child and what documentation
is required to verify a child’s status as a foster child?

Direct certification is not required for foster children; however LEAs and other child
nutrition institutions are strongly encouraged to establish formal mechanisms with
State and local foster care agencies or the courts to 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 s/he has been place in the foster care
system or if appropriate a list of children in foster care from the welfare or court system
is sufficient.

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

Since foster children are categorically eligible for free meals, the LEA notes the foster
child’s free 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 s/he may have.

An Institutionalized Child is one who is living (even temporarily) in a residential child care
institution (RCCI) that the state has determined is not a boarding school.

A institutionalized child is considered a household of one. Each institutionalized child must be
on a separate application that includes:

The name of the child;

The student’s personal use income;
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» The signature of an adult household member, caseworker, or official of the residential
child care institution — The last four digits social security number of the adult signing the
application is not required.

Personal Use Income is income received and kept by the student for his/her own personal use.
It is not the income a foster family or institution receives for care of the child. Often a child’s
personal use income is “0.” In this case, the amount to report on the application is “0.” If the
personal use income reported is “0” for an institutionalized or foster student, the application
does not require temporary approval.

If the student works part-time or receives an allowance, this income must be reported. The
income is converted to a monthly amount, if necessary, and then compared to the Household
Size and Income Guidelines for a household of one.

If the income on the application is left blank, the application is not considered complete and
must be denied until the foster parent or caseworker can provide the information.

Students Who Reside In an RCCI but Attend Public School

Q-20 Is an application with household size and income information required for students
who reside in a Residential Child Care Institution (RCCI) and attend public school
during the day?

A Yes. The day school must have an application on file for each child for whom a free or
reduced-price meal is served and claimed for reimbursement, regardless of the child’'s
place of residence. Institutionalized children are not to be categorically certified as
eligible for free or reduced-price benefits. A record of each child’s income, even if “0,”
must be identified on the application for free and reduced-price meals.

Additional Guidelines for Application Approval
Notification of Eligibility Determination
All households must be notified of their eligibility status. Households approved for benefits may
be notified verbally.

Households who have been denied benefits must be notified in writing. The notification must
advise the household of:

= The reason for the denial of benefits;
= The right to appeal;
= |nstructions on how to appeal;

= An Agreement that the household may re-apply for free or reduced-price benefits at any
time during the school-year.
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The Notification Letter (Letter to Household about Approval or Denial of Benefits) (Appendix D)
is provided in SCAPS.

Q-21 What if a child is eligible for free meals but the household wants to pay?

A The SFA should respect the household’s wishes and allow the child to pay either the
reduced-price or full-paying amount. The application should correctly reflect that the
child is eligible for free meals. However, the school should note on the application that
the household has elected to pay. It is preferred to have a simple written Agreement
on file from the parent/guardian.

Reimbursement for meals claimed in these circumstances should be claimed at the
same rate as the amount paid by the parent (i.e. if a parent pays the “paid” student
amount, the meal should be claimed as “paid.”) A household reserves the right to
revert back to their approved level of eligibility at any time.

Needy Households That Do Not Apply

Local officials may complete an application for a student known to be eligible if the household
fails to apply. This option is intended for limited use in individual situations and must not be
used to make eligibility determinations for categories or groups of children. It should be
exercised only as a last resort in certifying a child for benefits.

When exercising this option, the school official must complete an application on behalf of the
student based on household size and income information provided by a collateral contact. A
collateral contact is a creditable person outside of the household who is knowledgeable about
the household’s circumstances and can give confirmation of a household’s income or
SNAP/TANF status. Collateral contacts include employers, social security agencies and
religious or civic organizations. The reviewing official should request a collateral contact only
when the household has not been able to provide adequate written evidence of eligibility. The
source of the information must be noted on the application.

Names of household members, Social Security number and signature of an adult household
member are not required. The household must be notified that the student has been certified
as eligible and is receiving free or reduced-price CNP benefits. These applications should be
excluded from verification.

Hardship Cases

Households that are not categorically eligible or income eligible cannot be approved for benefits.
There are no provisions for making exceptions based on unusual household circumstances,
such as high medical expenditures or similar hardships.

SFAs may establish a special fund to cover the costs of meals for students that cannot be
approved for benefits, but who are in need. Contributions from individuals or civic organizations
can be provided to cover the costs of these meals. If a SFA chooses to implement this option, it
is important to remember that the confidentiality of the student must be protected at all times.

Citizenship

July 2013  South Carolina School Food Service Program Reference Manual Page 10-18




U.S. citizenship is not a factor in the determination of eligibility. An eligibility determination is
based on household size/income or the receipt of SNAP/TANF benefits for the child as reported
on a completed application. The SFA must apply the same eligibility criteria for citizens and
non-citizens.

Appeals

A household may appeal the denial of their application or the level of benefits for which they
have been approved. The hearing procedures outlined in the SFA’s Policy Agreement (see
Chapter 3 — Policy Agreement) must be followed.

When a household appeals the reviewing official’'s decision, the hearing official designated by
the SFA must base the final decision on all available documentation and the income eligibility
guidelines. Providing free or reduced-price benefits for households that do not meet the
eligibility guidelines is not allowed. With limited exceptions associated with civil rights and/or
due process violations committed by the SFA, the decision of the hearing official is final.

Alternative Schools

Currently there are many SFAs patrticipating in some type of alternative school or site that
provides meals to students from several schools within the SFA. Procedures for maintaining
applications and the counting and claiming of reimbursable meals for this type of school are the
same as any other school site in the SFA.

One accepted procedure is for the alternative school to keep copies of the students’
applications, direct certification eligibility, or roster with each student’s eligibility on file from the
“sending schools.” The school which is providing meal service may claim reimbursement for
eligible students in the proper category. In some situations a student’s attendance in such a
school may be short-term (a few days) or long-term (entire school year). Adjustments and
notations should be entered on the meal counting and claiming records to justify the claim when
applicable and to document current numbers of approved students. To the extent practical,
there should be procedures in place to ensure that these students can’t be accidently claimed at
two locations for the same meal.

If the SFA chooses to use a different procedure than the one mentioned here, please contact
SCDE and the Office of Nutrition Programs.

Cooperative Schools

Some SFAs patrticipate in a type of alternative school, magnet school, charter school or school-
of-choice that involves several cooperating SFAs. The guidelines discussed below should be
followed when establishing procedures for maintaining applications, as well as counting and
claiming reimbursable meals for this type of school.

If a student is eligible for free or reduced-price meal benefits in their home SFA, a copy of the
approved application may be mailed to the SFA where the student attends school and
consumes meals/snacks/milk. Applications should never be faxed. The application should be
reviewed and initialed by a reviewing official of the SFA where the student attends school and
consumes meals/snacks/milk. Reimbursement is claimed by the SFA of the site where the
student eats meals/snacks/milk. To the extent practical, there should be procedures in place to
ensure that these students can’t be accidently claimed at two locations for the same meal.
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A student’s attendance in a cooperative school may be short-term (a few days) or long-term
(entire school year). Adjustments and notations must be entered on records to justify the claim
and to document current numbers of approved students.

Specific procedures regarding the transmittal, chain-of-custody, and updating of confidential
student eligibility data, as well as all other matters referenced above should be documented as
part of the overall operating agreement executed between all participating SFAs.

Categorical Eligibility of Migrant Students

“‘Migrant” students, as defined by the Migrant Education Program authorized by the federal
Elementary and Secondary Education Act, are categorically eligible for free meal benefits. This
status can be conferred by the CNP upon receipt of a list of eligible students certified by a SFA’s
local Migrant Coordinator. No further documentation is required. This status supersedes any
application or other documentation submitted by an affected household.

Categorical Eligibility of Homeless and Runaway Students

A student is categorically eligible for free meal benefits if he/she is categorized as “homeless” or
‘runaway” by the SFA liaison for the McKinney-Vento Homeless Assistance Act, the
Runaway/Homeless Youth service provider or the director of a homeless shelter. This status
can be conferred by the SFS program upon receipt of a certified list of eligible students. No
further documentation is required. This status supersedes any application or other
documentation submitted by an affected household.

Change in Homeless Status

School officials must work closely with the local SFA homeless liaison and directors of homeless
shelters to ensure that children are provided free meal benefits as promptly as possible when
needed and that the SFS program is promptly advised when children leave the school or are no
longer considered homeless. When children are no longer homeless, school officials must
provide the household with an application for free and reduced-price meals.

Homeless 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 is not taken into consideration in
determining the free meal eligibility for the children) designated as homeless by the local school
SFA liaison. Additionally, when a host family applies for free and reduced-price meals for their
own children, the host family may include the homeless family as household members of the
host family provides financial support to the homeless family, such as shelter, utilities, clothing,
or food. In such cases, the host family must also include any income received by the homeless
family. School officials must determine eligibility for the host family in the traditional manner.
However, free meal eligibility for the homeless child is based on the documentation provided by
the local school district liaison, even when the child is included on the host family’s free and
reduced-price meal application. The host family’s eligibility should be reevaluated when their
household size decreases, i.e. the homeless family leaves.

Categorical Eligibility of Head Start and Even Start Students

Head Start and Even Start students may be categorically eligible for free benefits when enrolled
in programs.
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Head Start
Children enrolled in SFA-sponsored federally funded Head Start centers that meet the low-
income criteria of Head Start Program regulations are considered categorically eligible for free
meals. Verification of eligibility from the household is not required when documentation of
categorical eligibility is obtained from Head Start officials. Examples of acceptable
documentation of a child’s Head Start participation include:

= An approved Head Start application for the child’s family;

= A Agreement of enroliment in Head Start; or

= Alist of children participating in Head Start.

Even Start

For a child to be categorically eligible for free meals based on their participation in Even Start,
the child must be enrolled as a participant in a federally funded Even Start Family Literacy
Program and must be at the pre-kindergarten level. Categorical eligibility does not apply to
other family members. Documentation of a child’s participation in a federally funded Even Start
Program is required to establish categorical eligibility for free meals. Confirmation that the child
has not yet entered kindergarten must be included in the documentation from the Even Start
official. Verification of eligibility from the household is not required when documentation of
categorical eligibility is obtained from Even Start officials. Examples of acceptable
documentation of a child’s Even Start participation include:

= An approved Even Start application for the child’s family;
= A Agreement of enrollment in Even Start; or
= Alist of children participating in Even Start.

Categorical Eligibility of SNAP/TANF Recipients

Households currently participating in the SNAP or TANF program are categorically eligible for
free meal benefits. If the household is not directly certified, they must complete an application
for benefits and provide the following information:

1. Name of student(s);
2. Current SNAP or TANF case number;
3. Signature of an adult household member.

No further information is required for the application to be considered complete.

The South Carolina Department of Social Services (DSS) provides some families with Electronic
Benefits Transfer (EBT) cards. These cards (with a 16 digit account number) are used like debit
cards by the families receiving benefits. EBT card numbers are not acceptable on the
application and do not automatically qualify students for CNP benefits. SFAs must be careful
when reviewing applications to ensure that SNAP and TANF case numbers appear to be valid.
If the household provides a questionable SNAP/TANF number the SFA may:

= Approve/deny the application based on the household’s size and income information
provided,

= Call the local DSS office to verify that the household is receiving SNAP/TANF benefits
(document the correct case number provided by DSS on the application);

= Deny eligibility until a complete application can be obtained.
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If a household has provided a valid SNAP or TANF case number and also reports income, the
eligibility determination should be based on the fact that the children are eligible for SNAP or
TANF benefits. Students eligible for benefits through the Food Distribution Program on Indian
Reservations (FDPIR) receive SNAP and/or TANF benefits and are also categorically eligible.
The FDPIR is not operated as a separate program in South Carolina.

In August 2009, USDA issued updated policy guidance requiring SFAs to extend categorical
free meal eligibility to all other children included on an application when any child in the
household is receiving SNAP/TANF benefits. Any income information on applications should be
disregarded. The eligibility status of these students remains in effect from the first day that the
application is approved in the current school year through the 30" operating day of the next
school year. In addition, newly enrolled siblings may be added. For additional information, see
Chapter 10 — Determining Eligibility.

Error in Eligibility Determination Discovered

Q-22 An application was approved for benefits and the household was notified. During a
review of the applications later in the school year, the reviewer discovered that the
reviewing official has erred and that the information on the application did not support
the household’s eligibility for benefits. What should be done?

Whenever there is a reduction or termination of benefits in the same school year, for

A any reason, the household must be provided the 10-calendar day advance written
notice of adverse action. When there is an increase in the level of benefits, the
household must be notified and the increase in benefit level provided within a three-
day period. (See section entitled, “5. Complete Confirmation Reviews of Applications
in Sample” in Chapter 11 — Verification of Eligibility in this Program Reference Manual
for additional information, instructions and form letters that may be used to notify the
household.)

Participation of Adults in the National School Lunch Program

The National School Lunch Program (NSLP) is a food assistance program for children. The fact
that an adult may be in the Even Start Literacy Program and/or taking remedial or other classes
has no bearing on whether the adult is eligible for participation in the NSLP. The only times
meals to adults are eligible for reimbursement under the NSLP are when the adults are:

= Enrolled in a General Educational Development (GED) program that meets in the school
during the school day, or

»= Enrolled in a school of high school grade or under and, therefore, meeting the definition
of “child”.

In the latter case, the adult student would be included in the SFA’s total enroliment of students
for funding and other purposes, the same as other students of high school grade or under.

Any adults meeting one of the above criteria who wish to obtain free or reduced-price benefits
under the NSLP must complete an application for meal benefits.
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Eligibility Based on Direct Certification

Direct certification is the process by which certain students are automatically approved for free
CNP benefits due to information provided by a state or local agency (for example the South
Carolina Department of Social Services) or other authorized individual (for example the director
of a homeless shelter). For additional information, instructions and letters that can be used see
Chapter 10 — Determining Eligibility in this Program Reference Manual.

Use of Automated Systems in Application Approval Process

The use of automated systems in the approval process of applications for free and reduced-
price meals has increased in recent years. In an automated system, the manual completion of
the eligibility section on the application form is counterproductive. It is acceptable for SFAs with
automated systems to disregard the manual completion of this section. The SFA’s system must
have the capacity to generate a listing of all students on applications, the basis of approval, the
eligibility status, the date of approval, and other significant dates, such as withdrawal and
reentry.

Release of Eligibility Determination

The information on applications must be kept confidential. However, USDA has authorized
SFAs to release student free and reduced-price school meal eligibility status under specific
circumstances only. Aggregate data on children eligible for these benefits is allowed, but
Section 108 of Public Law 103-448 authorizes the disclosure of individual children’s free and
reduced-price school meal eligibility status for certain federal and state education programs.
Refer to Chapter 5 — Confidentiality & Disclosure of Eligibility provided in this Program
Reference Manual for additional information. A waiver of confidentiality by the child’s
parent/guardian is still required whenever eligibility status is released with an individual student
name to any other program.

Access to Information by Noncustodial Parents
Q-23 May a noncustodial parent obtain information on the application?

A No. The free and reduced-price meal application information may not be released to
anyone (including a noncustodial parent) for non-program purposes without the written
consent of the adult who signed the application or presentation of a subpoena or other
court order.

Record Keeping

All free and reduced-price applications, and other documentation listed below, must be kept on
file for a minimum of three years after the end of the fiscal year to which they pertain. However,
if audit findings have not been resolved, the documentation must be retained until the audit is
closed.

= Applications (free and reduced-price) approved for benefits;

= Applications from households denied benefits and denial letters sent to them,;

» |nactive/withdrawn applications;

= Direct certification lists or electronic files from DSS;
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= Direct certification notification letters sent to households by DSS;
= Letters sent by the SFA to households on the direct certification list/electronic file.

For applications from households approved for benefits, the reviewing official should:
» |ndicate the date each application is approved;
= Indicate the level of benefit for which each student is approved,;
= Sign or initial the application.

For applications from household denied benefits, the reviewing official must:
= |dentify the reasons for the denial,
= Record the date of the denial;
= Record the date the denial notice is sent;
= Sign or initial the application.

In manual systems, these notes are indicated on the bottom of the application form in the area
reserved for information recorded by the reviewing official. In an automated system, the level of
benefits for which a student was approved (or denied) and the date of the determination should
be indicated by the student’'s name on the computer printout.

Using Automated Systems

Q-24 In a computerized operation where the computer generates the determination, does
the reviewing official have to sign or initial each application?

A No. However, the computer system should be able to capture the original date of
approval and to update the status of applications to account for transfers, withdrawals,
terminations, and other changes.

When a student’s eligibility changes or the student transfers to another school, the date of
change or transfer should be noted on the application or any roster used and/or otherwise
maintained. Current applications must be on file and there must be records to support transfers
of students out of the school.

Computer-Based Records

Q-25 May changes in status of an application be maintained in a computer instead of being
noted on the application?

A Yes. Changes in the status of an application may be maintained in a computer instead
of being noted on the application. School officials must ensure that the changes are
readily retrievable by school and are provided to state and federal reviewers along with
the applications during a review of the applications.

Application Retrieval
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Applications should be maintained at a central location. Applications must be readily retrievable
by school which means that when called upon to do so for purposes such as administrative
reviews, school officials must be able to separate the applications for an individual school from
the others in the SFA in order to support the reviewed school’s claim for reimbursement.

There are several filing methods available. One possibility is to create separate files for each
attendance center. If households apply for several students in more than one attendance
center, a copy of the application would be made for each attendance center file.

When an automated system is used, the required information (as listed in the previous section
entitled “Record Keeping”) must be available not only on a current basis but also for prior
months. When printouts are used for issuing the medium of exchange, updates provided for the
cashier should be added to the master printout with the date that the update became effective.
If and when an updated master printout is issued to the cashier, it should be cross-checked with
the printout that is currently in use. Any discrepancies should be resolved with the central office
and the previously used printout should not be discarded but retained as documentation that
supports prior months’ reimbursement claims.

SFAs using a computerized system to determine eligibility are not required to complete the
“school use” section of the application as long as eligibility determination can be tracked by
roster or other documentation. Changes to household size, income, etc. must be documented
on the application form as well as on the computer or electronic database. The application form
is the official source document from which eligibility is determined.

Maintaining Rosters and/or Eligibility List

The Administrative Review process requires the availability of rosters that are specific to the
month being reviewed and correlate to the use of household applications.

To ensure compliance with this requirement, rosters for each school or feeding site should be
maintained as follows:

1. Aroster should be generated each month that reflects the total enrollment and eligibility
status of all students as of the last serving day of that month;

2. Names on the roster should be separated by free, reduced-price, paid/denied,
withdrawn, or temporary status;

3. The separate listings of free or reduced-price students should then be organized in
numeric order by application number. Paid students may be organized by alphabetical
order or other existing unique identifier;

4. Each separate listing should have a total of students by eligibility status;

5. These rosters should be retained with their respective eligibility documentation and are
subject to normal record retention schedules;

6. These rosters should be maintained separately from any emergency rosters that are
produced for manual processing of meal counts at schools during a service outage of a
point-of-sale system; and

7. Even with the use of automated application processing systems, hard copies of rosters
should be maintained as software issues may impact the future accuracy of historical
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records, particularly among students whose eligibility status changes during the school
year.

In the interest of conservation, a SFA has the option of maintaining this information in an
extracted electronic file that is exported monthly and stored separately from their
automated application processing system. That electronic file must be formatted and/or stored
in such a fashion that its contents can’t be altered by future data entries. The file must allow for
the generation of a monthly paper roster that contains all of the required information.

Direct Certification for Free Meal Benefits

Definition and Basic Requirements

All school food authorities (SFA) that accept household applications as a method of determining
free or reduced eligibility are required to participate in the state’s Direct Certification (DC)
process. The DC process is managed by the South Carolina Department of Education (SCDE)
and reported via the South Carolina Automated Payment System (SCAPS).

The DC process matches student enrollment records (for those SFAs that utilize the
PowerSchool student data management system) throughout the school year with SC
Department of Social Services (DSS) eligibility records for Supplemental Nutrition Assistance
Program (SNAP a.k.a. food stamps) and Temporary Assistance to Needy Families (TANF). As
of the 2013-2014 school year, this process was expanded to include DSS records of all children
placed in the state’s Foster Care system. For those SFAs without PowerSchool availability, a
match list will not be available. However, access is provided to a searchable database to allow
those SFAs the ability to locate children and create their own match list.

It is important to note that Medicaid program eligibility cannot be used as a source for direct
certification or other approval for free or reduced meal benefits.

Eligibility Determination

Children identified through the DC process are automatically designated as Free from the date
the match is identified through the first thirty (30) operating days of the following school year. All
DC records should be treated with the same level of privacy and confidentiality as other free-
and-reduced eligibility documentation. Households whose children are directly certified through
use of this list are considered verified as well.

The list may not be distributed to anyone other than those directly responsible for determining
program eligibility and should never be faxed.

Documentation supporting direct certification must be maintained for three years plus the
current operating year.
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Carrying Benefits Forward From Previous Year

Q-1 If a child was directly certified during the prior school year, may his/her
benefits be carried forward to the current school year?

A Prior year direct certification benefits may be carried forward only for the first
30 operating days of the current school year. If the child is not on the new list
of directly certified students and an application is not received from the
household during this period, benefits must be terminated no later then the 31st
operating day of the new school year.

Content of Direct Certification List

Q-2 Is the direct certification list a complete listing of all children in the SFA
eligible for free meal benefits?

A No. There are three methods by which a child can receive free meal benefits: by
homeless designation, direct certification and by application. Directly certified
children are eligible to receive free meals for the current school year without
further application. All other households must complete the application
process in order to be certified as eligible for free or reduced-price benefits.

Sharing Direct Certification Lists

Q-3 May direct certification data be released to individuals or other school
program departments for non-program purposes?

A No. Direct certification data is subject to the same confidentiality provisions as
any other meal eligibility information.

Direct Certification of Siblings

If at least one (1) child in a household is identified as having DC status on the basis of SNAP or
TANF benefits, then all children in that household are eligible for free meal benefits and should
be considered as also having DC status. In instances where these additional children may not
be identified through the regular DC process, SFAs are required to make all reasonable efforts
to identify these additional children. Documentation to support common residency can be
provided through student enroliment records or the completion of a household eligibility
application.

Any income information on applications should be disregarded. The eligibility status of these
students remains in effect from the first day that their household relationship can be confirmed
in the current school year through the 30™ operating day of the next school year. In addition,
newly enrolled siblings may be added so long as documentation is available. Appropriate
measures should be taken to identify these children as directly certified and exempt them from
verification requirements.
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Note that this guideline does not apply to foster children, students enrolled in Head Start or
Even Start programs, or those students certified as free under the Migrant Education Program.

Students Who Transfer

Q-4 If a student who is directly certified transfers from one SFA to another, does
that certification also transfer?

A Yes. Eligibility for free meals that results from direct certification does transfer
from one SFA to another when proof of direct certification is transferred with
the student.

Effects of Direct Certification on Verification

Households whose children are determined eligible through the use of the direct certification list
are exempt from verification requirements. When the SFA count of applications on file on
October 1 is taken for the purpose of determining the number of applications to be verified,
children directly certified should not be included in the count. Also, directly certified children
should not be counted as verified. Implementation of direct certification will reduce the SFA’s
verification effort by reducing the number of applications on file, thus reducing the minimum
required verification sample.

Notification of Predetermined Eligibility

It is required that a written notice be sent to each household certified as eligible for free meal
benefits through direct certification. The notice must state:

= The names of their children eligible for free meals;
= No further application is required; and
= How to notify the school or SFA if they do not want their children to receive free benefits.

Use the Notification of Predetermined Eligibility (Direct Certification) letter (Form 10b-A),
provided at the end of this chapter, to notify households of their eligibility based on direct
certification. Complete the letter by entering the name, address and telephone number of the
contact person and the signature of the authorized representative in the signature block before
reproducing it on SFA letterhead. The school name can be deleted at the SFA’s option. Itis
strongly recommended that no further reformatting be done.
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Copy of Notification Letter

Q-5 Is it required that the SFA retain a copy of Form 10b-A, Notification of
Predetermined Eligibility (Direct Certification) sent to each directly certified
household?

A No. The SFA must retain a copy of the prototype letter provided with the SFA’s
Policy Statement for Free and Reduced-Price Meals but not a copy of each letter
sent. Note the date the letter was provided to each household on the list beside
the child’s name or use another method compatible with the SFA’s existing
systems.

Notifying Households No Longer Enrolled

Q-6 Must Form 10b-A, Notification of Predetermined Eligibility (Direct
Certification) be sent to the parent or guardian of children listed as directly
certified but who are no longer enrolled in the SFA?

A No. Children who are no longer enrolled are not eligible for free meal benefits.

Distribution of Applications

The distribution of the letter to parents and application forms to households of all children
enrolled in the SFA at the beginning of the school year is required to ensure that no child is
inadvertently excluded from participation. SFAs that implement direct certification are not
required to send the letter to parents and application form to those households eligible under
direct certification if these materials are distributed through the mail, individual student packets,
or other methods that prevent the overt identification of children eligible for direct certification.
Under this option, households will receive either a letter to parents with an application or a letter
notifying them their children are eligible for free benefits.

Predetermined Eligible Submitting an Application

One of the difficulties encountered by reviewing officials with regard to the direct certification
process is that households submit an application even after they have received the notification
of predetermined eligibility. In an attempt to reduce the number of applications received for
directly certified students, school officials are encouraged to send the notification of
predetermined eligibility as early as possible. However, direct certification takes precedence
over any application, regardless of reported income.
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Delivery of Benefits

The SFA must provide benefits promptly. Eligible children must receive benefits immediately
and the SFA may assume consent if refusal has not been received within a certain number of
days, as determined by the SFA.

If the household refuses benefits, the SFA must discontinue benefits immediately and must
document the refusal, preferably with a written note from the household.

Expiration of Categorical Eligibility

Because of year-long duration of eligibility, households are no longer required to report changes
in their categorical eligibility status. However, households may voluntarily report a change. If a
household reports a change that may reduce or terminate benefits, the SFA must explain to the
household that the change does not have to go into effect but, that at the household’s request
the change will go into effect. If the household wants the change to go into effect, the SFA must
provide a notice of adverse action. (See form provided in Chapter 11 — Verification of Eligibility
in this Program Reference Manual.)

Record Keeping

SFAs 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 they apply.
Documentation must be kept longer if they are required by an audit as long as required for
resolution of the issues raised by the audit.

Documentation should be maintained at a central location with a list of eligible children
maintained at the school. Children’s categorical eligibility status must be readily retrievable by
school and the SFA must ensure that any changes and transfers in and out of the school are
accurately and promptly reflected on each school’s list.
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Notification of Predetermined Eligibility (Direct Certification)
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

<Date>
Dear Parent/Guardian:
Because you have a foster child(ren) in your household and/or are currently eligible to receive benefits

through the Supplemental Nutrition Assistance Program (SNAP) or Temporary Assistance for Needy Families
(TANF), each child listed below has been pre-approved to receive FREE meals at school.

If you want your children to get free meals, do nothing.

If you have other children in your household who are not listed, contact our office immediately.

If your child brings home an application for free or reduced-price meals do not fill it out.

If you do NOT want your children to receive free meals, return the bottom portion of this letter to the
address below.

If any of the information listed above is incorrect or if you have any questions, please contact:

Name: <Reviewing Official>
Title: <RO Title>

Address: <RO Address>
Phone: <RO Phone>
Sincerely,

<Authorized Representative’s Signature>

<Authorized Rep’s Name>
<Authorized Rep’s Title>

Non-discrimination Statement: This explains what to do if you believe you have been treated unfairly.
In accordance with federal law and U.S. Department of Agriculture policy, this institution is prohibited from
discriminating on the basis of race, color, national origin, sex, age, or disability. To file a complaint of
discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington,
D.C. 20250-9410 or call (800) 795-3272 (voice) or (202) 720-6382 (TTY). USDA is an equal opportunity
provider and employer.

(Cut and return lower portion if desired.)

Date:

I do NOT want my child(ren) to receive free meals: (List names below)

Signature of Parent or Guardian:
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Special Assistance Provisions

Determining Eligibility for Free and Reduced-price Meals and
Reimbursement Claim Procedures

Three Special Assistance Provisions are available to School Food Authorities (SFAs) and
schools for determining meal eligibility and claiming meals for federal reimbursement monies.
Two Provisions or options (A and B) have been included in the SFA’s free and reduced-price
Policy Statement issued by the South Carolina Department of Education (SCDE) in the final
attachment for a number of years. Additional guidance on Provision 2 and Provision 3 has been
issued by the U.S. Department of Agriculture (USDA). SFAs with high percentages of free and
reduced-price eligibility may wish to consider participation.

Provision 1

In schools where at least 80 percent of the students enrolled qualify for free or reduced-price
meals, applications may be approved for a two-year period instead of one. The major qualifying
factor to participate in this Provision is to document the 80 percent eligibility based on March
enrollment during the base year. Under this Provision the school must only approve meal
applications every other year. Other record keeping requirements remain the same for claiming
meals, etc. A correctly approved application for free or reduced-price meals would be valid for
two years. Schools would be required to send a meal application to all other enrolled students
to ensure no student was denied free or reduced-price meal benefits if eligible during the
second year of the Provision.

Provision 2

This Provision allows schools to provide free meals to all students regardless of eligibility for
program benefits for up to four years including the base year of the Provision. This universal
free program has many benefits including the obvious reduction in paperwork; however, it is
best implemented in schools and/or SFAs where the majority of students are currently eligible
for free and reduced-price meal benefits. The SFA must be financially able to replace the
student revenue not collected from full paying and reduced-price students. After the base year
when applications are processed and meal counts are obtained for each claiming category,
reimbursement is based on percentages and actual daily meal counts for free, reduced-price,
and paid are not required.

Provision 3

This Provision allows schools to receive a comparable level of federal cash and commodity
support each year as it received in the base year, provided the school serves all meals at no
charge. The base year is the last year eligibility determinations and meal counts by category
are obtained under program rules. Reimbursable meals are served at no charge to all
participating students for a period up to four years or longer if an extension is granted. The level
of federal cash and commodity support is adjusted to reflect annual changes in enrollment and
inflation.

Optional provisions for determining eligibility and claiming meals under the National School
Lunch and Breakfast Programs are a result of paperwork reduction allowed in Section 9 of
Public Law 95-166 and Amendment 19 to Part 245.9 of the program regulations. Table 10c.1 -
Special Assistance Alternatives provided below shows a comparison of the major elements of
Provision 1, Provision 2, and Provision 3. Continuing after the table is a more detailed
explanation of each Provision.
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Chapter 10c — Special Assistance Provisions

Table 10c.1 — Special Assistance Alternatives

In an effort to reduce paperwork at the local level, Congress has incorporated into Section 11(a)(1) of the National School Lunch Act
three alternative provisions to the normal requirements for annual determinations of eligibility for free and reduced-price school meals
and daily meal counts by type (free, reduced-price and paid meals) at the point of service.

Provision 1 Provision 2 Provision 3

= This Provision reduces

application burdens by
allowing free eligibility to be
certified for a two-year period.

In schools where at least 80
percent of the children
enrolled are eligible for free or
reduced-price meals, annual
notification of program
availability and certification of
children eligible for free meals
may be reduced to once
every two consecutive school
years. All other households
must be provided a meal
application and are allowed to
apply for meal benefits each
school year. There is no
requirement to serve meals at
no charge to all students.

Schools must continue to
record daily meal counts of
the number of meals served
to children for reimbursement
claims.

Provision 1 has been an
option for schools since
publication of regulations in
1980.

= This Provision reduces application burdens and
simplifies meal counting and claiming procedures.
It allows schools to establish claiming percentages
and to serve all meals at no charge for a four-year
period.

= Schools must serve meals to all participating
children at no charge for up to four successive
years. During the first year, or base year, the
school makes eligibility determinations and takes
meal counts by type. During the next three years,
the school makes no new eligibility determinations
and counts only the total number of reimbursable
meals served each day. Reimbursement during
these years is determined by applying the
percentages of free, reduced-price and paid meals
served during the corresponding month of the base
year to the total meal count for the claiming month.
The base year is included as part of the four years.

= At the end of each four-year period, the state
agency may approve four extensions if the income
level of the school’s population remains stable.

= Schools selecting this alternative must pay the
difference between federal reimbursement and the
cost of providing all meals at no charge. The
money to pay for this difference must be from
sources other than federal funds.

= Provision 2 has been an option for schools since
publication of regulations in 1980.

= This Provision reduces application burdens and
meal counting and claiming procedures. It allows
schools to simply receive the same level of federal
cash and commodity assistance each year, with
some adjustments, for a four-year period.

= Schools must serve meals to all participating
children at no charge for up to four successive
years. These schools do not make additional
eligibility determinations. Instead, they receive the
level of federal cash and commodity support paid
to them for the last year in which they made
eligibility determinations and took meal counts by
type; this is the base year. For each of the four
years, the level of federal cash and commodity
support is adjusted to reflect changes in enroliment
and inflation. The base year is not included as
part of the four years.

= At the end of each four-year period, the state
agency may approve four-year extensions if the
income level of the school’s population remains
stable.

= Schools electing this alternative must pay the
difference between federal reimbursement and the
cost of providing all meals at no charge. The
money to pay for this difference must be from
sources other than federal funds.

= Provision 3 has been an option for schools since
1995 through an implementing memorandum.

2010
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Chapter 10c — Special Assistance Provisions

Special Assistance Provision 1

The National School Lunch Program (NSLP) regulations contain a clause known as Provision 1.
The purpose of this regulatory Provision is to reduce the burden of paperwork on parents and
on SFAs by reducing the requirements for taking applications. Provision 1 allows SFAs with
schools having 80 percent or more of their students eligible for free or reduced-price meals to
extend eligibility for such benefits for a two-year period based on the first year’s applications.

Requirements in Base Year

= Applications are distributed, and free and reduced-price eligibility determinations are
made using the standard procedures, including the required public announcement that is
regularly published at the beginning of the school year.

= Meal counts are taken and claimed for reimbursement using standard procedures, i.e. by
the eligibility category of the child receiving the meal.

= Participating schools must document that 80 percent of the enrollment during March is
eligible for free and reduced-price meals.

Requirements in Year 2

= To continue under this Provision the second year, the 80 percent free and reduced-price
eligibility criteria must be met.

= Distribution of applications and eligibility determinations may be limited to newly enrolled
students and to reduced-price/full paid students seeking an increase in benefit level. In
no event may a student be denied a free or reduced-price meal because of ineligibility
the first year of the Provision.

= A correctly approved free/reduced-price meal application from the base year would be
valid during the second year.

= Schools selecting this Provision must continue to take daily counts of the number of
students served a reimbursable meal.

Table 10c.2 — The Provision 1 Cycle

Base Year — Collect applications
Count meals by category

2" Year — Use same applications
Count meals by category

Special Assistance Provision 2

The NSLP regulations contain a clause known as Provision 2. The purpose of this regulatory
Provision is to reduce the burden of paperwork on parents and on SFAs by reducing the
requirements for taking applications, notifying the public, and counting meals by category for
schools that agree to serve all enrolled students free meals. In accordance with this Provision,
the SFA agrees to pay from other than federal funds any program costs not covered by program
income.

July 2013  South Carolina School Food Service Program Reference Manual Page 10-34



Chapter 10c — Special Assistance Provisions

Requirements in Base Year

= Applications are distributed, and free and reduced-price eligibility determinations are
made using the standard procedures, including the required public announcement that is
regularly published at the beginning of the school year.

= After all applications have been received and approved, a second public announcement
is made stating that all meals will be provided free to all students regardless of economic
status.

= Meals are served free to all students.

= Meal counts are taken and claimed for reimbursement using standard procedures, i.e. by
the eligibility category of the child receiving the meal.

= |f the reimbursement received by the SFA is not sufficient to cover total nonprofit school
food service program costs, non-federal funds must be used to pay the difference.

= During the base year, a complete review of the food service operation by the Office of
Health and Nutrition, SCDE will be conducted to document and assure the accuracy of
the current methods being used by the SFA to determine free, reduced-price, and paid
categories, and counting and claiming procedures used to report claims for
reimbursement.

» The percentage of the total meals is calculated monthly by school and by program for
each category. This information is gathered in the base year for use in the following
years to establish the reimbursement claims.

Requirements in Years 2, 3, and 4

= At the beginning of each school year, a public announcement is made stating that all
meals will be provided free to all students regardless of economic status.

= No distribution of applications and no eligibility determinations are conducted.

= Officials count only total meals served and apply the monthly percentages developed
during the base year to determine the counts by type for the reimbursement claims.

= |f the reimbursement received by the SFA is not sufficient to cover the total nonprofit
school food service program costs, non-federal funds must be used to pay the
difference.

Requirements Beyond Year 4
= The state agency may authorize schools participating under Provision 2 to extend their
current cycle and establish claiming percentages without going though the meal
application process again. However, available socioeconomic data approved by USDA
must indicate that the income level of the school populations has remained the same
since the base year.

Table 10c.3 — The Provision 2 Cycle

Count applications

Base Year - Count meals by category
All students eat free

o Claiming percentages

2" Year - applied to total meal count
. Claiming percentages

3" Year - applied to total meal count
" Claiming percentages

47 Year - applied to total meal count
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Special Assistance Provision 3

The NSLP regulations contain a clause known as Provision 3. The purpose of this regulatory
Provision is to reduce the burden of paperwork on parents and on SFAs by reducing the
requirements for taking applications, notifying the public, and counting meals by category for
schools that agree to serve all enrolled students free meals. In accordance with this Provision,
the SFA agrees to pay from other than federal funds any program costs not covered by program
income.

Requirements in Base Year

Applications are distributed, and free and reduced-price eligibility determinations are
made using the standard procedures, including the public announcement that is
regularly published at the beginning of the school year.

After all applications have been received and approved, a second public notice can be
made stating that all meals will be provided free to all students regardless of economic
status. Serving meals free to all students is encouraged during the base year of
Provision 3, but is not required.

Meals are served free to all students if the school chooses to begin during base year.
Meal counts are taken and claimed for reimbursement using standard procedures, i.e. by
the eligibility category of the child receiving the meal.

If the reimbursement received by the SFA is not sufficient to cover total nonprofit school
food service program costs, non-federal funds must be used to pay the difference.
Because the base year establishes the levels of support for the four successive non-
base years to follow, the school should maximize participation of all students and ensure
that reimbursable quality meals are served.

Requirements Years 2, 3,4, and 5

At the beginning of each school year, a public announcement is made stating that all
meals will be provided free to all students regardless of economic status.

No distribution of applications and no eligibility determinations are conducted.

Schools receive the level of federal cash and commaodity support paid to them during the
base year. Total meal counts are taken for management purposes only. Federal cash
and commodity support is adjusted to reflect changes in enroliment and inflation.

If the reimbursement received by the SFA is not sufficient to cover total nonprofit school
food service costs, non-federal funds must be used to pay the difference.

Requirements Beyond Year 5

SCDE may authorize schools participating under Provision 3 to extend their current cycle
if socioeconomic data is reflective of the school’s population, provides equivalent data for
both the base year and the last year of the current cycle, and demonstrates that the
income of the school’s population remained stable, declined, or had negligible
improvement.
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Table 10c.4 — The Provision 3 Cycle

Collect applications
Base Year — Count meals by category
All students eat free (option)
Base year reimbursement/commodity
1% Year — support adjusted for increases/
decreases in inflation and enrollment

All students eat free

Base year reimbursement/commodity
2" Year — support adjusted for increases/

decreases in inflation and enrollment

All students eat free

Base year reimbursement/commodity
3" Year — support adjusted for increases/

decreases in inflation and enrollment

All students eat free

Base year reimbursement/commodity
4" Year — support adjusted for increases/

decreases in inflation and enrollment

All students eat free

Policy Statement

To participate in Provision 2 or Provision 3, the SFA must submit an Amendment to the Policy
Statement for Free and Reduced-Price Meals prior to implementation. The SFA must agree to
serve free meals to all enrolled students regardless of income eligibility. Provision 2 requires
schools to serve all meals free during the base year. Provision 3 encourages but does not
require that all meals be served free during the base year. However, since the base year drives
the level of reimbursement and commaodities received for the next four successive years, it is in
the best interest of the SFA to optimize meal participation throughout the base year under both
Provision 2 and Provision 3.

Public Notifications/Applications/Certification

In the base year letters and applications are sent to the parents of students prior to the
beginning of the school year. Applications from the prior year cannot be carried over to
determine base year eligibility percentages. Direct certification information based on current
participation in the Supplemental Nutrition Assistance Program (SNAP, formerly Food Stamps)
or Temporary Assistance to Needy Families (TANF) program may be used. In the base year,
after the applications have been returned to the SFA for eligibility determinations, a second
notice is published stating that all enrolled students will be allowed to eat breakfast and lunch at
no charge regardless of income eligibility. In years two, three, and four after the base year
under Provision 2, applications are not distributed and no eligibility determinations are made. At
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the beginning of each school year in years two, three, and four, a public announcement is made
stating that all meals will be provided free to all students regardless of economic status. The
same application and notification process applies to Provision 3 with the exception that the base
year is not included in the four-year cycle and the SFA is not required to provide all meals free
during the base year.

Reimbursement

During years two, three and four of serving students free under Provision 2, the school must
continue to record and report a daily total meal count. This meal count will be the basis for
monthly reimbursement calculations for years two, three and four submitted to SCDE for
payment. During the base year, standard procedures for counting and claiming meals for
reimbursement are followed. In years two, three and four, participating schools must only
complete total meal counts each day. The monthly meal count total will then be multiplied by
the percentages for each category established for the same month in the base year to
determine free, reduced-price, and paid meals to claim. This information will be consolidated
into the SFA’s total meal count by category to determine the full amount of the reimbursement
claim. To reflect increases/decreases in enroliment for each school year, the number eligible for
free, reduced-price, and paid should be updated as of October 31 of each year. However, the
sum of the three categories must not exceed the enrollment. Forms 10c-A, 10c-B, and 10c-C
are included at the end of this chapter for use in compiling the required data for calculating
Provision 2 claims.

During years two, three, and four following base year of Provision 3, the actual claim amount for
reimbursement will be the same as the corresponding month from the base year with
adjustments made for increases and/or decreases in enroliment and inflation.

Forms 10c-D and 10c-E provide guidance on compiling claims under Provision 3.

Escape Clause

An SFA operating under Provision 2 or Provision 3 may return to standard application and
eligibility determination procedures at the end of the school year if standard procedures better
suit their program needs. However, in doing so, the SFA is responsible for notifying parents of
the decision and for accepting the consequences of discontinuing the local commitment to
providing meals at no cost to students who are not eligible for federal free meal reimbursement.

Provision 2 and Provision 3 Extensions

School districts that wish to continue Provision 2 or Provision 3 after the initial four-year cycle
has been completed may elect to renew for an additional four-year cycle. To qualify for renewal
of either Provision 2 or Provision 3, the SFA should request an extension from SCDE and
provide documentation that the socioeconomic status of the SFA population and income levels
have remained stable or have declined during the four years of the program.
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Approved sources of data to be used to document the socioeconomic state of the SFA
population include:

= Local data collected by the Chamber of Commerce or economic planning offices in the
city or county;

Census track data compiled for the local area covering most of the SFA population;
Unemployment data for the area from which the SFA draws attendance;

Direct certification data from the four previous years; and

Other local data as approved by the state agency.

Subsequent reapplication for four-year extensions may be requested from the state agency after
the first four year cycle is completed. This request would also be based on socioeconomic data.

Maximize Eligibility and Participation

The secret ingredient for either Provision 2 or Provision 3 is to have an excellent base year in
terms of eligibility certifications (approved meal applications and direct certification) and meal
participation. To earn the maximums in reimbursement during the years following the base
year, high meal participation is critical, especially for free and reduced students. As a school
and/or SFA participating in either Provision 2 or Provision 3, successful programs will depend
on high program revenues in the form of reimbursement to offset the student revenues lost from
paying customers. High participation or participation of all eligible free students should be the
goal as monthly claiming percentages are established during the base year.

Controlling Meal Cost

Monitoring all costs associated with providing meals will be extremely important during the base
year. Through careful menu planning and effective use of labor, meal costs must be kept low
and within the constraints of program revenues-current and projected. Using Form 10c-F and
current rates of reimbursement and commodity value, the SFA may prepare a cost analysis for
both the breakfast and lunch program with and without Provision 2 or Provision 3. The SFA will
need to know the break even point when all students are provided meals at no cost.

For additional information about Provision 1, Provision 2 and Provision 3, contact the Office of
Health and Nutrition, SCDE at (803) 734-8187.

July 2013  South Carolina School Food Service Program Reference Manual Page 10-39



Monthly Percentage Calculation — Base Year of Participation
For Schools Participating in Special Assistance Provision 2

School: Month/Year:

School Food Authority (SFA):

(A) Monthly Total of Free Meals (B) Monthly Total of Meals Percentage Free
Served to Eligible Children Served to All Children (A+B)x100 =%
Example:
4000 6000 (4000 + 6000) x 100 = 67%
Breakfast:
Lunch:

(A) Monthly Total of Reduced-Price (B) Monthly Total of Meals Percentage Reduced-Price
Meals Served to Eligible Children Served to All Children (A +B)x100 =%

Breakfast:

Lunch:

(A) Monthly Total of Paid Meals (B) Monthly Total of Meals Percentage Paid
Served to Eligible Children Served to All Children (A+B)x100 =%

Breakfast:

Lunch:

Instructions:

To be completed monthly during base year. Percentages must be established for breakfast and lunch for
each category. These three percentages calculated for each month of the base year participating under
Provision 2 shall be multiplied by the corresponding monthly meal count total of all reimbursable meals
served to children in the second, third and fourth consecutive school years under Provision 2.

The SFA must complete this percentage calculation for each month meals are served during the base
year for each school participating in Provision 2. These percentages must be used to determine meal
claims for the second, third, and fourth consecutive school years. A summary of these percentages may
be recorded on Form 10c-B — Summary of Percentages - Base Year.

Form Completed By (Name) Date
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School:

For Schools Participating in Special Assistance Provision 2

Summary of Percentages — Base Year

School Food Authority (SFA):

Program:

(Separate form
for each)

[] Breakfast Program
] Lunch Program

Summary Base Year Student Meal Counts

Summary Base Year Percentages

Month
and
Year

Free
Meals
Served

(A)

Reduced-
Price
Meals
Served

(B)

Paid
Meals
Served
©

Total
Student
Meals
(D)
(A+B+C)

Free %

(E)
(A+D)x100

Reduced-
Price %

(F)
(B+D)x100

Paid %
(G) (E+F+G)
(C+D)x100

Total
% (H)

July
2

August
2

September
2

October
2

November
2

December
2

January
2

February
2

March
2

April
2

May
2

June
2

Instructions to claim reimbursement: Apply monthly percentages during the base year (shown in
columns E, F, and G) to the monthly number of total student meals served in the second, third and

fourth years.

Form Completed By (Name)

Date

July 2013

South Carolina School Food Service Program
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Reimbursement Claims Calculation — 2", 3", and 4™ School Year
For Schools Participating in Special Assistance Provision 2

School: Program: [] Breakfast Program
(Separate form  [_] Lunch Program
for each)

School Food Authority (SFA):

Claim Month: Year:

Instructions to claim reimbursement: Apply monthly percentages obtained during the base year to the
monthly number of total student meals served in the second, third and fourth years to determine claim for
free, reduced-price and paid reimbursement.

Form Completed By (Name) Date
Total Number Meals Served (A) Corresponding Monthly Current Month’s Claim (C)
Percentage from Base Year (B)
X Free % = | Free Meals:
Total Meals: X Reduced % = | Reduced Meals:
X Paid % = | Paid Meals:
Example: X Free 90 % = | Free Meals: 4,590
(5100 x .90)
5100 X Reduced 4 % = | Reduced Meals: 204
(5100 x .04)
X Paid 6 % = | Paid Meals: 306
(5100 x .06)

Note: During the second, third, and fourth year of operation, the reimbursement will be on meal count and
the corresponding month’s percentages (free, reduced-price, and paid) from the base year of operation
under Provision 2.

Instructions:
1. Record total reimbursable meals served during the month in column A.
2. Record the percentage free, reduced-price, and paid from the corresponding month of the base
year in column B.
3. Multiply the total meals for the month (column A) by the percentage (column B) to find the number
to be claimed for free, reduced-price, and paid categories (column C).
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Summary of Meals Claimed — Base Year
For Schools Participating in Special Assistance Provision 3

School: Program: [] Breakfast Program
(Separate form  [_] Lunch Program
for each)

School Food Authority (SFA):

Base Year: Enrollment on Oct. 31 of Base Year:

Base Year Student Meal Counts

Month Free Meals Reduced Price Paid Meals
and Served Meals Served Served Total Meals (D)
Year (A) (B) (C) (A+B+C)

July
20

August
20

September
20

October
20

November
20

December
20

January
20

February
20

March
20

April
20

May
20

June
20

Instructions: The number of meals served by category must be recorded in the base year for use during
the following four years of Provision 3.

Form Completed By (Name) Date
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Meals Claimed Calculation — Non-Base Year of Participation
For Schools Participating in Special Assistance Provision 3

School: Month/Year:

School Food Authority (SFA):

1. Determine any change in enrollment from base year:

Formula:

Current Oct/Year + Base Oct/Year = % Increase or Decrease

2. Instead of using meal counts, use the base year counts adjusted for % changes in enrollment;

Breakfast Corresponding Month Breakfast
Free X =

Reduced

Price X =

Paid X =

Lunch Corresponding Month Lunch

Free X =

Reduced

Price X =

Paid X =

Instructions: Use calculated meal count per category, adjusted for increase/decrease in enroliment (**),
for reimbursement claims in non-base years.

Form Completed By (Name) Date
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For Schools Participating in Special Assistance Provision 2 and Provision 3

Program:
(Separate form for each)

[] Breakfast Program

[l Lunch Program

Revenue by Category

Without Provision 2 or Provision 3

With Provision 2 or Provision 3

Source of
Revenue

Paying
Student

Free
Student

Reduced-
Price

Student

Paying
Student

Free
Student

Reduced-
Price
Student

Cash Payment

Federal
Reimbursement*

Entitlement
Commodities®

Totals

Average Revenue

Without Provision 2 or Provision 3

With Provision 2 or Provision 3

Average Revenue by Total Average Revenue by Total
Category of Number Category Revenue Number Category Revenue
Student Served Served
Paying
Free
Reduced-Price
Totals
Revenue for
Year
Average
Revenue per
Meal
Form Completed By (Name) Date
'Use current federal reimbursement rates
®Use current value of enrollment commodities
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Chapter 11 — Verification of Eligibility

Overview

Verification is confirmation of eligibility for free and reduced-price meals under the National
School Lunch Program and its related initiatives. Verification must include either:

Confirmation of income eligibility (i.e. confirmation that the application was approved
correctly due to the household’s income and size);

OR

Confirmation of categorical eligibility (i.e. confirmation that the application was correctly
approved because the student(s) listed is/are eligible for one of the following food
assistance programs:
o Supplemental Nutrition Assistance Program (SNAP);
o Temporary Assistance to Needy Families (TANF); or
o Commaodity Distribution on Indian Reservations (FDPIR). Note that in South
Carolina, the FDPIR is not operated as a separate program. Children living on
Indian reservations that are eligible to receive benefits through the FDPIR
participate in SNAP and/or TANF. SNAP and TANF benefits are administered
by the Department of Social Services (DSS).

Verification efforts are not required:

For children who have been directly certified for SNAP/TANF and Foster benefits (See
Chapter 10 — Determining Eligibility in this Program Reference Manual for additional
information.);

For children documented as eligible migrants, runaways or homeless;
For children living in residential child care institutions (RCCIs);

In schools/School Food Authorities (SFAS) participating only in the Special Milk Program
(see Chapter 29 — Other Food Service Related Programs) for additional information.); or

In SFAs in which all schools participate in Provisions 1, 2, or 3, except in those years in
which applications are taken for all students in attendance (i.e. the base year).

All other SFAs must each year select and verify eligibility of a sample of applications approved
for benefits.

Personnel Required for Verification

Each SFA is required to appoint at least four different people to assist with the verification
process. All four of these people must be named in the SFA’s Application in SCAPS. (See the
Designation of Reviewing, Verifying, Confirming and Hearing Officials page in Chapter 3 —

Policy Agreement of this Program Reference Manual.)
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The Reviewing Official is responsible for reviewing all applications for free and reduced-price
meals and for determining the eligibility of each. See Chapter 10 — Determining Eligibility in this
Program Reference Manual for additional information and instructions. The Reviewing Official
must be named on the SFA’s Application Packet in SCAPS

The Verifying Official is responsible for coordinating and completing all verification activities as
described in this chapter. This includes, but is not limited to, determining the number of
applications to verify, notifying households of their selection for verification, following up with
households if needed, reviewing the documentation submitted by households, correcting the
household’s eligibility status if needed, notifying the household and attendance center(s) of any
changes in eligibility status, documenting all verification activities and reporting verification
results to the South Carolina Department of Education (SCDE). The Verifying Official must be
named on the SFA’s Application in SCAPS.

The Confirming Official is responsible for reviewing the decisions of the Reviewing Official only
for the applications to be verified to ensure that the initial determination for eligibility was
correct. (For additional information on this process, see section 5 in this chapter entitled,
"Complete Confirmation Reviews of Applications in Sample”.) The Confirming Official and the
Reviewing Official cannot be the same individuals. The Confirming Official must be named
on the SFA’s Application Packet in SCAPS.

The Hearing Official is responsible for reviewing the documentation submitted by the household
if the household does not agree with the decision of the Verifying Official and requests a hearing
within the ten-calendar day advance notice period. It is recommended that the Hearing Official
hold a position at a higher administrative level than the Reviewing Official. The Hearing
Official and the Reviewing/Verifying Officials cannot be the same individuals. The
Hearing Official must be named on the SFA’s Application Packet in SCAPS.

Steps in the Verification Process
There are nine steps in the verification process.

Decide when to begin verification

Count applications

Select sampling method

Select applications in sample

Complete confirmation reviews of applications in sample

Notify households selected

Review income documentation

Verify eligibility and notify households of changes in benefits

Report verification results to the South Carolina Department of Education (SCDE)

©CoNoTrWNE

1. Decide When to Begin Verification

The minimum sample size of applications to verify is based on the total number of approved
applications on file on October 1. However, the SFA’s Verifying Official is not required to wait
until October 1 to begin. In fact, SFAs are encouraged to begin as early as possible, especially
if it has been difficult to meet the deadline in the past. To begin the verification process earlier,
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estimate how many applications will be on file on October 1. This estimate should be based on
the number of applications from previous years. On October 1, a check must be made of the
actual number of approved applications on file to determine if enough applications have been
selected. If necessary, additional applications must be selected at this time.

The verification process may begin on an application immediately after it has been approved.
While the SFA may, and in fact has an obligation to, verify any application “for cause,”
regulations do not permit the SFA to verify 100 percent of applications. See “Verification for
Cause” in Section 9, entitled Report Verification Results to the South Carolina Department of
Education (SCDE), provided later in this chapter for additional information.

2. Count Applications

On October 1, count the approved applications on file. Note that denied applications should not
be verified. Students directly certified should not be included in the number of applications
counted for verification; nor should these students be counted as verified. Record all counts on
the Verification Collection Report, Form FNS-742. For verification purposes, pay special
attention to the following numbers:

Number Approved as Free Eligible Based on SNAP/TANF Case Number
(Categorically Eligible)

Count or start the verification electronic process as outlined in your point of sale system for
the total number of applications with students eligible for free meals that were approved based
on a case number (i.e. not those directly certified) for either SNAP or TANF. This is the number
of “categorically eligible” applications, free eligible based on income and household size and
reduced eligible.

Number Approved as Free Eligible Based on Income/Household Size Submitted
on an Application

Count the total number of applications with students eligible for free meals that were approved
based on household size and income. Include foster children if they are not directly certified.
This is the number of free “income eligible” applications.

Total Reduced-Price Eligible Reported
Count the total number of applications with students eligible for reduced-price meals that were
approved based on household size and income. Include foster children. This is the number of
reduced-price “income eligible” applications.

Note that an application is counted as one application regardless of whether it is a multi-child
application or an application for one child? The sample size for verification depends on the
number of paper applications, not the number of children represented.

October 1
Q-1 If October 1 falls on a weekend or a day when school is not in session, on
what date should the count be taken?

A SFAs should count the applications on the first school day following October 1.
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3. Select Sampling Method

There are three sampling methods. SFAs which had a non-response rate of 20 percent or
greater the previous school year must use the Basic Sampling method.

Qualifying for Alternate Sampling Methods
There are two ways an SFA may qualify to use one of the alternate sampling methods.

= SFAs which had a non-response rate of less than 20 percent may choose to use the
Basic Sampling Method or either of the alternate methods.

= SFAs with more than 20,000 children approved by application for free or reduced-price
meals by October 1 may also use any of the three methods if its non-response rate for
the preceding school year was at least ten percent below its non-response rate for the
second preceding school year.

Verification Non-Response Rate

The non-response rate is the percentage of household applications selected for
verification for which verification information was not obtained by the SFA.

An overview of each of the three sampling methods is provided below.

Basic Sampling

All SFAs with a non-response rate of 20 percent or greater in the previous school year’s
Verification Collection Report, Form FNS-742 must use this method. The SFA will verify a
minimum of the lesser of three percent or 3,000 of the total number of all applications for the
current school year approved by October 1. The sample size is selected from error prone
applications.

Error Prone Applications

Error prone applications are defined as applications with income within $100 monthly
or $1200 yearly of the free or reduced-price income guidelines. Income guidelines are
updated annually. They are posted in SCAPS as soon as it is released from USDA each
year as part of the Policy Agreement process.

Alternate One — Random

Qualifying SFAs may choose to use this method. The SFA must verify three percent or 3,000,
whichever is less, of all approved applications on file as of October 1. Once the sample size is
determined, applications must be selected at random.
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Alternate Two — Focused

Qualifying SFAs may choose to use this method. The SFA must verify a minimum of one
percent (.01) or 1,000, whichever is less, of all applications approved on/by October 1 plus one-
half of a percent (.005) or 500, whichever is less, of applications approved on/by October 1
based on categorical eligibility. Applications are selected randomly from both income eligible
and categorically eligible groups but those from the income eligible group must first be chosen
from error-prone applications.

4. Select Applications in Sample

Required Sample Size
The required sample size is based on:

= The total number of approved applications (households whose children are directly
certified are excluded from this process) on file on October 1 (or the first following school
day) and on

=  Whether the SFA employs Basic, Alternate One — Random, or Alternate Two - Focused
sampling for selecting the applications to be verified.

Basic Sampling

A minimum of one income application must be verified. Both income eligible and categorically
eligible applications are used to compute the sample size. However, only income eligible
applications are verified. When using Basic Sampling, compute the sample size as follows:

Total number of approved applications (including income eligible applications and categorically
eligible applications but not those directly certified) x.03= or 3,000
(whichever is less).

Select the applications for the sample from the income eligible group (i.e. do not include any
applications that were approved based on categorical eligibility). Include applications from both
the free and reduced-price categories.

Select only “error-prone” applications. Error-prone applications are those with reported income
within $100 monthly or $1,200 yearly of the free or reduced-price income guidelines. If the
number of error-prone applications exceeds the required sample size, randomly select the
sample from the error-prone applications. If the number of error-prone applications is less than
the required sample size, randomly select the additional applications from the other income
eligible applications. The selection method must be equitable and ensure that the same
households are not selected each year.

Rounding Up the Sample Size

Q-2 If the sample size is 4.2 applications, do I verify 4 or 5 applications?

A Five. Partial numbers must always be rounded up to the next whole number.
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Alternate One - Random
A minimum of one application must be verified. When using the Alternate One — Random
method, compute the sample size as follows:

Total number of approved applications (including income eligible applications and categorically
eligible applications but not those directly certified) x .03 = or 3,000
(whichever is less).

The random sample should include both income eligible and categorically eligible applications.
Selecting only categorically eligible applications is not permitted. Directly certified students
must be excluded from the sample. Any method which ensures that all approved applications
have an equal chance of being chosen may be used to select applications for verification.
Suggested methods are described below.

Only SFA’s not using a computerized system would follow these procedures

1. Selection Interval
A selection interval may be used to select the applications for the sample.
= Number all applications.
= Divide the total number of approved applications on file by the number of applications
needed for verification.

Example:
450 applications on file x .03 = 13.5 — 14 (the number of applications that must be
verified)

450 + 14 = 32.14 — 33 (the selection interval is every 33" application)

= Randomly select an application from the total pool.
= Then beginning with the selected application, choose every 33™ application until 14
applications have been selected.

2. Random Numbers from Co-Worker
= Number all applications.
= Regquest that a co-worker randomly select numbers between one and the total number of
approved applications in the pool (for example, 450). If 14 applications need to be
verified, ask the co-worker to provide 14 random numbers.
= Verify those applications.

3. Blind Sample
= Place all of the applications in a container or face down on the table.
= Draw the required number of applications.

Alternate Two — Focused

A minimum of one income eligible application and one categorically eligible application (i.e.
eligible based on a reported SNAP/TANF case number) must be verified. When using the
Alternate Two — Focused method, compute the sample size as follows:

Total number of approved applications (including income eligible applications and categorically
eligible applications but not those directly certified) x.01= or 1,000
(whichever is less)
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PLUS
Total number of categorically eligible applications x .005 = or 500
(whichever is less).

Separate the applications into two groups: income eligible applications and categorically eligible
applications.

1. Sample from Income Eligible Group
One percent or 1,000, whichever is less, of the total approved applications (i.e. both income
and categorically eligible), must be selected from the income eligible error-prone group of
applications. Error-prone applications are those with reported income within $100 monthly
or $1,200 yearly of the free or reduced-price income guidelines.

If the number of error-prone applications exceeds the required sample size, randomly select
the sample from the error-prone applications. If the number of error-prone applications is
less than the required sample size, randomly select the additional applications from the
other income eligible applications.

If the total number of income applications is smaller than the required sample size, verify all
income applications. Verify applications from both the free and reduced-price categories.
The selection method must be equitable and ensure that the same households are not
selected each year.

2. Sample from Categorically Eligible Group
One-half (*2) of a percent or 500, whichever is less, of the applications approved based on
categorical eligibility (i.e. a SNAP/TANF case number) must also be verified.

The method used to select these applications must be equitable and ensure that the same
households are not selected each year. See methods described for the Alternate One -
Random method above for suggested methods.

Example:

If a SFA had a total of 450 applications approved on/by October 1, 100 of which were
approved based on categorical eligibility (i.e. they had proof of participation in SNAP or
TANF)...

450 x .01 = 4.5 — 5 applications to be selected from error-prone income eligible applications

PLUS
100 x .005 = 0.5 — 1 application to be selected from categorically eligible applications

Source of Applications

Q-3 Is the verification sample selected by school or from the district as a whole?

The SFA/district is required to select and verify a sample of its approved free
and reduced-price applications. The sample must be selected from all of the
SFA’s applications.
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Allowable Sample Size

SFAs may verify any application “for cause” but may not verify 100 percent of approved
applications. See “Verification for Cause” in Section 9, entitled Report Verification Results to
the South Carolina Department of Education (SCDE), for additional information.

Declining to Verify

Regulations permit SFAs with 20 or more applications to be verified, based on an individual
review of the applications selected for verification, to choose not to verify a maximum of five (5)
percent of applications in the selected sample. Reasons to decline might include language or
communication barriers or the fact that the application was also selected to be verified in the
prior year. The Confirming Official should document on the application the reason(s) for not
proceeding with verification. Any application that is removed from the verification sample must
be replaced with another application. The eligibility determination of the replacement
application must be confirmed.

5. Complete Confirmation Reviews of Applications in Sample

The requirement to complete confirmation reviews will be waived if the SFA uses a
“technology-based solution” that demonstrates a high level of accuracy in processing
initial eligibility determinations. All other SFAs are required to complete confirmation reviews
of applications in the verification sample.

All SFAs are required to name a Confirming Official on the contract renewal. The Confirming
Official named cannot be the same person as the Reviewing Official. In SFAs that do not use a
technology-based system, the Confirming Official is responsible for reviewing the applications
selected for verification to ensure that the initial eligibility determination made by the Reviewing
Official was correct. This review must be conducted after applications are selected for
verification but before verification is actually started.

When a change in benefit level results from a confirmation review, the household must be
notified. The Letter to Households about a Change as a Result of a Confirmation Review (Form
11-A) can be used for this purpose. It may also be necessary to remove the application from
the verification pool. Table 11.1 - Summary of Actions Following Completion of Confirmation
Reviews provides guidance for each situation.
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Table 11.1 - Summary of Actions Following Completion of Confirmation Reviews

Initial Confirmation Action Required
Determination Determination

Reduced-Price  Paid » Notify household of change in benefit level.

= Remove application from verification pool and select
another application to be verified.

Reduced-Price  Reduced-Price » Request verification documentation from household.

Reduced-Price  Free » Notify household of change in benefit level.
» Request verification documentation from household.

Free Paid = Notify household of change in benefit level.

= Remove application from verification pool and select
another application to be verified.

Free Reduced-Price » Notify household of change in benefit level.
» Request verification documentation from household.

Free Free » Request verification documentation from household.

6. Notify Households Selected

Income Households

Households with eligibility based on income must be notified in writing of their selection for
verification and of the types of income documentation that are acceptable. SFAs that do not
use letters provided by a software program are encouraged to use the following letters and
forms which are provided at the end of this chapter:

= |Letter to Household about Selection for Verification, (Form 11-B)

= How to Prove Eligibility, (Form 11-C)

= Household Members’ Names and Social Security Numbers, (11-D)

Additional forms (Form 11-E, 11-F and 11-G) have been provided and may be made available
by the school/SFA for households to use when asking employers, Social Security office
personnel and DSS personnel to confirm their income/benefits.

SFAs choosing to modify the Letter to Household about Selection for Verification (Form 11-B) or
to write their own must include the following information:

1. Notification that the household has been selected for verification.

2. Explanation that information must be provided by a date as specified by the SFA and
that failure to do so will result in termination of benefits.

3. Explanation of the types of acceptable information that may be provided to confirm
current income, including any pay stubs, award letters from welfare departments, Social
Security, and support payment decrees from courts.
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4. Explanation that the household may submit documentation of income received for any
point in time between the month prior to application and the date documentation of
eligibility for verification is due. If this amount is not representative, the household
should contact the SFA for assistance in determining acceptable documentation.

5. Instructions that the household must provide the Social Security number for each
household member 21 years or older or an indication that a household member does not
have one.

6. Instruction that the household may provide proof that the child is a member of a currently
certified SNAP/TANF household instead of providing income information and Social
Security Numbers of adult household members.

7. A Privacy Act statement.

8. The name and a free telephone number of an SFA official who can answer questions
and provide assistance during the verification process. There are several ways to
provide a free number.
= Establish a toll-free number.
= Allow the household to reverse the charges (i.e. call collect).
= Provide different telephone numbers for each local calling area served. Note that

although all students may live in the local area code, parents may work in other
areas and must have a way of calling without being charged for the call.

Social Security Numbers

Although only the last four digits of one adult household member’s Social Security
number is required at the time that application for meal benefits is made, Social
Security Numbers of all adult household members or an indication that the household
member does not have one will be required if the application is selected for verification
of income eligibility information. Social Security numbers are not required when
verifying SNAP/TANTF eligibility.

Categorically Eligible Households

Categorically eligible households are approved for free benefits based on a reported case
number for SNAP or TANF. In South Carolina, SNAP and TANF benefits are administered by
DSS.

There are two ways in which a SFA may verify the eligibility of categorically eligible households.

= The first option is called direct verification and is when the SFA obtains information
directly from DSS to confirm a household’s receipt of SNAP and/or TANF benefits.
(Note that direct certification of SNAP participants is required. See Chapter 10 —
Determining Eligibility for additional information concerning_Direct Certification for Free
Meal Benefits.) It is not necessary to notify categorically eligible households that their
eligibility is being directly verified.

= The second option is to ask the household to provide proof of their participation in the
SNAP and/or TANF program(s). The notification of selection must include a request for
the household to submit written evidence of certification to receive SNAP/TANF benefits.
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SFAs without verification software programs should use the following letters and forms
which are provided at the end of this chapter, for this purpose:
o Letter to Household about Selection for Verification, (Form 11-B)
o How to Prove Eligibility, (Form 11-C)
o Household Members’ Names and Last Four Digits of Social Security Numbers,
(11-D)

Additional forms (Form 11-E, 11-F and 11-G) have been provided and may be made available
by the school/SFA for households to use when asking employers, Social Security office
personnel and DSS personnel to confirm their income/benefits.

Complete Verification for All Households Notified

The SFA must complete the verification process for all households that have been notified of
their selection for verification and have been asked to submit verification information. That is,
the SFA cannot select five percent of the applications on file and notify those households of
their selection with the hopes of getting three percent to respond to fulfill the verification
requirement. The SFA must follow up with any household notified of their selection.

7. Review Income Documentation

Once households have received their notification of selection for verification, they are to send in
documentation that verifies their eligibility. There are three methods of documenting household
eligibility.

= Written evidence
= Collateral contacts
= Agency records

Any one or a combination of these methods may be used to complete verification. In most
cases, SFAs will obtain written evidence from households selected for verification. This is
evidence submitted by the household that documents the household’s income or participation in
the SNAP/TANF programs. When agency records and/or collateral contacts are used, eligibility
documentation is obtained from sources other than the household. SFAs must use the section
provided as part of the software program or Verification Worksheet (Form 11-K) to document
each household’s verification. If desired, the SFA may complete a summary of these individual
worksheets for their own records using the Summary of Verification Worksheets (Form 11-L).

Written Evidence

Written evidence is information received directly from the household, such as pay stubs or proof
of SNAP/TANF participation. Whenever possible, written evidence should be used as the
primary source of information to confirm household eligibility.

Request for Written Evidence of Income Eligibility

When providing written evidence of income, households should be asked to submit current
documents. However, documents dating back to the month prior to application are also
acceptable. Sources of acceptable types of written evidence to be used for income
documentation are outlined below in Table 11.2 and on the Letter to Household about Selection
for Verification (Form 11-B) provided at the end of this chapter.
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All documents should contain the name of the household member and/or another identifying
factor such as Social Security Number, the amount of income received the income frequency,
and the date the income was received. A pay stub with no date is not sufficient.

Income to be reported by households is gross earned income, which includes any money
received on a recurring basis. Gross income means all money earned before income tax,
Social Security, insurance premiums or other deductions are withheld.

Verification Documentation Dates

Am I to verify eligibility at the time of application or at the time of
verification?

Verification is intended to establish current eligibility. The SFA should
therefore ask the household to provide documentation of income for the most
recent full month for which it is available. However, households should be
allowed to 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.

Q-5

Foster Child’s Application

What kind of written evidence is required for verification of a foster child’s
application?

SFA officials should contact the household in which the foster child resides
and ask for the name, agency, and phone number of the social worker assigned
to that child. A phone call to the social worker confirming the child’s status as
a foster child and the amount of money designated by the agency for the child’s
personal use would be sufficient verification. The SFA should, however,
document the phone conversation with the social worker (identifying the social
worker, agency, phone number, status of the child, and the child’s personal use
income). Another approach would be to ask the foster family and the
placement agency for a copy of written communication in which the status of
the child and the financial arrangement is stated. If the family is unable to
provide such information, a phone call to the placement agency to confirm the
child’s status and income should be made prior to denying the child free meals.

Overtime Income
How is overtime income counted for verification purposes?

The Verifying 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 calculated based on the regular monthly income

July 2013 — South Carolina School Food Service Program Preference Manual

Page 11-12




Chapter 11 — Verification of Eligibility

(without overtime). Looking at “year to date” totals on paycheck stubs may
help determine if overtime income is sporadic or regular.

Q-7

Weekly Income

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

Pay stubs for a whole month are not required. However, two consecutive pay
stubs are required. You can then determine if the weekly amount is
representative of what the household receives each week and calculate the
amount received each month.

Q-8

Seasonal Worker

Is a seasonal worker, such as a teacher’s aid or school cook, eligible for free or
reduced-price meal benefits based on income during the summer months
when the person was not working?

A seasonal employee has regular income for most months of the year. To
determine “current monthly income,” divide the annual income by 12 months.
Although the individual may not have received a check in July or August, zero
income should not be reported for these months. Instead, the application
should either be approved on a temporary basis or the household should be
asked to report its annual income.

Income from Multiple Sources

If a household reports income from several sources (i.e. salary, child support
and self-employment), must they provide evidence for each source of income?

Yes. Verification of all income sources is required. In general, anything
considered as income for the initial application process is also considered as
income for verification purposes, and documentation for such income is
required. There should also be documentation of the loss of an income source,
such as a lost job.
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Table 11.2 — Sources of Acceptable Types of Written Evidence

Type of Source

Description

Acceptable Documentation

Earnings — Wages and
Salary

Total gross earnings before the withholding for FICA, taxes, or other deductions
such as insurance.

1. Current paycheck stub

Earnings of Self-
Employed Business
Person or Farmer

If the applicant is a self-employed business person or farmer, net income
should be used. Note: Many of the assets of self-employed business persons
are on paper and their cash or net worth is often very low, although they may
hold considerable property and equipment (assets). They should report only
their actual cash income, not assets.

Households with other forms of income should provide information and/or
documents that show the amount of income received how often it is received,
and the date received.

Cash Income

Some persons who work in situations where the employer does not want to be
responsible for withholding, such as domestic workers, casual laborers, or
persons working for an individual or small business on an irregular basis, may
receive wages in the form of cash.

Social Security
Retirement

This includes the traditional retirement benefit, payments to survivors (spouses
and children) and disability payments. Please note that younger persons (pre-
retirement) and their dependents can also receive disability payments.

Supplemental Security
Income (SSI)

Not a retirement pension, SSI is a special funding program to assist households
with aged, blind, or disabled members. Often, if a child has a learning disability,
the household will receive a monthly SSI assistance payment. Please note that
some applicants will refer to these payments as “disability” and may not
understand that it is a form of Social Security payment.

Unemployment
Compensation/Disability
or Workers’
Compensation

Unemployed and disabled persons may receive one or more types of income.

2. Current pay envelope

3. Letter from employer stating
gross wages paid and how often
they are paid

1. Business or farming documents,
such as ledger books and/or
self-issued paycheck stub

2. Last gquarterly tax estimate

3. Last year’s tax return

1. A letter from the employer
stating wages paid and
frequency

1. Social Security retirement benefit
letter

2. Official statement of benefits
received

3. Monthly check

1. SSi eligibility letter

2. SSl check

3. Official statement of benefits
received

1. Notice of eligibility from state
unemployment office

2. Copy of the disability award
letter/unemployment
compensation award letter

3. Check stub

4. Agency records
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Table 11.2 — Sources of Acceptable Types of Written Evidence continued

Type of Source

Description

Acceptable Documentation

TANF Program

A welfare payment intended to assist eligible persons to meet the costs of daily
living. Most often these payments are made to families with needy children
under the age of 18 (21 if in school) where a parent is absent from the home.

. Written letter of certification or

notice of eligibility

. Signed, dated letter from DSS

office

. Copy of the household’s EBT

Card and two recent EBT receipts

Retirement/Pension This refers to non-Social Security retirement. It includes private pensions, state | 1. Official statement of benefits
pensions, veterans, and/or military retirement. received
2. Pension award notice
Railroad Retirement of | This is a special government retirement fund for former employees of the 1. Official statement of benefits
R.R. Benefit railroads. Payments can be made to survivors (spouses and children). received
2. Railroad retirement award letter
Veterans Payments Money paid periodically by the Veterans Administration to disabled members of | 1. Official statement of benefits

the armed forces or to survivors of deceased veterans.

received

. Veterans Administration award

notice

Child Support or
Alimony

This is a payment by a separated or divorced spouse for the support of children
and/or the spouse. Although the court has ordered (decreed) a monthly
amount or an amount was agreed upon, payments may be infrequent or
irregular. Only actual payments and not the amount that is supposed to be
received should be reported.

. Copies of checks or other proof of

payments received

. Court decree or agreement

Military Housing
Allowance

This may be received if an adult member of the household is a member of the
military and the household is located off-base.

N -

. Leave and earnings statement
. Letter from the base commander

stating amount and frequency of
allowance

Rental Income

This is room and board payment by non-household members living in the
home.

. Rental agreement or letter from

non household members stating
amount paid

Zero Income

On occasion, a household may report no income on the application. This might
occur if a person is a live-in housekeeper and receives only room and board as
compensation for work done, or if a household is being supported by non-
monetary means provided by religious or civic organizations due to illness or
disability. A household can be asked to provide a written statement describing
the household’s circumstances, including how the household pays for food,
housing, etc., when no income is reported. An alternative is to use a collateral
contact approach to verify the application.

. Written statement from household

describing how it subsists

. Collateral contact
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Request for Written Evidence of Categorical Eligibility

As explained in the section entitled, “6. Notify Households Selected,” SFAs may verify the
eligibility of SNAP/TANF participants either by contacting a DSS office or by asking the
household for evidence of participation.

Every time a household is approved for SNAP/TANF benefits, they are furnished with a written
letter of certification or notice of eligibility. The Verifying Official should examine this notice of
eligibility to ensure that the child for whom the application was made is part of a household
currently participating in the SNAP/TANF program.

A SNAP/TANF document that does not specify the certification period is not adequate for
documentation. For example, the SNAP identification card or Electronic Benefits Transfer
(EBT) card alone is not acceptable because it does not have an expiration date. However, an
EBT card submitted along with copies of two EBT receipts dated within a month prior to
application and the time the household is required to provide income documentation may be
used to prove current participation.

A household that does not have satisfactory categorical documentation may request a signed,
dated letter from the County DSS office certifying that the child is part of a household currently
receiving benefits. Confirmation of SNAP/TANF Benefits (Form 11-G) may be used by
households to obtain this information if made available by the school office.

Verification is complete when the household submits adequate documentation of current
participation in the SNAP/TANF program or a notice of adverse action is sent to the household
by the SFA.

Collateral Contact

A collateral contact is a person outside of the household who is knowledgeable about the
household’s circumstances and can give confirmation of a household’s income and household
size, or its SNAP/TANF status. When the household has been unable to provide adequate
written evidence, the household may identify a collateral contact from which the SFA can obtain
the requested information either orally or in writing. Collateral contacts include 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 Official 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 that is
unacceptable to the Verifying Official. In either case, no contact may be made without first
notifying the household and obtaining their permission.

A collateral contact would not be expected to provide the last four digits of the Social Security
numbers of the adult household members. These still must be provided by the household. The
SFA will examine any written information provided by the collateral contact or evaluate any oral
information. Based on this information, a determination should be made.

If the collateral contact is unwilling or unable to provide the requested information, then the
household’s benefit is to be terminated for failure to respond.
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All collateral contacts are to be documented, dated, and initialed by the Verifying Official. This
documentation must be kept with the household’s Verification Worksheet (Form 11-K).

Agency Records

A household’s eligibility may be confirmed through the use of information maintained by other
government agencies to which the SFA has legal access. Although regulations do not require
that the household be notified of selection when verification is made through agency records,

such agencies may have their own notification requirements.

The most common example of verification using agency records is using the direct verification
process established between SCDE and DSS to confirm a household’s participation in SNAP

and/or TANF. This can also be accomplished by submitting a list of names and SNAP/TANF

case numbers directly to the local DSS office. The following forms have been provided at the
end of this chapter for the direct contact and should be used:

= Letter to SNAP/TANF Office from the SFA (Form 11-I)

= Verification of Participation in the SNAP and/or TANF Program (Form 11-J)

The DSS official completing the form will indicate that:

= The child was eligible for SNAP or TANF benefits at anytime from the month of
application for free school meals up to the current date. Verification is considered
complete.

OR

= The child was not eligible for SNAP or TANF benefits at anytime from the month of
application for free school meals up to the current date. The SFA must then send the
household the Letter to Household about Results of Verification (Form 11-H) provided at
the end of this chapter. The household is then considered an “income household”
(instead of a categorically eligible household) and the steps for verification of income
households will be followed. Refer to the previous section entitled “Income Households.”

When using agency records, the SFA should request information for the most recent month
available. Households that dispute the validity of information acquired through systems of
records must be given the opportunity to send more recent information during the ten-day period
of advance notice of adverse action.

When verifying eligibility through a County DSS office, begin as early as possible to allow
sufficient time, at least 30 days, for that office to respond to the request. Additional time may
also be necessary to acquire other verification information from households if the agency
contacted reports that some households are not currently receiving SNAP/TANF benefits.

Unacceptable Documentation

Income tax forms are not considered acceptable proof of income except for households with
irregular income (i.e. farmers, seasonal workers, self-employed persons, etc.). In these cases,
tax forms may be used to project the amount of income the household expects to receive for the
current year.
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Documentation for SNAP/TANF households that does not specify the certification period is not
adequate proof of participation. For example, the EBT card alone is not acceptable because it
does not have an expiration date.

Household Moves

Q-10  What if an application is selected for verification, but the household then
transfers out of the district before the information can be verified?

A Verification is considered complete when a household’s eligibility for the level
of benefits for which it was approved is either confirmed or a notice of adverse
action has been sent. If a child is selected for verification but transfers out of
the district before the information can be verified, verification cannot be
completed. To meet the minimum verification requirements, a new application
must be selected.

One Follow-up Attempt is Required

If the household does not respond to the request for income information and/or last four digits of
the Social Security numbers or written evidence of participation in the SNAP/TANF programs or
submits insufficient or obsolete written evidence, the SFA is required to make at least one
additional attempt to obtain the required information. This follow-up may be made
through the mail, by telephone, by e-mail, or through personal contact. All attempts and
the results must be documented. If the SFA is unable to verify the household’s eligibility
status, after the follow-up attempt(s), the SFA may terminate the household’s benefits for failure
to respond to the request for written evidence. Verification is considered completed when the
advance notice of adverse action is sent to the household.

8. Verify Eligibility and Notify Households of Changes in Benefits

After natification is sent to households and they have been asked to submit verification of
eligibility for free or reduced-price meals, one of the following four outcomes will result:

No Change in Benefit Level

The household complies with the request and provides information that confirms the eligibility
determination previously made. Verification is considered complete. SFAs should inform
households by sending the Letter to Households about Results of Verification (Form 11-H)
provided at the end of this chapter.

Decrease in Benefit Level

The household complies with the request by providing information, but the documentation
identifies income too high for the level of benefits for which the child was previously approved.
Therefore, the household’s eligibility must be changed from free to reduced-price, from free to
paid, or from reduced-price to the paid category. Verification is considered complete when the
household is sent the Letter to Household about Results of Verification (Form 11-H) provided at
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the end of this chapter, and is provided ten-calendar days advance written notice of the change.
Benefits must be changed on the specified date.

Increase in Benefit Level

The household complies with the request by providing information, but the documentation
provided qualifies the household for free meals rather than reduced-price meals. Therefore, the
household’s eligibility status must be changed from reduced-price to free. Verification is
considered complete when the household is sent the Letter to Household about Results of
Verification (Form 11-H) provided at the end of this chapter. Changes in eligibility resulting in
increased benefit levels are effective immediately but must be made within three operating
days.

Termination of Benefits
Free and reduced-price benefits must be terminated for households:

=  Whose current documentation does not support eligibility for either free or reduced-price
meals;

» That do not respond to verification efforts after at least one documented follow-up
attempt.

If the household does not respond to verification efforts or submits incomplete or obsolete
information, the SFA must contact the household at least one additional time to request the
missing information and notify them that failure to comply will result in termination of benefits.
The SFA may contract with a third party to assist with the required follow-up activity. Any third
party is subject to the confidentiality requirements outlined in Chapter 5 — Confidentiality &
Disclosure of Eligibility, provided in this Program Reference Manual.

The follow-up attempt(s) may be made through the mail, by telephone, by e-mail, or through
personal contact. The SFA must document on the household’s Verification Worksheet (Form
11-K) any and all follow-up attempts and the date(s) of the attempt(s). If the SFA is unable to
verify the household’s eligibility status after the follow-up attempt(s), the household’s benefits
must be terminated.

Verification is considered complete when the household is sent the Letter to Household about
Results of Verification (Form 11-H) and is provided ten-calendar days advance written notice of
the change. Benefits must be changed on the specified date.

Change in Eligibility Applies to All Children in Household

Q-11  Ifverification efforts result in a change in benefit level or termination of
benefits does that change extend to all children in the household?

A The change must be extended to all children in the household who were
determined eligible by information that no longer supports the benefit level.
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9. Report Verification Results to SCDE

The SFA must Use the SCAPS system to upload the Verification Collection Report on or before
December 1 of each year. The SFA'’s electronic Verification Collection Report and a copy of the
same report in SCAPS must be kept on file by the SFA for three years.

Contact information is Gregg Ferguson at gferquso@ed.sc.gov, or call 804-734-8204 or by cell
at 803-465-1061.
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Verification Checklist

This list provides a brief overview of the steps required for verification. For detailed instructions,
read the complete Chapter 11 — Verification of Eligibility provided in this Program Reference
Manual.

1.

May-June - Designate a Reviewing Official, Verifying Official, Confirming Official and
Hearing Official in SCAPS

October 1 — Using the SFA'’s electronic system or manually count all approved
applications on file (except those directly certified), select the sampling system and
select applications to be verified

October 1 — Complete confirmation reviews of applications to be verified (if SFA does
not use a technology-based system).

Early October — Send Letter to Household about Selection for Verification (Form 11-B),
How to Prove Eligibility (Form 11-C) and Household Members’ Names and Social
Security Numbers (Form 11-D) to households selected for verification. Keep copies or
note the date these were sent to each household on the household’s Verification
Worksheet (Form 11-K).

Make at least one documented attempt to obtain the necessary information from any
households that fail to respond by the deadline. Attempts may be made by mail,
telephone, e-mail or in person. Record the date and method used on the household’s
Verification Worksheet (Form 11-K).

Review documentation provided by the household and determine whether the eligibility
of the students in the household should remain the same (as determined on their
application) or should be changed. Note your decisions on the household’s Verification
Worksheet (Form 11-K).

Notify each household (including those that failed to respond) of your decisions by
sending them the Letter to Household about Results of Verification (Form 11-H).

November 15 — Complete all verification activities. Complete and sign all Verification
Worksheets (Form 11-K). Complete and submit to the South Carolina Department of
Education the Verification Collection Report by Decemberl each year.

If any requests for a hearing are submitted, make sure that the Hearing Official makes a
decision and notifies the household using Letter to Household Following Hearing (Form
11-M).

10. December 1, submit results of the verification efforts to SCDE using the SCAPS system.
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Record Keeping Requirements

Verified applications must be readily retrievable by school. The SFA must keep the following
documentation on file for three years to demonstrate compliance with verification requirements:

1. Copies of all applications selected for verification.
2. A completed Verification Worksheet (Form 11-K) for each household verified. Note that

use of the Summary of Verification Worksheets (Form 11-L) is optional and is for SFA
use only.

3. All documents or copies of documents or a record of all documents submitted by the
verified households, or by collateral contacts, or by agencies completing direct
verification. If a household requests that documentation be returned, the SFA should
make a copy and comply with the request. When records rather than originals or copies
of the documentation itself are used, the record of the documents submitted by the
household must include the type of document (for example, wage stubs or letter from an
employer), income shown on the document, time period of the income, and the date of
the document.

4. Documentation of all relevant correspondence and contact between the households and
the SFA.

5. A completed Verification Collection Report.

Verification for Cause

An application may be verified “for cause” at any time during the school year as long as:
= The application has been approved and
= The selection of applications does not involve discrimination against anyone on the
basis of race, color, national origin, gender, age, or disability.

The SFA has an obligation to verify any application that contains questionable information.
However, the SFA may not choose to verify all (i.e. 100% of) approved applications.

Requesting proof of eligibility along with the application is acceptable. However, if an
application is complete and indicates that the child is eligible for free and reduced-price meal
benefits, the application must be approved. Only after the initial determination of eligibility has
been made can the SFA begin the verification process. SFAs verifying for cause must
remember to follow all applicable steps outlined in this chapter.

Any verification that is done “for cause” is in addition to the required sample. Only the minimum
required number of applications must be verified by the November 15 deadline.

Notice of Adverse Action

When verification results in a reduction or termination of benefits, households must be sent a
written notice prior to the changes in benefits. This notice must give households a ten-calendar
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day notice before benefits are reduced or stopped. The first day of the ten-calendar day period
is the day that the notice is sent. The Letter to Household about Results of Verification (Form
11-H) should be used and has been provided at the end of this chapter. As required, this notice
includes the following information:

= The change in benefits;
= The reason(s) for the change;

= That, if desired, an appeal must be filed within the ten-calendar day advance notice
period to ensure continued benefits while awaiting a hearing and decision;

» The instructions on how to appeal;
= That the household may reapply for benefits at any time during the school year; and

= That SNAP/TANF households may submit an application containing household names
and income information and provide written evidence of current household income and
the Social Security Numbers of household members over the age of 21.

If the household does not appeal, the benefits must be reduced or terminated on the specified
date.

Benefits During Appeal of Verification Results

Households have the right to a fair hearing concerning the reduction of meal benefits due to
verification activities. When a household appeals a reduction or termination of benefits within
the ten-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.

Hearing Procedure

The hearing procedure in the SFA’s “Policy Agreement for Free and Reduced Price Meals” (see
blank prototype form in Chapter 3 — Policy Agreements in this Program Reference Manual) must
be followed. The designated Hearing Official must be an individual who is not involved with the
approval or verification process. The household may request an SFA conference prior to a
formal hearing. Any such conference must not prejudice a later appeal. The decision of the
Hearing Official must be based on the income documentation provided by the household and
the current income eligibility guidelines. Following the hearing, the household should be notified
in writing within five days of the decision using the Letter to Household Following Hearing (Form
11-M).

If the Hearing Official rules that the benefits must be reduced, the actual reduction or
termination of benefits must take place no later than ten operating days after the ten-calendar
day advance notice period, or ten operating days after the decision by the hearing official,
whichever comes first.
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Example:
Nov. 10th - Household notified of decrease in days after 10-calendar day advance notice
benefits (i.e. 10-calendar days advance notice period).

period begins)
Nov. 19" - (10 calendar days later) Household

files an appeal November/December
Nov. 25™ - Hearing Official determines that Sun | Mon | Tue | Wed | Thur | Fri | Sat
Verifying Official’s decision was correct. 7 8 9 10 11 12 | 13
y _ . 14 15 16 17 18 19 | 20
December 3™ — Date on which the decrease in 21 22 23 24 25 26 | 27
benefits must go into effect (i.e. 10 operating 28 29 30 1 2 3 4
5 6 7 8 9 10 | 11

Households that Reapply for Program Benefits

A household that has benefits reduced or terminated for failing to respond to verification efforts
may reapply for Child Nutrition Program benefits at any time during the same school year.
However, at the time of reapplication they must provide either income documentation or proof
of participation in the SNAP or TANF program. The SFA must verify the household’s eligibility
prior to approval.

Notifying Attendance Centers of Benefit Changes

When verification results in an increase in benefits (i.e. the student changes from the paid to the
reduced-price or free category or from the reduced-price to the free meal category), the change
must go into effect immediately or within three working days at the latest. When verification
results in a decrease in benefits, the change should be made after ten days advance notice has
been given to the household. Each attendance center within the SFA must be notified
immediately of changes to be made as a result of verification. The Notification to Attendance
Center of Change in Eligibility Status (Form 11-N) provided at the end of this chapter, may be
used as is or modified if desired. Other methods of notifying attendance centers are also
acceptable.

Reminders

1. The SFA must complete verification of the minimum required sample size by November
15. This includes sending the notice of adverse action to households whose benefits are
reduced or terminated.

2. Round all fractions upward when determining the required sample size of applications to
be verified.

3. Each household application counts as only one application, regardless of the number of
students included on the application.

4. Any application may be verified “for cause” at any time during the school year after it has
been approved. Only the minimum number of applications must be verified by the
November 15 deadline. Verifying 100% of application is not allowed.
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5. The SFA must complete the verification process for all households that have been
notified of their selection for verification and have been asked to submit verification
information.

6. If the household does not respond to a request for verification information, the SFA is
required to make at least one additional attempt to obtain verification information from
the household.

7. If verification results in an increase in benefits (i.e. a child is changed from reduced-price
to free meal benefits), this change is effective immediately, but no later than three
operating days. If verification results in a decrease in benefits, the household must be
given ten-calendar days advance notice of the change. Day one is the day the notice is
mailed.

8. SFAs must provide all households selected for verification with a telephone number that
may be used at no charge to the household to call to discuss verification questions.

Verification Forms and Letters

Use the letters and forms provided as part of your software system or at the end of this chapter
to ensure that all required information has been included. Keep copies of all correspondence
with households on file for three years plus the current year for review or audit. If a software
package with letters is used, compare the letters to ensure that all required information is
included.

Review of Verification Efforts by SCDE

During the Administrative Review process, overclaims will be assessed for any verifications left
incomplete or for which appropriate benefit changes have not been made on a timely basis.

Meeting the Verification Deadline

Verification is an annual requirement with the same deadline, November 15, each school year.
The deadline is the same whether it falls on a weekday or a weekend.

The minimum sample size of applications to verify is based on the total number of approved
applications on the verification count date which is October 1 (or the first following school day).
The Verifying Official is not required to wait until the count date to begin. SFAs are encouraged
to begin as early as possible. Do not wait for a reminder from SCDE to begin the verification
process.

To prevent overlooking the verification count date and deadline, it is best to:
= Mark October 1 (or the first following school day — the application count date) and

November 15 (verification completion deadline) on the SFA/school calendar of events or
a calendar noting other important dates and deadlines.
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Chapter 11 — Verification of Eligibility

» Ensure that more than one person is aware of the completion deadline and of the
verification requirements and/or assign an alternate Verifying Official. This will help to
assure timely completion of verification even if one of the assigned staff is unavailable.

= Develop a written verification plan that includes the methods to be used and the time
frames by which each step must be accomplished. The basic plan can be used year
after year and can be given to new personnel to help them complete the process more
easily in their first year of responsibility for verification.

= Allow sufficient time for agencies (for example, DSS) to confirm household eligibility.
Thirty days is the minimum an SFA should allow when using agency records in this
process. With direct certification, case number verifications should be minimal.

Verification Extension Requests

If verification is not completed by November 15, a request for an extension of the verification
deadline is required. The request must be submitted to SCDE in writing and SCDE will forward
the request to the United States Department of Agriculture (USDA) regional office.

When to Apply for a Verification Extension
Apply for an extension of the verification deadline as soon as it is determined that verification
will not be completed by the November 15 deadline.

Criteria for Approval of Extension Requests

Requests for extensions of the verification deadline will be approved only when unforeseen
circumstances or circumstances beyond the control of the SFA cause a delay in the verification
process. Examples of such circumstances are:

= Natural or other disasters that damage or destroy buildings or records preventing
completion of the process;

= Strikes that prevent access to the necessary records by the personnel assigned to
complete the verification process; or

= Sudden absence (due to illness, injury, death, resignation, etc.) of the verification official
or other persons directly responsible for conducting verification.

These are only examples and all requests will be considered individually on their merit. Please
be advised that requests based on the fact that the persons involved forgot about the process,
were involved in other work projects, or that the previous verification official resigned or
otherwise became unavailable months before the deadline will not be approved.
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Information to Include in an Extension Request
Include the following information in a written request for an extension on the verification
deadline:
= The name, address and telephone number of the SFA,
= The name and title of the Verifying Official;
» The date by which the SFA expects to complete verification;
= A specific description of the reason(s) why the SFA was unable to complete verification
by the deadline (The information provided must be specific enough for USDA to
determine whether an extension is warranted. Requests that do not provide sufficient
information cannot be processed and will be returned to the SFA for more information);
and
= The signature of an SFA official.

Requests for extensions should be sent to SCDE as soon as possible for a determination.
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Letter to Household about a Change as a Result of a Confirmation Review
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

<date of notification>

Dear <Parent’s or Guardian’s Name>:

This letter is important. You must send the information we need, or contact <contact person> at <phone
number> by <due date> or your child(ren) will stop receiving free or reduced-price school meals. You
may call collect.

Federal regulations require that we check Free and Reduced Price School Meals Applications to ensure that only
eligible students receive free or reduced-price meals. Your household’s application was selected to be verified.
As part of the verification process, we determined that your child(ren)’s eligibility status changed from:

[] Free to Reduced-Price

[] Free to Paid

[] Reduced-Price to Free

[] Reduced-Price to Paid

If you believe your child(ren) is/are eligible for free or reduced-price meals, you must send or bring proof of
eligibility to the school by <date proof of eligibility is due>.

You must send either: (1) papers that show you receive Supplemental Nutrition Assistance Program (SNAP)
benefits or Temporary Assistance for Needy Families (TANF) benefits or (2) the names and social security
numbers of each adult household member on the enclosed sheet and papers that show your household’s income.
You may use documentation of SNAP/TANF or income from the month prior to application through the current
month.

The enclosed page, How to Prove Eligibility, shows the kinds of information or documents that you may use to
prove your household’s eligibility. If possible, send copies, not original papers. If you do send originals, they will
be sent back to you only if you ask for them.

If you received this request for a homeless, migrant, or runaway child, please contact <school homeless liaison or
migrant coordinator> at <phone number for liaison/coordinator> for help. If your child is a foster child, send us
official documentation from the agency sponsoring the child.

If you do not send information to prove eligibility for free or reduced-price meal benefits by <date proof of eligibility
is due>, your household will be required to pay the full meal price.

Sincerely,

<Verifying Official’'s Signature>
<Verifying Official's Name>
<Verifying Official’s Title>

Enclosures: How to Prove Eligibility
Household Members’ Names and Social Security Numbers

Non-discrimination Statement: This explains what to do if you believe you have been treated unfairly. In
accordance with federal law and U.S. Department of Agriculture policy, this institution is prohibited from
discriminating on the basis 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 if 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 the department . To file a complaint of
discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C.
20250-9410 or call (866) 632-9992 (voice) or (202) 690-7442 (Fax) or email at program.intake@usda.gov. USDA
is an equal opportunity provider and employer.
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Letter to Household about Selection for Verification
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

<date of notification>
Dear <Parent’s or Guardian’s Name>:

This letter is important. You must send the information we need, or contact <contact person> at
<phone number> by <date> or your child(ren) will stop receiving free or reduced-price school meals.
You may call collect.

Federal regulations require that we check Free and Reduced Price School Meals Applications to ensure that
only eligible students receive free or reduced-price meals. Your household’s application has been selected
to be verified. You must send or bring proof of eligibility to the school by <date proof of eligibility is due>.

You must send either: (1) papers that show you receive Supplemental Nutrition Assistance Program
(SNAP, formerly Food Stamp) benefits or Temporary Assistance for Needy Families (TANF) benefits or (2)
the names and the last four digits of the social security numbers of each adult household member on the
enclosed sheet and papers that show your household’s income. You may use documentation of
SNAP/TANF or income from the month prior to application through the current month.

The enclosed page, How to Prove Eligibility, shows the kinds of information or documents that you may use
to prove your household’s eligibility. If possible, send copies, not original papers. If you do send originals,
they will be sent back to you only if you ask for them.

If you received this request for a homeless, migrant, or runaway child, please contact <school homeless
liaison or migrant coordinator> at <phone number for liaison/coordinator> for help. If your child is a foster
child, send us official documentation from the agency sponsoring the child.

If you do not send information to prove eligibility for free or reduced-price meal benefits by <date proof of
eligibility is due>, these meal benefits will be stopped.

Sincerely,

<Verifying Official’'s Signature>
<Verifying Official's Name>
<Verifying Official’s Title>

Enclosures: How to Prove Eligibility
Household Members’ Names and Social Security Numbers

Non-discrimination Statement: This explains what to do if you believe you have been treated
unfairly. This institution is an equal opportunity provider. To file a complaint of discrimination, write USDA,
Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410 or call
(866) 632-9992 (voice) or (202) 690-7442 (Fax) or email at program.intake@usda.gov.

Use of Information Statement: This explains how we will use the information you give us. 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. The social security number is not required when you apply on behalf of a foster child or you list
a Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy families (TANF)
Program or Commodity 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 social security number. We will use your information to determine if your child is eligible for free
or reduced price meals, and for administration and enforcement of the lunch and breakfast of programs.
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How to Prove Eligibility

Part A — For SNAP/TANF Households

1. If you were getting Supplemental Nutrition Assistance Program (SNAP, formerly Food Stamps) or
Temporary Assistance for Needy Families (TANF) program benefits for your child(ren) when you applied for
free or reduced-price meals, or at any time since then, then you only have to provide information which
shows your household’s participation in the program. No other income information is required. Send us a:
a. SNAP or TANF Certification Notice showing the beginning and ending dates of the certification period.
b. Letter from the Department of Social Services (DSS) office stating that you receive(d) SNAP or TANF

benefits (Note: You may request a fill-in-the-blank form from the school office for DSS to complete.)
c. Copy of your Electronic Benefits Transfer (EBT) card along with two (2) receipts of purchases dated
anytime from the month of application for free school meals up to the current date.

2. If you are not able to provide these items and want to continue receiving benefits, you must prove your
eligibility based on household size and income. See Part B for instructions.

Part B — For Households Eligible Based on Household Size and Income
If eligibility is not based on participation in SNAP or TANF, then you must...

1. Complete the enclosed Household Members’ Names and Social Security Numbers form. Write the
name(s) of all household members (related or unrelated) and the Social Security number of each
household member 21 years of age or older.

2. Submit papers that show your household’s income. You may submit papers from the month prior to your
application up to the current date. Provide one of the following documents for each type of income
received. You may also provide a letter from the income source stating the amount of income received and
how often it is received. Fill-in-the-blank letters are available from the school office and may be taken to
your employer or Social Security office.

The information you send us must show: (1) The name of the person who received the income; (2) the
date the income was received; (3) how much was received; and (4) how often the income is/was received.
Acceptable documentation of income includes the following:

Jobs:
= Paycheck stub or pay envelope that shows the gross amount and how often pay is received
= |etter from employer stating gross wages and how often they are paid

Self-Employment/Farm Income/Seasonal:
=  Business financial records, such as ledger books or last year’s tax return

Social Security/Pensions/Retirement:
= Statement of benefits received = Pension award notice
= Social Security retirement benefit letter = Check stub

Unemployment Compensation/Disability/Worker’s Compensation:
= Notice of eligibility from State Employment Security office = Letter from Worker's Compensation
= Bank statements showing direct deposit = Check stub

Welfare Payments (TANF):
= Benefit letter from welfare agency

Child Support/Alimony:
= Court decree, agreement or copies of checks received

Military Housing Privatization Initiative:
= Letter or rental contract showing that your housing is part of the Military Housing Privatization
Initiative

All Other Income: If you have other forms of income (such as rental income), provide information or
papers that show the amount of income received, how often it is received and the date received.

No Income: If you have no income, write a brief note explaining how you provide food, clothing, and
housing for your household and when you expect an income.
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Household Members’ Names and Social Security Numbers
Section 1
Write the names and Social Security numbers of all household members (related and unrelated) 21 years of age

or older in the spaces below. If an adult household member does not have a Social Security number, check the
box at the end of the row.

Names of Adult Household Members Last Four of the SSN No Social
(Print first and last names.) (See Use of Information Statement below) Security Number
- 0
- 0
- 0
- [
- [
- 0
- 0
- 0
Section 2

Write the names of all household members under the age of 21.

Non-discrimination Statement: This explains what to do if you believe you have been treated unfairly. This
institution is an equal opportunity provider. To file a complaint of discrimination, write USDA, Director, Office of
Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410 or call (866) 632-9992 (voice) or
(202) 690-7442 (Fax) or email at program.intake@usda.gov.

Use of Information Statement: This explains how we will use the information you give us. 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. The social
security number is not required when you apply on behalf of a foster child or you list a Supplemental Nutrition
Assistance Program (SNAP), Temporary Assistance for Needy families (TANF) Program or Commaodity 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 social security number. We will use your
information to determine if your child is eligible for free or reduced price meals, and for administration and
enforcement of the lunch and breakfast of programs. We may share your 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 officials to help them look into violations of program rules.
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Confirmation of Earnings
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

Dear Employer:

Please complete the information below to confirm earnings of your employee named below.
This information is requested to verify the eligibility of the children in the household for free or
reduced-price school meals.

Thank you.

<Verifying Official’'s Name>
<Verifying Official’s Title>

This statement is to confirm that

received $ in gross income before deductions for taxes, social security

insurance, etc.. This amount is paid:

[] Weekly [l Every two weeks [ ] Twice a month [ ] Monthly
[ ] Other - Explain:

Please state the date of the paycheck referenced above:

Signature of Employer Date
Title of Employer Name of Company/Employer
Address City State Zip

Telephone Number

Non-discrimination Statement: This explains what to do if you believe you have been treated
unfairly. In accordance with federal law and U.S. Department of Agriculture policy, this institution is
prohibited from discriminating on the basis 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 if 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 the
department . To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410 or call (866) 632-9992 (voice) or (202) 690-
7442 (Fax) or email at program.intake@usda.gov. USDA is an equal opportunity provider and employer.
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Confirmation of Social Security and/or Supplemental Security Income
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

Dear Social Security or Supplemental Security Income Official:

Please complete the information below to confirm Social Security and/or Supplemental
Security Income (SSI) of the individual named below. This information is requested to verify
the eligibility of the children in the household for free or reduced-price school meals.

Thank you.

<Verifying Official’'s Name>
<Verifying Official’s Title>

This statement is to confirm that

received $ in Social Security and/or $ in Supplemental

Security Income for the month of

Signature of Official Date

Title of Official Agency

Address City State Zip

Telephone Number

Non-discrimination Statement: This explains what to do if you believe you have been treated
unfairly. In accordance with federal law and U.S. Department of Agriculture policy, this institution is
prohibited from discriminating on the basis 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 if 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 the
department . To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410 or call (866) 632-9992 (voice) or (202) 690-
7442 (Fax) or email at program.intake@usda.gov. USDA is an equal opportunity provider and employer.
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Confirmation of SNAP/TANF Benefits
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

Dear Department of Social Services Official:

Please complete the information below to confirm participation of the individual(s) listed in the
Supplemental Nutrition Assistance Program (SNAP) and/or Temporary Assistance for Needy
Families (TANF) program. This information is requested to verify the eligibility of the children
in the household for free or reduced-price school meals.

Thank you.

<Verifying Official’'s Name>
<Verifying Official’s Title>

Name of Parent/Guardian Requesting Documentation:

Name(s) of Child(ren) in Case Number(s) for Begin Date of Benefits (and
Household SNAP/TANF End Date if Terminated)

| certify that the information provided for the child(ren) named above is correct.

Signature of DSS Official Date
Title of DSS Official Telephone Number
Address City State Zip

Non-discrimination Statement: This explains what to do if you believe you have been treated unfairly. In
accordance with federal law and U.S. Department of Agriculture policy, this institution is prohibited from
discriminating on the basis 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 if 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 the department . To file a
complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, S.W.,
Washington, D.C. 20250-9410 or call (866) 632-9992 (voice) or (202) 690-7442 (Fax) or email at
program.intake@usda.gov. USDA is an equal opportunity provider and employer.
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Letter to Household about Results of Verification
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

<Date>
Dear <Parent’s or Guardian’s Name>:

We checked the information you sent us to prove that <names of child(ren)> is/are eligible for free or
reduced-price meals and have decided that:

] The eligibility of your child(ren) for school meals has not changed.

] Starting <date of change>, your child(ren)’s eligibility for meals will be changed from reduced-price
to free because your income is within the free meal eligibility limits. Your student(s) will receive
meals at no cost.

] Starting <date of change>, your child(ren)’s eligibility for meals will be changed from free to
reduced-price because your income is over the limit. Reduced-price meals cost <rp lunch cost> for
lunch and <rp bfast cost> for breakfast.

] Starting <date of change>, your child(ren) is/are no longer eligible for free or reduced-price meals
for the following reason(s):

____ Records show that you are not receiving SNAP or TANF benefits now and did not at the time
of application.

Records show that the child(ren) is/are not homeless, runaway, or migrant.

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 <paid lunch cost> for lunch and <paid bfast cost> for breakfast. If your household
income goes down or your household size goes up, you may apply again. 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 discuss it with <contact person> at <phone number>. You may
call collect. You also have the right to a fair hearing. If you request a hearing by <adverse action 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: <Hearing Official>, <HO address>, <HO phone>.

Sincerely,

<Verifying Official’s Signature>
<Verifying Official’'s Name>
<Verifying Official’s Title>

Non-discrimination Statement: This explains what to do if you believe you have been treated
unfairly. In accordance with federal law and U.S. Department of Agriculture policy, this institution is
prohibited from discriminating on the basis 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 if 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 the
department . To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410 or call (866) 632-9992 (voice) or (202) 690-
7442 (Fax) or email at program.intake@usda.gov. USDA is an equal opportunity provider and employer.
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Letter to the SNAP/TANF Office from the SFA
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

< Date >

Dear Department of Social Services Official:

Eligibility for the Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy
Families (TANF), or Commaodity Distribution Program on Indian Reservations (FDPIR) automatically qualifies
children to receive free schools meals. Enclosed is a form listing households that reported a SNAP or TANF
case number on their applications for school meals. These households have been selected to have their
eligibility verified.

To ensure that only eligible children receive free school meals, regulations for the SNAP, TANF and FDPIR
permit officials of these programs to release eligibility information to administrators of the National School
Lunch Program and/or School Breakfast Program.

For each child listed on the enclosed form, please indicate if the child was eligible for benefits anytime from
the month of the application for free school meals up to the current date. This information will be used only
to confirm the child’s eligibility for free school meals.

Your prompt return of the enclosed form will be appreciated. A self-addressed return envelope is enclosed
for your convenience. If you have any questions or need additional information, please contact <Verifying
Official’'s Name> at <VO phone number> or <contact person> at <contact phone number>.

Sincerely,
<Verifying Official’'s Signature>

<Verifying Official's Name>
<Verifying Official’s Title>

Enclosures Verification of Participation in the SNAP and/or TANF Programs

Non-discrimination Statement: This explains what to do if you believe you have been treated
unfairly. This explains what to do if you believe you have been treated unfairly. In accordance with
federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the
basis 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 if 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 the department . To file a complaint of
discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington,
D.C. 20250-9410 or call (866) 632-9992 (voice) or (202) 690-7442 (Fax) or email at
program.intake@usda.gov. USDA is an equal opportunity provider and employer.
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Verification of Participation in the SNAP and/or TANF Programs

School/School Food Authority (SFA) Use

DSS Use

Eligible at any

SNAP or TANF Case Month of time from month
Number Reported on Application for | in column (d) up
Adult Household Member Child’s Name School Meals Free School to current date?
(Last Name, First Name) (Last Name, First Name) Application Meals Date:
(e)
(a) (b) (c) (d) Yes No
Printed Name of DSS Official Signature of DSS Official Date

Title of DSS Official

Telephone Number of DSS Official
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Verification Worksheet

Directions: Attach this form to each application selected for verification with a copy of all
correspondence with the household regarding verification and a copy of all documents
received.

Head of Household’s Name (last, first):

Students’ Names: 1. 4,
2. 5.
3. 6.

Date Verification Notice Sent:
Date Response Due from Household:
Date and Method of Required Follow-up (or N/A):

Original Approval Was:
[] Reduced-price
] Free based on SNAP/TANF case number
] Free based on income/household size

SNAP/TANF Benefits Verified: [ ] Yes [ ] No OR Social Security Numbers Received: [ ] Yes [ ] No

Total Verified Income

(a) Gross pay includes routinely earned overtime, holiday pay, vacation pay, shift differentials, etc.

(b) Do NOT annualize income if it is ALL received with the SAME frequency. Otherwise, convert to
annual income using the following factors: Weekly x 52; Every 2 weeks x 26; Twice a month x 24;
Monthly x 12.

Source of Gross Pay from | Gross Pay from Average Income Conversion | Verified

Employment/ Income 2" Consecutive | Gross Pay Frequency Factor ® Income
Income Documentation® |  Pay Stub @ (Circle One) | (If needed)

@) (2) ®3) 4) (5) (6) @ (8)

1 WE22M MY | X =
2 WE22M MY | X -
3 WE22M MY | X -
4 WE22M MY | X -
5 WE22M MY | X -
6 WE22M MY | X -
Total Verified Income

Check ONE Income Frequency: [ ] W = Weekly [] E2 = Every 2 Weeks [] 2M = Twice a Month [J M = Monthly []Y = Yearly

Total Verified Number Living in Household:

Results of Verification: Reason for Change:
[] No change ] Income:
[] Free to reduced-price [] Household size:
[] Free to paid [] Change in SNAP/TANF
[] Reduced-price to free [] Did not respond
[] Reduced-price to paid [] Other:

Date Verification Results/Changes Sent to Household:
Date Change Made:

Date Hearing Requested (if applicable):

Hearing Decision and Date Made (if applicable):

Date Verification of this Application Completed:

Date and Results of Reapplication (if applicable):
Verifying Official’s Signature: Date:
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Instructions for Completing Verification Worksheet

1. Head of Household’s Name: Record the name of the person who signed the application.
2. Students’ Names: Record the first and last names of all enrolled students on the application.

3. Date Verification Notice Sent: Record the date that the household was notified of its selection for
verification. Use Form 11-B Letter to Household about Selection for Verification or a very similar
letter for this.

4. Date Response Due from Household: Record the date by which households were asked to return
proof of eligibility. A date two weeks from the date the letter was sent is generally recommended.

5. Date and Method of Required Follow-up (or N/A): If the household fails to respond to verification
efforts, the school/SFA must follow-up at least once. Record the date of the contact and the method
used (i.e. phone, mail, etc.). If follow-up was not needed, record N/A.

6. Original Approval Was: Indicate whether the household’s original determination was (1) reduced-
price, (2) free based on a SNAP/TANF case number, or (3) free based on income/household size.

7. SNAP/TANF Benefits Verified or Social Security Numbers Received: Indicate yes or no to the
appropriate question (i.e. either SNAP/TANF benefits for categorically eligible households or social
security numbers for income eligible households).

For SNAP/TANF households, contact the local DSS office to obtain documentation that the students
listed were eligible for SNAP or TANF benefits at anytime from the month of application for free
school meals up to the current date.

Use Form 11-1 Letter to the SNAP/TANF Office from the SFA and Form 11-J Verification of
Participation in the SNAP and/or TANF Programs when requesting information from the local DSS
office. Attach a copy of the form returned by DSS confirming participation. If DSS notifies you that a
household did not receive SNAP or TANF benefits at any time from the month of application until the
current date, give the household the opportunity to supply income information and Social Security
Numbers by sending them Form 11-B Letter to Household about Selection for Verification.

If the household, rather than the DSS office, is asked to verify receipt of SNAP or TANF benefits,
attach documentation to the household’s Verification Worksheet (Form 11-K).

For income eligible households, check Form 11-D — Household Members’ Names and Social Security
Numbers to ensure that all household members have been listed and that Social Security numbers
are provided for each adult household member. If not, obtain the required Social Security number or
an indication that the adult household member does not have a Social Security number. If this
information cannot be obtained, benefits must be terminated for failure to comply with verification
requirements.

8. Total Verified Income: Households must provide proof of income for any point in time between the
month prior to application and the time the household is required to provide income documentation.
Income from all sources listed on the application must be verified.

= Column 2 — Record the source or type of income (e.g. farm, self-employment, job #1, child
support, etc.)

=  Column 3 — Record the current gross income from each income source. This could be
documented by a paycheck stub, letter from the employer, court record or canceled check,
income tax form (only for self-employment income, farm income or seasonal income).

=  Column 4 — If paycheck stubs are used as documentation for regular wages and salary
income, two consecutive paycheck stubs must be provided. Record the current gross income
from a second paycheck stub, if applicable.

=  Column 5 — For households providing two consecutive paycheck stubs, determine the
average gross pay by adding the gross income in Column 3 and Column 4. Divide this total
by 2 and record the answer in Column 5.
For households that use an income tax form to verify self-employment income, farm income
or seasonal income, use Form 1040 and add together lines 12, 13, 14, 17 and 18. Itis not
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10.

11.
12.

13.

14.

15.

16.

17.

18.

possible to report a negative income from any business venture. The least income possible
is zero (no income).

If a household has multiple businesses, it may be necessary to seek clarification from the
household to determine which figures reported on lines 12, 13, 14, 17 and 18 apply to each
individual business’ income.

Column 6 — Record the frequency of pay period for each income source. This can be
obtained from the letter from the employer, paycheck stubs or court record. If paycheck
stubs are used as documentation for regular wages and salary income, two consecutive
paycheck stubs should be provided. Determine if the pay period is weekly, every two weeks,
twice a month, or monthly. If income tax records are provided for self-employment, farm or
seasonal income, the pay period is annual.

Column 7 — Record the conversion factor, if applicable. If income from ALL sources is
received with the same frequency, leave this column blank. Otherwise, record the
appropriate annual conversion factor for each income source: Weekly = 52; Every 2 weeks =
26; Twice a month = 24; Monthly = 12.

Column 8 — Record the verified gross income from each pay source.

Total the amounts in column 8 and check the appropriate income frequency for the
household.

Total Verified Number Living in Household: Count the total number of household members

liste

d on Form 11-D Household Members’ Names and Social Security Numbers. Ensure that all

household members listed on the application are also listed on Form 11-D Household Members’
Names and Social Security Numbers and request clarification of any differences between the two

forms. Record the total.

Res
Hou

ults of Verification: Compare the Total Verified Income and the Total Verified Living in
sehold to the Income Eligibility Guidelines. Determine if the household’s current approved

benefits category is still correct or if changes will be necessary. Check the appropriate box on the
form to indicate that the benefits remain the same or how they will change.

Reason for Change: Indicate the reason for the change (if applicable) in benefit status.

Date Verification Results/Changes Sent to Household: Record the date the notification letter

was
this.

sent to this household. Use Form 11-H Letter to Household about Results of Verification for

Date Change Made: Record the date that benefits are required to change. A reduction of
benefits must be made after ten calendar days advance notice. An increase in benefits must be
made within three working days. Remember to promptly notify all necessary staff of the benefit
change. Form 11-N Notification to Attendance Center of Change in Eligibility Status may be used

for t

his purpose.

Date Hearing Requested (if applicable): Record the date that the request was received from
the household for a hearing, if applicable.

Hearing Decision and Date Made (if applicable): Record the Hearing Official’s decision and
the date it was made, if applicable.

Date Verification of this Application Completed: Record the date that verification was
completed for this application.

Date and Results of Reapplication (if applicable): Record the date on which the household
reapplies for benefits (if applicable) and the results of their new application (e.g. free based on
SNAP/TANF or denied based on income/household size).

Verifying Official’s Signature: The form should be signed by the Verifying Official.

19. Date: Record today’s date.
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Summary of Verification Worksheets

School Food Authority: School Year: Page of
Original Benefits Verification Results
(Check One) (Check One)
4 5) Check if
Free Verified
Head of Number “For
Household’s of Changed | Changed | Changed | Removed Date Cause”
App. Last Name, Students | Reduced | Categ. Income No to to to from Ver. | Verification | Seeform
No. First Name on App. Price Eligible | Eligible | Change Paid Reduced Free Sample Completed | Instructions
1) (2) ®3) (4a) (4b) (4c) (53) (5b) (5¢) (5d) (5e) (6) ()
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
Ll L] Ll L] L] Ll Ll Ll Ll Ll
L] L] L] L] L] L] L] L] L] L]
L] L] L] L] L] L] L] L] L] L]
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Instructions for Completing Summary of Verification Worksheets

Use of this form is optional but may be helpful. Record the name of the School Food Authority
(school district) and the school year in the spaces provided at the top of the form. Indicate the
page number(s) as applicable (for example, Page 1 of 2 if a total of two pages are needed to
complete the Verification Summary Report). Complete one row in the table for each
application/household chosen for verification.

Column (1).....
Column (2).....
Column (3).....
Column (4a)...
Column (4b)..

Column (4c)...

Column (5a)...

Column (5b)...
Column (5c)..

Column (5d)...

Column (5e)...

Column (6).....

Column (7).....

Count the verified applications and number them sequentially (for example 1
through 10 if 10 was verified). Record the application’s sequential number.

Record the name (last and then first) of the head of household.
Record the number of students listed on the application.

Check (V) if the household was originally approved for reduced-price benefits.

.Check (V) if the household was originally approved as categorically eligible for

free benefits. Categorically eligible is based on a SNAP (formerly Food Stamps)
or TANF case number.

Check (V) if the household was originally approved as income eligible for free
benefits. Income eligibility is based upon household size and income.

Check (V) if verification resulted in no change in benefits.

Check (V) if verification resulted in decreasing benefits from reduced price or free
to paid.

.Check () if verification resulted in decreasing benefits from free to reduced-

price.
Check (V) if verification resulted in increasing benefits from reduced price to free.

Check (V) if verification could not be completed for any reason (for example, the
family moved out of the district, communication difficulties, etc.). Remember that
only a maximum of five percent of the applications in the sample may be
replaced for these reasons.

Enter the date on which verification for this household was completed (i.e. the
date on which the notice of adverse action was mailed or SNAP/TANF benefits
were directly verified with DSS).

Check (V) if the application was verified because there was cause to think it was
incorrect or incomplete. An application verified “for cause” is in addition to those
in the required verification sample.
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Letter to Household Following Hearing
Delete this text and title. Print on school letterhead or insert name, address and telephone number of school/SFA.

<Date>
Dear <Parent’s or Guardian’s Name>:

A decision has been made concerning the eligibility of your child(ren) for Child Nutrition
Program benefits. Based on the U.S. Department of Agriculture eligibility guidelines and the
documentation provided during the hearing, effective <date of change after hearing> the
eligibility of your child(ren) for Child Nutrition Program benefits is as follows:

[ ] Eligibility will not change. Your child(ren) will continue to receive:
[ ] Free school meals.

[] Reduced-price school meals.

[] Eligibility will change from free to reduced-price. The reduced-price charge is:

$<rp lunch cost> for lunch and $<rp bfast cost>for breakfast.

[ ] Eligibility will change from reduced-price or free to paid. The paid charge is:
$<paid lunch cost> for lunch and $<paid bfast cost> for breakfast.

The reason for the above change, if applicable, is:
[] Household income is over the allowable amount.
[] Household is not receiving SNAP/TANF benefits.

If you are not eligible for benefits now, but have a decrease in household income, become
unemployed, have an increase in household size or are approved to receive SNAP or TANF,
you may fill out an application at that time and reapply for benefits.

Sincerely,
<Hearing Official’s Signature>

<Hearing Official's Name>
<Hearing Official’s Title>

Non-discrimination Statement: This explains what to do if you believe you have been treated

unfairly. This explains what to do if you believe you have been treated unfairly.

“In accordance with federal law and U.S. Department of Agriculture (USDA) policy, this institution is prohibited
from discriminating on the basis 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 if
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 the department . To file a
complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, S.W.,
Washington, D.C. 20250-9410 or call (866) 632-9992 (voice) or (202) 690-7442 (Fax) or email at
program.intake@usda.gov. USDA is an equal opportunity provider and employer.
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Notification to Attendance Center of Change in Eligibility Status
Delete this text and title. Print on SFA letterhead or insert name, address and telephone number of school/SFA.

Date: <Date>

To: <Attendance Center Official>
From: <Verifying Official's Name>
Subject: Change in Eligibility Status

The application for the household below requires an eligibility status change. Please update
your roster, ticket or automated meal counting device to reflect each student’s new eligibility
status, effective on the date of eligibility status change. Please sign and return this form to:
< Verifying Official’'s Name >, < Verifying Official’s Title > at <Verifying Official’s Return Info>.

Parent or Guardian’s Name: < Parent’s or Guardian’s Name >

Student’s Names:

1.

2.

3.

4.

5.

6.
Original Eligibility Status: [] Reduced Price L] Free
Revised Eligibility Status:  [] Paid [] Reduced Price L] Free
Date Naotification of Change Sent to Household: < date of natification >
Date of Eligibility Status Change: < date of change >

A benefit decrease must be made after ten (10) days advance notice.
A benefit increase must be made within three (3) working days.

Signature of attendance center official confirming that eligibility status changes were made:
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Chapter 12 - Counting & Claiming

Responsibilities

Federal reimbursement is provided for each meal that meets program requirements and is
served to an eligible student. To obtain this reimbursement, school personnel must accurately
count, record and claim the number of meals actually served to students by eligibility category
(i.e. free, reduced-price and paid). The South Carolina Department of Education (SCDE), the
School Food Authority (SFA), and the serving site share responsibility for meeting the U.S.
Department of Agriculture (USDA) requirements for counting meals.

SCDE’s Responsibilities
1. Review reimbursement claims to identify and correct claims reporting an excessive
number of meals served to eligible students.

2. Assess an overclaim whenever accountability deficiencies are known to have resulted in
over-payments to schools.

3. Annually review and approve collection and accountability procedures submitted by
SFAs.

SFA’s Responsibilities
1. Designate an Authorized Representative to be responsible for ensuring accuracy of meal
counts.

2. Annually submit to SCDE the collection and accountability procedures for each site (see
Chapter 3 — Policy Agreement, Appendix F in this Program Reference Manual). Before
changing its approved procedures, the SFA must receive approval from SCDE for the
revisions.

3. Each day, count and record the number of reimbursable meals served to eligible
students by meal category (i.e. free, reduced-price and paid). This may be done using
the forms provided at the end of this chapter or other forms of the SFA’s choice (either
paper or electronic forms).

4. Dalily, weekly, or monthly, compare each serving site’s daily record of meals served
against data that will assist in identifying excess numbers of meals claimed. See the
section entitled, “Edit Checks” in this chapter for additional information and instructions.

5. Following each calendar month that reimbursable meals, snacks and milk are served,
submit to SCDE a claim for each serving site. Claims are submitted using SCDE’s
South Carolina Automated and Payment System (SCAPS).

By February 1 of each year, SFAs with more than one serving site must conduct on-site reviews
to verify proper implementation of the approved meal accountability and claiming procedures.
Use the On-Site SFA Review of Meal Counting and Claiming Procedures (Form 12-A) to
document the on-site review findings. When the on-site review discloses problems with a
school’'s meal counting and claiming procedures, corrective action plans must be developed and
follow-up visits must be conducted within 45 calendar days of the initial review. Program
Reference Manual for additional information and instructions. The Reviewing Official must be
named on the SFA’s Application Packet in SCAPS
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Serving Site’s Responsibilities

Establish a point-of-service meal accountability procedure that assures accuracy of daily meal
counts by eligibility category (i.e. free, reduced-price and paid). Use Evaluating Your
Accountability System (Form 12-B) to determine if your system is adequate or if it needs
improvement.

1. Count Meals at the Point-of-Service

Regulations define point-of-service meal count as that point in the food service operation when
a determination can accurately be made that a reimbursable free, reduced-price or paid meal
has been served to an eligible child. Acceptable point-of-service counting and claiming
procedures are required to determine the number of reimbursable meals served. Unless an
alternative method is approved by SCDE, the cashier must be located at the end of the serving
line to monitor the meals selected to ensure that each meal claimed for reimbursement meets
program requirements. In addition, the procedures must provide a method for removing any
meal that is not reimbursable from the proper eligibility category of the count. Any alternative
accountability procedure must be approved by SCDE annually.

Point-of-Service Counting Methods

The following counting methods are not point-of-service for meals served in a
cafeteria and are not acceptable:

= Counts taken in the classroom;

= Counts based on attendance rosters;

* Counts based on the number of tickets sold/issued;

* Counts based on subtracting one count from another count;

= Head counts; and

= Tray counts.

2. Correctly Identify Reimbursable Meals

USDA mandates a Food-Based Menu Planning system. This system requires minimum portion
sizes of five food components to be offered at lunch and four food components to be offered at
breakfast. Each cashier or monitor must be capable of correctly identifying students’ food
selections that comprise reimbursable meals..

Important!

A reimbursable meal must offer all required food components or menu items before
the point-of-service meal count is taken.

In a Food-Based Menu Planning System, a reimbursable lunch consists of a minimum of three
components in which one component must be a fruit or a vegetable. A reimbursable breakfast
consists of a minimum of four food items if participating in “Offer versus Serve” (OVS) or 3
components for non-OVS. The student must select the required number of food items in
accordance with the SFA’s policy regarding “Offer versus Serve.” (See Chapter 19 —Menu
Planning Basics for additional information.)
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3. Provide Equal Access for All Students

When a school offers a selection of more than one type of meal that is claimed for
reimbursement or a variety of foods and fluid milk to provide choice within the meal, it must offer
the same selection to all students regardless of whether the students are eligible for free,
reduced-price, or pay the full price for meals set by the school. If certain items are not made
available to all students, including those receiving free and reduced-price meals, those items
may not be counted toward reimbursable meals.

Meals served on a cash-only line may never be claimed for reimbursement, even if the same
items are offered on another serving line. A cash-only line does not prevent overt identification.
If certain lines are not available to all students, including those eligible for free and reduced-
price meals, meals served on those lines may not be claimed. Therefore, when planning for
special functions, parties, field trips, etc., the Child Nutrition Program (CNP) department should
be involved in the process to ensure that students are not overtly identified or denied meals and
that the meals claimed for reimbursement meet requirements.

4. Protect Identity of Students’ Eligibility Category

Common serving areas, dining areas and serving times are to be used for all students during
meal service. Use the same procedures for free, reduced-price and paid meals to prevent overt
identification of students’ eligibility categories when distributing or collecting the medium of
exchange (see section entitled “Medium of Exchange” below).

Students eligible for reduced-price meals should be encouraged to purchase a meal ticket in
advance because reduced-price eligible students may be overtly identified when cash is taken
at the serving line.

Medium of Exchange

The medium of exchange may be any type of ticket, token, meal card, ID card, cash, name
or personal identification number that is issued to the students for obtaining a meal. SFAs
must have a way to update daily a student’s eligibility category (i.e. noting transfers,
withdrawals, and changes in status due to temporary approval, verification, etc.). The meal
count/collection procedures selected must ensure that the medium of exchange prevents
overt identification of free and reduced-price meal recipients in the coding, distribution and
collection process.

Distribution of Medium of Exchange

All meal counting and collection procedures must include a method for prepayment and/or
charging. Charging is seldom recommended. The provision allowing for prepayment and/or
post billing/charging should make free and reduced-price meal recipients appear as
students who have prepaid full price.

The option of prepayment and/or post billing of meals should be routinely publicized. This may
be done by using methods such as posting signs, making public announcements, including the
information in printed material, etc. Some SFAs offer incentives for prepayment to limit cash
being presented on the serving line.

When distributing the medium of exchange, use a common location and time where all
students (free, prepaid reduced-priced and prepaid full-price) are required to obtain their
tickets, tokens, etc. To prevent overt identification of eligibility category, allow adequate
time and locations to purchase or pick up the medium of exchange.

Daily Records of Meals, Snacks and Special Milk Served
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The numbers of reimbursable meals served daily, by category, to eligible students must be
recorded and reported by CNP personnel to the SFA. Daily record forms must be completed for
each site where meals are served. When more than one full price meal charge is used for a
serving site, it is recommended that a separate daily meal record be used for each meal price.
For example, if a school serves students in kindergarten through grade 12, elementary students
are usually charged one price and secondary students a higher price. In this situation, two daily
meal records should be completed: one for the elementary school meals served and one for the
secondary school meals served.

Daily Records for Pricing Programs

The forms listed below are provided at the end of this chapter of the Program Reference Manual
and may be used by pricing programs (i.e. those that distribute applications for free and
reduced-price meal benefits) if desired to record the daily number of meals, snacks and special
milk units served. Alternate forms may be used if preferred.

= Daily Record of Lunches Served (Form 12-C)
= Daily Record of Breakfasts Served (Form 12-D)
= Daily Record of Afterschool Snacks Served (Form 12-E)

= Daily Record of Milk Served and Income Received (Form 12-F) for sites participating
only in the Special Milk Program

= Daily Record of Special Milk Served (Form 12-G) for sites that serve breakfast and/or
lunch and also provide Special Milk to pre-K and kindergarten students

Any SFA choosing to use an alternate record form must ensure that correct counts by category
are reported in a way that can be easily read, edited and consolidated into an accurate monthly
claim for reimbursement. Any report format used must provide a complete record of the day’s
meal service so that the required information can be transferred to the SFA’s report.

Daily Records for Non-Pricing Programs

The following forms must be used by non-pricing programs (i.e. programs that do not distribute
applications for CNP benefits and that claim all students or residents in the “free” or “paid”
category):

= Participation Roster for USDA Meal Reimbursement — RCCls (Form 12-H)

Serving site personnel are responsible for recording and reporting the information to the SFA.
Note that the above forms are available in Microsoft Excel. Use of the Excel forms is
recommended to minimize the potential for math errors.

Claim for Reimbursement

School meal counts, by category, are submitted to the SFA level on a daily, weekly, or monthly
basis. The counts from all schools are combined to generate a monthly claim for
reimbursement. This is called consolidating the claim. After the claims are consolidated, they
are submitted by the SFA to SCDE. SCDE is responsible for paying the SFA for reimbursable
meals claimed as served by category during the claiming period.

Reimbursement rates are different for each category of meal benefit (free, reduced-price and
paid) and for each type of meal served (breakfast, lunch, snack). Thus accurately counting,
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recording, and consolidating the number of meals served by category is the only way a claim for
reimbursement can be properly submitted and the SFA be correctly paid for the meals served.

Edit Checks

Edit checks are a self-audit mechanism that allows SFAs to catch math errors, number
transpositions, or counts recorded in the wrong column. Before submitting the monthly
reimbursement claim, the SFA is required to compare each school’s daily counts of free,
reduced-price, and paid meals to data that will assist in the identification and correction of
errors.

Before performing edit checks, become familiar with the following:
= ADA - Average daily attendance (number)
= ADP - Average daily participation (%)
= Attendance factor — to obtain, divide the ADA by the total enrollment. This can be done
on a school level, SFA level or the State Factor may be used by the SFA.
Daily number of meals served by category
Number of students approved for free meals
Number of students approved for reduced-price meals
Any other enrollment or membership data useful in identifying discrepancies, such as:
o Maximum allowable free meals equal to the number of approved free multiplied by
the number of operating days, and
o Maximum allowable reduced-price meals equal to the number of approved reduced
multiplied by the number of operating days.

The edit checks can be performed on a daily basis on the Daily Record of Lunches Served
(Form 12-C) or on a daily, weekly or monthly basis on a similar, locally developed form using
the instructions below:

Step 1: Compare the daily number of free and reduced-price lunches claimed against
the number of students currently approved for free and reduced-price meals. The
number of meals claimed must be equal to or smaller than the number of students
approved in each category.

Step 2: Compare the daily number of free, reduced-price and paid lunches claimed against the
attendance factor multiplied by the number of students eligible in each category (i.e. the
projected maximum number of lunches that may be claimed in each category).

The random sample should include both income eligible and categorically eligible applications.
Selecting only categorically eligible applications is not permitted. Directly certified students
must be excluded from the sample. Any method which ensures that all approved applications
have an equal chance of being chosen may be used to select applications for verification.
Suggested methods are described below.

Attendance Factor

The attendance factor is the percentage of enrolled students in attendance on an average day. It
is computed by dividing the average attendance by the total enrollment.

If actual meal counts exceed the projected maximum number of lunches for that eligibility
category, the counts should be re-checked to assure no errors were made. If no errors were
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made, the reason for the high counts must be recorded (for example, meals were claimed for
visiting students). At no time may more meals be claimed by category than there are students
eligible. If claims are in excess of the number of approved free, reduced-price, paid, or total
number of enrolled students without a reasonable explanation, the SFA will be required to repay
any over-claims.

The personnel performing the edit checks should be aware of other indications of possible
problems including but not limited to the following:

= Patterns of numbers, repetition of numbers or constant counts by category;

= |dentical counts for breakfast and lunch;

= 100 percent participation (or a percent greater than attendance factor); and

= Category count exceeding number of students eligible for free and reduced-price meals.

When discrepancies are found or potential problems are suspected, they should be resolved
through further investigation. Any findings should be documented (with attendance records,
etc.) and kept with the school’s daily record of meals claimed. Edit checks must be a daily
comparison for each participating school, but it may be completed on a daily, weekly or monthly
basis by the school or SFA.

Proper implementation of the meal accountability regulations, which include edit checks and on-
site reviews, will ensure an accurate system and prevent over-claims.

Accountability System Selection Criteria

The accountability system is an integral part of the CNP. It determines the procedures for
collecting payment and counting meals. Many factors should be considered when choosing a
manual or automated system. The system chosen will depend on the size of the serving site,
the number of meals served, the number of students participating in the program, the
percentage of students receiving free and reduced-price meal benefits, the grade levels
involved (elementary or high school), the cost of implementing and maintaining collection
procedures, and the staff resources required to operate the system during the meal service and
to complete counts and reports.

One percent or 1,000, whichever is less, of the total approved applications (i.e. both income
and categorically eligible), must be selected from the income eligible error-prone group of
applications. Error-prone applications are those with reported income within $100 monthly
or $1,200 yearly of the free or reduced-price income guidelines.

The meal accountability system must:

* Provide accurate point-of-service meal counts by eligibility category, and

= Prevent overt identification of each student’s eligibility category.

Whichever system is chosen, it must provide an accurate point-of-service count:
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= Of reimbursable meals served (one breakfast, one lunch and one snack per eligible
student per day),

= By eligibility category (free, reduced-price and paid),
= By day, and

= Without overtly identifying students’ eligibility categories.

Commonly Used Systems

Rosters

When using a roster, all students should be prepared to give their names to the cashier if the
cashier does not know each child’s name. The cashier identifies and marks the name on the
roster as the student is served a reimbursable meal. See Form 12-I, Roster of Student Meals
Served for a sample form.

The paper roster is coded so that the cashier can count the number of students in each of the
meal categories following the meal service. Suggested coding methods are listed in Table 12.1
- Suggested Coding later in this chapter. Prepaid meals may be recorded on the roster by
placing a diagonal line (/) or highlighting the box for each prepaid meal. If this is done, the
boxes beside the names of students receiving free meal benefits must also be marked to make
them appear as though they have prepaid. Any method must prevent overt identification of
students eligible for free or reduced-price meals.

Rosters may also be electronic. These rosters generally contain the students’ names and bar
codes. The students’ eligibility for free, reduced-price and paid meals is entered into the
computer system in advance. As students pass through the serving line, the cashier matches
the students’ name to the bar coded roster and scans the bar code. Reduced-price accounts
are debited the reduced meal charge and paid student meal accounts are debited the full price
meal charge. The computer system tabulates the number of free, reduced-price and paid meals
served each day.

Coded Tickets or Meal Cards

Coded tickets can refer to paper tickets, automated tab tickets and computer system coded bar
lines. Using this method, all students including those who prepay as well as those who receive
free or reduced-price meal benefits receive a tangible object (ticket or meal card) that is later
redeemed for a reimbursable meal.

Tickets or tokens may be issued or sold in the cafeteria, school office, or classroom, etc. They
may be issued or sold in advance of the meal service on a daily, weekly, or monthly basis.
Students receiving free and reduced-price meal benefits must be issued a ticket or token
identical to the one issued to students who prepay in the paid category. The only permissible
difference is variation in the code used by the person making the meal count determination to
identify the meal category. Refer to Table 12.1 — Suggested Coding provided later in this
chapter for acceptable methods. Whatever method of coding is used, care should be taken to
prevent overt identification.

Tickets should be checked to assure they are presented by the students to whom they were
issued. Following are several methods used to process tickets:
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Each student’s ticket or token is examined as he/she receives a meal. A tally is made or
a counting machine is pressed in a discreet manner for each meal served by category.

Each student’s ticket or token is collected as the student receives a meal. These are
later counted by category, and unexpired tickets are returned to the students to use for
the following meal service.

The tickets have a coded tear-off stub for each lunch or breakfast. A stub is collected as
each student receives a meal. The stubs are later counted by category. In an
automated tab ticket system, the meal count by category is made simultaneously with
the collection of the ticket.

Each student is issued a coded bar line card that is scanned electronically. Each meal is
counted by category when the card is scanned.

Personal Identification Numbers

All students are assigned a Personal Identification Number (PIN). The students’ eligibility for
free, reduced-price and paid meals is entered into the computer system in advance. As
students pass through the serving line, the PIN is entered. The student’s name and/or picture is
displayed on the computer screen and the cashier makes a positive identification. Paid student
meal accounts are debited the full price meal charge; and reduced price eligible students are
debited the reduced-price charge. The computer system tabulates the number of free, reduced-
price and free meals served each day.

Computerized Systems
A computer system can greatly simplify the meal counting and claiming process. These
systems are capable of:

Providing meal counts by category at the point-of-service.

Preventing overt identification.

Alerting the cashier when a student receives a second meal.

Using prepayment plans to eliminate the exchange of money on the serving line.
Producing reports of meals served, student meal category status, etc.

Generating notices to households that funds have been depleted in the student’s meal
account.

Allowing the cashier to permit or prohibit the sale of a la carte items or second meals
based on parental preferences or the student’s account balance.

The process of selecting a computerized accountability system is very complex and unique to
the individual school or SFA. For assistance in defining your needs and identifying a system
that will meet them effectively, contact the SCDE Office of Nutrition Programs at (803) 734-

8188.

If an automated system is chosen, the SFA must have a back-up counting system in case of
mechanical failure of the automated equipment.
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Table 12.1 - Suggested Coding
Consider these methods when determining how the medium of exchange will be coded.

Method

Number Coding

Examples

= Fourth digit in 4-digit number indicates eligibility category:
o 2751 =free
o 9742 =reduced-price
o 7353 =paid

= Last number indicates eligibility category:
o Number ending with 0 = free (2370)
o Number ending with an even number = reduced-price (5318)
o Number ending with an odd number = paid (7193)

Number Coding by
Series

= 1 through 1999 = free
= 2000 through 3999 = reduced-price
= 4000 through 5999 = paid

Coding by Variations

» Variations in authorizing signatures:
o Mary Smith = free
o Mary J. Smith = reduced-price
o M. Smith = paid

» Placement of date stamp:
o Top =free
o Middle = reduced-price
o Bottom = paid

Coding by Number of
Digits

= Variation in number of digits:
o 4 digits = free (3754)
o 5 digits = reduced-price (74537)
o 6 digits = paid (263746)

Computer-coded
Student ID Numbers

* ID numbers are assigned by the school and identified in the
computer system as paid, reduced-price or free

Important!

Color-coding by category, single-symbol coding or using obvious identifiers such as
F, R, and P are prohibited.
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System Advantages and Disadvantages

System Advantages Disadvantages
Paper Can be fast for elementary = Can be slow for secondary schools
Rosters schools when students are lined when students are not lined up in any
up by classroom at the point-of- order at the point-of service
service
» Time consuming for cashier to record,
Inexpensive count by meal category and notify
_ _ households of payments needed
Documentation of meal count is
produced during the meal service = Can overtly identify free and reduced-
as names are checked on a price eligibility if not coded properly
roster
» [f numbers are used, students may
It cannot be lost, stolen, or forget their number which slows down
destroyed (by students) the line
= Can be used by another student or
twice by the same student if there is
more than one serving line
Electronic Provides accurate count and = Start up and operating costs may be
Rosters saves time; compiles the meal high
count when the student is served
= Can be slow for secondary schools
Can be fast for elementary when students are not lined up in any
schools when students are lined order
up by classroom ,
» There may be two meals claimed per
Prevents overt identification on student if more than one service line is
the line available and the machines are not
networked
Allows households to deposit any
amount of money into account
Money may be used for
breakfast, lunch or a la carte
Paper When collected at point-of- » Can be destroyed, transferred, lost,
Tickets service, provides a means to stolen or sold

physically count meals by
category

When used in small to medium
schools, counts by category can
be completed quickly after the
meal service

* In large schools, too cumbersome to
collect and count all tickets or token by
category after the meal service

= Counts must be made at the point-of-
service, which can slow down the line

= [f not coded properly, may result in
overt identification

» Requires cashier to record and write
information on each ticket as issued

July 2013

South Carolina Food Service Program Reference Manual

Page 12-11



System Advantages and Disadvantages continued

System Advantages Disadvantages
Automated Saves time because count is » Can be destroyed, lost, stolen, or
Tab Ticket taken automatically when tickets transferred

are collected

Computer = Provides accurate count and = Can be lost, destroyed, or transferred

System saves time; compiles the meal
Coded Bar count automatically when the = Start up and operating costs may be
Line student’s card is scanned high

= Prevents overt identification on
the line

» There may be two meals claimed per
student if more than one service line is
available and the machines are not

» Provides automated reports linked

= Allows household to deposit any

amount of money into account

= Money may be used for
breakfast, lunch or a la carte

Computer = Provides accurate count and
System saves time; compiles the meal
Personal count automatically when the
Identification student’s PIN is entered
Number (PIN)
= Prevents overt identification on
the line

= Can be forgotten or misused

= |f picture is not displayed on screen,
cashier must know students to assure
they use correct PIN

» Start up and operating costs may be
high

» Provides automated reports

» There may be two meals claimed per
student if more than one service line is
available and the machines are not
linked

= Allows household to deposit any
amount of money into account

= Money may be used for
breakfast, lunch or a la carte

Coded ID
Cards

Is not easily transferred if a photo
is on the card

Can be incorporated as a function
of the student ID card, which may
be a savings to SFA

» Can be lost, stolen, or destroyed

» Students may be able to use it twice if

there is more than one serving line.

= [t may involve a high replacement
cost.
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Unacceptable Accountability Systems

The following meal counting systems are not acceptable because they do not provide a daily
point-of-service count of reimbursable meals by category for meals served in a cafeteria.

Attendance counts: The number of students in attendance does not provide a count of
meals actually served. Only meals actually served may be claimed for reimbursement.

Tray or entrée counts: The number of trays or entrees served does not provide an
accurate count of meals served. There are no controls to ensure that trays contain all the
necessary food items; that trays were not stuck together; that each entrée was part of a
complete meal; that some trays were served to adults, etc. Each meal must be monitored to
ensure that all the meal requirements have been met.

Classroom counts: Students who “intend” to eat may not actually do so. The count taken
prior to the meal service will not reflect those changes and may not be accurate. There are
no controls at the point-of-service to ensure that the meals counted are actually
reimbursable. Food production should be based on past participation trends as documented
in production records instead of morning counts.

Counts taken anywhere other than at the point-of-service (unless approved by SCDE):
The only place an accurate count of reimbursable meals can be made is at the point where
it can be determined that the meals are actually reimbursable. The end of the serving line is
considered the “point of service.”

Prepaid/charged meals counted on day paid: When students either prepay or charge
their meals, these meals must be counted on the day that the student is served the meal,
not on the day that the prepaid meal was purchased or the charged meal was prepaid.

Category/cash back-out system: A positive count of each meal category is required.
Count all free meals, count all reduced-price meals and count all paid meals independently.
One or more of the meal categories cannot be subtracted from total meals to determine the
count of meals in the remaining category.

Cash converted to meals: Using cash or sales figures to determine the number of meals
served does not provide a count of reimbursable meals (and also allows cash collection
errors to translate into meal count errors).

Delivery counts of meals produced off-site: The number of meals delivered to a school is
not necessarily the number of meals actually served.

Visual identification without back-up: All meal counts must be recorded with approved
meal accountability procedures.

A la carte items claimed for reimbursement: Food items sold independently of the
reimbursable meal and not priced as a unit may not be claimed for reimbursement. Only
meals priced as a unit, offered to all students regardless of category (free, reduced-price,
paid) and meeting meal pattern requirements are eligible for reimbursement.

Second meals claimed for reimbursement: Second meals served to students in any
category must not be claimed for reimbursement. SFAs can claim only one meal per
eligible student per day per type of meal service (breakfast, lunch or snack).
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= Ineligible person claimed for reimbursement: Only enrolled students are eligible for
reimbursable meals. Meals served to ineligible students, adults, younger siblings or visitors
may not be claimed for reimbursement.

= |Improper implementation of approved accountability procedures: Even if the system is
approved on paper, all necessary procedures must be followed in order for the meal count
system to be acceptable. All meal accountability staff should be adequately trained in their
responsibilities.

Students Specify a Menu Choice in Advance of Service

Q-1 If the SFA uses an advance meal count to determine how many portions of a
menu item to prepare, can the student be required to pay for the ordered meal
if the student is not served the meal?

A No, SFAs may not charge households for meals individual students have not
been served, even if a student has indicated he/she intends to eat the meal.
L 4
Q2 Some SFAs require students to sign up in advance for a specific menu option.

If a student indicates in advance that they will select a specific menu option
(chef salad, peanut butter and jelly sandwich or alternate entrée), can the SFA
require the student to take that menu selection?

A Yes, SFAs may require the student to take the menu option previously selected.
However, SFAs should primarily rely on food production records to forecast the
number of menu items needed.

Meal Accountability Policies

One Breakfast/Lunch/Snack Per Child Per Day

National School Lunch Program (NSLP) regulations state that SFAs shall plan for and prepare
school meals on the basis of participation trends, with the objective of providing one
breakfast/lunch/ snack per child per day. Only one lunch and/or one breakfast and/or one snack
per student per day may be claimed for reimbursement. The following steps assure compliance
with this regulation:

= Be aware of participation fluctuations. Perhaps there are certain days of the week when
participation regularly dips or peaks. Students are more likely to eat when their favorite
menu is served. The manager should plan the amount of food needed to provide each
student with one meal.

= Keep accurate production records. (See Chapter 20 — Food Production Records in this
Program Reference Manual for additional information.)

= Despite careful planning, fluctuation in participation occurs. If second meals are served,
they must not be claimed for reimbursement
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Serving Second Meals or Non-Reimbursable Meals

When a student purchases a second breakfast or lunch, the meal cannot be claimed for
reimbursement. Since no federal or state reimbursement is received for these second meals,
they should be priced the same as adult meals.

When a student refuses to select the minimum food items required for a reimbursable meal, the
meal cannot be claimed for reimbursement. SFAs may either ask the student to return for
additional food items so the meal will meet minimum requirements or choose not to claim the
meal.

Claiming Meals for Student Workers

USDA regulations state that recipients of free and reduced-price meals shall not be required to
work for those benefits. However, students are not prohibited from voluntarily working in the
cafeteria. Meals served to students who work in the cafeteria are eligible for reimbursement.
They must be claimed in the category in which the student is eligible. The count must be taken
at the point of service to assure a complete meal is served.

Serving Kindergarten and Enrolled Preschool Students

Meals served to preschool children enrolled in an SFA’s educational programs may be claimed
for meal reimbursement under the NSLP and School Breakfast Program. Eligibility
documentation must be maintained on file for all free and reduced-price meals claimed for
reimbursement.

= A kindergarten or pre-kindergarten student who eats an occasional meal may be claimed
in the appropriate eligibility category provided that documentation is on file.

= AKkindergarten or pre-kindergarten student who normally participates in the Special Milk
Program, but eat an occasional school meal, may be claimed for either Special Milk or
school breakfast/lunch reimbursement, but not for both on the same day.

= Kindergarten or pre-kindergarten programs that offer school breakfast or lunch to all
enrolled students may not participate in the Special Milk Program.

Serving Older Students
Meals served to students 18 years of age and older can be claimed for reimbursement only if
= They are a "regular student” (that is, they are included in the SFA's reported enroliment
count of all students) or
= They are in a daytime General Educational Development (GED) program.
These meals must be served during normal meal times. Matters related to free and reduced-
price eligibility for these individuals are the same as other students.

Reimbursement cannot be claimed for any adult participating in non-GED adult education
programs (including Even Start) regardless of scheduling time or evening GED programs.
These individuals should pay the regular adult meal price.

Serving Visiting Students

Meals served to students who are visiting from other schools during a specific school function
(e.g. vocal competition, band day) can be claimed for meal reimbursement. The students’
meals may be claimed by category for reimbursement if the visiting SFA provides the host SFA
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with each student’s eligibility determination. If the visiting SFA does not provide this
informationor if they are from an SFA that does not participate in the CNP, the host SFA may
claim reimbursement for the meals served to the students in the paid category. A school official
must explain the reason for the high meal count on the meal count form used by the SFA (e.g.
Form 12-C, Daily Record of Lunches Served). Meals served to individual school-age guests
who are not participating in a specific school function may not be claimed for reimbursement.

Serving Students Off-Site

The CNP regulations require reimbursable meals to be served on school premises or at a
school-related location. Meals taken off-site are not reimbursable. Meals given to students to
eat on the bus and meals taken home with students due to early dismissal are not reimbursable.

Meals consumed on school-sponsored and supervised field trips may be reimbursed if the
meals are prepared by the CNP staff, meet meal pattern requirements and are served and
consumed as part of a school-related function. A list, roster, or other method of claiming the
meals by category must be used to record counts. See Form 12-I, Roster of Student Meals
Served provided in this chapter of the Program Reference Manual for a sample form. Refer to
Chapter 6 — Meal Service Policies in this Program Reference Manual for more information
concerning school-prepared sack lunches. Extra caution should be taken during field trips to
keep the food safe. Refer to Chapter 30 — Safety & Sanitation for additional information on how
to keep food safe.

Serving Students in Alternative/Cooperative Schools

Many public school districts participate in some type of alternative/cooperative school or
campus that serves students from several districts. Procedures for maintaining applications and
the counting and claiming of reimbursable meals must be established.

It is acceptable for the “host SFA” (i.e. the physical site where the student attends school) to
keep a copy of the students’ application, Direct Certification letters or a roster with each
student’s eligibility on file from the “sending SFA.” To protect the confidentiality of the student’s
eligibility information, CNP applications and Direct Certification letters should never be faxed.

The host SFA provides meal service and may claim reimbursement for eligible students in the
proper category. A student’s attendance in such a school may be short-term (a few days) or
long-term (entire school year). Adjustments and notations should be entered on the meal
accountability records to justify the claim when applicable and to document current numbers of
approved students. If the SFA wants to use a different procedure than the ones mentioned
here, contact SCDE at (803) 734-8188.

Serving Guests

Adults, visiting students and very young children who visit the program must pay the adult meal
price or an established guest meal charge. An SFA may wish to establish a meal price for very
young children. If the SFA does not set a separate price for very young children, the adult meal
price must be paid for the child’s meal. Guest meals cannot be claimed for reimbursement.

Agency Records

A household’s eligibility may be confirmed through the use of information maintained by other
government agencies to which the SFA has legal access. Although regulations do not require
that the household be notified of selection when verification is made through agency records,

such agencies may have their own notification requirements.
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Accepting Cash at the Point-of-Service
If cash is accepted at the point-of-service, a prepayment or post-billing system should also be in
place to prevent overt identification of a student’s eligibility category. The SFA should:

1. Actively promote prepayment for reduced-price and paid meals so that overt
identification of the eligibility category does not occur. The first step in getting students
to prepay is widespread and continuing publicity advertising the availability of the
prepayment option. To be successful, a prepayment promotion should also include
incentives for students to prepay.

2. Prepayment must be accessible and convenient for students. Students should be able
to prepay for their meals in a common location at designated times during the week so
that overt identification of the student’s eligibility category is prevented.

3. Cash accepted on the serving line for reduced-price and paid meals must be deposited
into the student’s account. The price for the reimbursable meal would then be deducted
from the student’s account, thus concealing the amount paid for the meal.

4. Instruct cashiers to use language that does not overtly identify eligibility status when
cash is received on the serving line (e.g. “Thank you,” or “Shall | put all of this in your
account?”). A payment system does not meet program requirements if it displays a
balance paid/due or the student’s eligibility category.

5. Monitor procedures for accepting cash on the serving line by using Form 12-A, On-Site
SFA Review of Counting and Claiming Procedures.

In meal accountability systems that allow reduced-price eligible students to pay cash for their
meals at the point-of-service, the cashier must have a way to determine if a student is to pay the
reduced-price or the paid price. To obtain an accurate meal count by category without overtly
identifying the student’s eligibility category, the cashier may use a coded roster listing all paid,
reduced-price and free students; record the names of all paid and reduced-price students
paying with cash on the serving line; or enter the student’'s name and amount received into the
electronic accountability system.

Charging Meals

Refer to “Meal Charging Policy” in Chapter 7 — Meal Pricing. If students are allowed to charge a
school meal, the SFA must ensure that the student’s eligibility category is not overtly identified.
Regardless of the type of accountability system used, the SFA must ensure that the names of
students who charge meals are recorded and the charged meals are counted in the appropriate
eligibility category.

Charging Meals

Q-3 If a student has exceeded the school’s charge limit and the school offers the
student substitute foods (for example, a peanut butter sandwich and milk)
rather than the reimbursable school meal, may the substitute foods be claimed
for reimbursement?

A No. Only meals that meet the meal pattern requirements may be claimed for
reimbursement.
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Q-4 If a student has reached the school’s charge limit, may the school deny the
student service of a meal?

A If a student in the reduced priced or paid category has charged meals in excess
of the SFA’s established policy, the student may be required to pay for the meal
prior to being served. Students eligible for free meals may not be denied a
reimbursable meal, regardless of the number of “charges” the child has made in
the past. For additional information, refer to “Serving Students with No Money
and Without a Lunch from Home” in Chapter 6 — Meal Service Policies and to
“Meal Charging Policy” in Chapter 7 — Meal Pricing.

Exchanging/Borrowing Tickets

Exchanging or borrowing meal tickets/cards is prohibited in order to protect the confidentiality of
students’ eligibility category and to ensure that all meals are claimed in the correct eligibility
category.

Lost, Stolen, Misused or Damaged Meal Tickets/Cards

USDA instructions regarding handling lost, stolen, misused and damaged free, reduced price
and paid tickets state that schools may establish their own procedures regarding this matter,
except that any system that limits the number of tickets reissued must conform to the standards
described in the section entitled, “Serving Students with Lost, Stolen, Misused or Damaged
Meal Tickets” in Chapter 6 — Meal Service Policies.

In addition to these regulations, the following guidelines must be followed:

= The ticket/card replacement policy should be the same for free, reduced price and paid
students.

= All tickets/cards should identify the student by name in order to prevent the possible re-
use of lost or stolen tickets.

=  SFAs may use a variety of procedures for counting student meals. SFAs that use
automated systems with bar coded tickets/cards must not create barriers to participation
when ticket/cards have been lost, stolen, misused or damaged.

=  When replacing a paper ticket, SFAs should make every effort to provide a replacement
with the same number of meals as were left on the lost, stolen, misused or damaged
ticket.

Money in Account but No Ticket

Q-5 When a student does not have a meal card, but has money in his/her meal
account, may the school deny the student a meal?

A No. A system must be established to allow the student to eat the meal. See
Chapter 6 — Meal Service Policies for additional information.
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Misplaced Meal Tickets/Cards

If an SFA issues meal tickets or cards, an alternate procedure should be in place to allow a
student to eat a school lunch or breakfast when they do not have their meal ticket/card with
them. The procedure should allow for accurate meal accountability and should ensure that the
eligibility category of a student eligible for free or reduced-price meals is not identified in the
process. Suggested procedures and ways to reduce the number of students that come to the
line without tickets are provided in Chapter 6 — Meal Service Policies in the section entitled
“Serving Students with Misplaced Meal Tickets/Cards.”

Making Changes

Updates to the SCAPS profile (including counting and claiming processes) should be done prior
to the implementation of any changes. Certain changes may require additional documentation,
as determined and requested by SCDE on a case-by-case basis.

On-Site Accountability Reviews

Federal regulations require SFAs with multiple serving sites to conduct an annual on-site
accountability review of each serving site. SFAs with only one serving site are exempt from this
requirement. All initial on-site reviews must be completed by February 1.

Person Completing the Review

Someone who is not involved with the daily operation of the system must complete the review.
Examples of persons who may complete the reviews include the authorized representative,
superintendent and food service director. A building principal should not conduct the review in
his/her own building but may conduct the review at other serving sites.

Goals of the Review
The review should, at a minimum, ensure that:

» The counting system is consistent with that described on the SFA’s “Meal
Count/Collection Procedures” in the SCAPS profile information as approved by SCDE;

= The counting system, as implemented, yields the actual number of reimbursable free,
reduced-price, and paid lunches served for each day of operation;

= The counting system prevents overt identification of students receiving free and
reduced-price lunches; and

= The system provides for adequate monitoring to ensure that only reimbursable meals
are counted.

Review of Applications

Because accurate meal counts are dependent on accurately approved meal applications, SCDE
recommends that free and reduced-price meal applications also be reviewed. An initial
sampling of 100 applications per serving site is suggested. If problems are found, all
applications should be reviewed.

Corrective Action Plan and Follow-up Review

If the initial on-site review identifies problems with the school’s meal counting or claiming
procedures, the school must develop and implement a corrective action plan. The plan must be
in writing and should be developed jointly by the school food service manager and the SFA food
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service supervisor, director or the person who conducted the review. It should detail the
corrective action necessary to bring the serving site into compliance and assign responsibility
for implementing each step of the plan.

The SFA must conduct a follow-up on-site review within 45 calendar days of the initial review to
ensure that all problems have been resolved.

On-Site Review Form and Record Keeping

Form 12-A, On-Site SFA Review of Counting and Claiming Procedures has been provided at
the end of this chapter. It should be copied and used to conduct the on-site review at each
serving site. The completed review forms should be kept on file with the SFA’s other food
service records for review by SCDE staff. Do not send the completed form to SCDE.
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On-Site SFA Review of Counting and Claiming Procedures

By February 1, School Food Authorities (SFAs) with more than one serving site must visit each site while lunch is
being served and complete this form for each site. Someone not involved in the daily meal accountability
procedures at the site must conduct a review using this (or a similar) form. Keep completed reviews on file with
school CNP documents for review or audit. Do not send completed reviews to the SC Department of Education.

School: Date of Review:
Attendance Factor: %
Prior Month Meal Count on No. of Students
ADP* Day of Review Currently Approved
Free
Reduced-Price
Paid

* ADP = Average Daily Participation

l. Point-of-Sale Training YES | NO | N/A
1. Does the meal counter know how many items constitute a reimbursable L] |4
meal?
2. Does the meal counter know how to charge and record non-reimbursable L] N
meals?
Il. | Master List
3. Is a master list used in the meal system? O 0
4. Do names listed on the master list match approved applications on file and L] RN
on the direct certification, homeless/runaway and migrant lists?
5. If more than one list is used (e.g. master list/food service line roster), then L] NN
are all lists the same?
6. Are all lists/databases updated as needed? O 0
lll. | Meal Count System
7. Does the meal count system produce an accurate count of reimbursable L] RN
meals (free/reduced-price/paid) served to eligible children daily?
a. Does the collection procedure in use match the procedure submitted to L] |4
and approved by SCDE in the Policy Agreement?
b. If the meal count is not taken at the end of the service line, does the L] L]
school have a system approved by SCDE to account for reimbursable
meals?
c. Are only meals that meet meal requirements counted and claimed for L] |4
reimbursement?
d. Does the collection procedure in use ensure that only one meal per child L] |4
per day is claimed for reimbursement?
8. Does the meal count system prevent overt identification? L] N
a. Is the medium of exchange made available to all students at the same L 0 g
location?
b. Does the medium of exchange use SCDE-approved codes for identifying | [] | [] | []
students as free, reduced-price or paid?
9. Does the school have a trained substitute cashier? IR
10. Does the school have a backup roster in case of computer failure? L] NN

20250-9410 or call (800) 795-3272 (voice) or (202) 720-6382 (TTY). USDA is an equal opportunity provider and

employer.
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On-Site SFA Review of Counting and Claiming Procedures (continued)

IV. | Meal Count Recording and Edit Checks YES | NO | N/A
11. Does the school use proper procedures for counting and recording meals? [] 1|0
12. For any day during one month, does the number claimed for free and L] g
reduced-price meals exceed the number of free and reduced-price eligible
(edit check)? Month Reviewed:
13. For any day during the same month, does the number of meals claimed O (4 (g
exceed the attendance factor? Month Reviewed:
14. Does the school have proper procedures to manage and safeguard cash L] L
(e.g. reconciliation, extra item sales, adult meals, etc.)?
V. System with Cash at Point of Sale
15. Is there a second-party count of cash deposit? [ ] (] | L[]
16. Is cash reconciled daily and differences recorded? [ ] (] | L[]
17. Is it ensured that counts are not adjusted or “backed out” to correspond with | [ ] 1 | [
cash intake?
VI. | Results of Review
18. Is a corrective action plan required? [ ] (] | L[]
19. If a corrective action plan was required, was the follow-up review conducted | [ ] 1 | [
within 45 days of the initial review to ensure that the school has
implemented all required changes and that all problems have been
resolved?
VIl. | Comments, Notes and Observations During the Review
VIII. | Corrective Action Required
Reviewer’s Signature Reviewer’s Title Date of Initial Review
School Official’s Signature School Official’s Title Date of Initial Review

School Official’s Signature School Official’s Title
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Evaluating Your Accountability System

Ask the following questions about the current meal counting procedures. If the answer
to any of these questions is “Yes,” the counting procedures are not adequate and must

be revised.

Yes
1. [
2. [
3. [
4. []
5. [
6. [
7. O
8. [

Are claims based solely on meal or milk counts taken in the morning
in the classroom or at any other location before the meal or milk is
served?

Are claims based on attendance records?

Are meal or milk counts based on the number of tickets/tokens sold
and distributed or the number of meals purchased in advance?

Is the number of free or reduced-price meals or free milk claimed
based only on the number of children eligible to receive such meals
or milk?

Are meal counts taken without monitoring meals after the last food
item is offered to ensure that the meals are reimbursable?

Are meal counts based solely on visual identification of students with
no back-up procedures available for persons not familiar with
students (e.g. checklists)?

Are meal counts based solely on tray or plate counts?

Are back-out procedures used which subtract one number (e.g.
number of free and reduced-price eligible children) from the total
count to get another number (e.g. the number of paid meals)?
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School:

Daily Record of Lunches Served

Month:

Year:

Day of
Month

~~
QD
R

Student Lunches

Edit Checks

Adult & Guest Lunches

Reimbursable

Non-

Free

(b)

Reduced
Price

(©)

Paid
(d)

Total
(e)

reim-
bursable

)

Meal
Type
(9)
R

FIR|P

Explanation of any
count that exceeds
edit check

(h)

Paid
0]

Gratis
Food
Service

@

Gratis
Other

(k)

Local
Use

U}

OO(N|O|U|[WIN| -

Enter school’s Attendance Factor (A) and maximum number of students eligible in each category on any day of the month. Then multiply (A) times number of eligible/approved students (B, C, D).
Attendance Factor (Avg. Attendance/Total Enroliment) E.

Total Days Lunch Served

Enrolled Free Students

Approved Reduced Price Students

cow»

Approved Paid Students

Compute Edit Check Maximums

F.
G.
H
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Total Eligible Students
A (X) D = Edit Check Maximum Paid Lunches

A (X) C = Edit Check Maximum Reduced Price Lunches

A (x) B = Edit Check Maximum Free Lunches
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Instructions for Completing Daily Record of Lunches Served

Complete this form daily. Give the completed form to the Authorized Representative for preparation of reports. The data is necessary for computing reimbursement claims.

Column:
a...... Omit dates meals are not served.
b...... Enter number of reimbursable lunches served to students who are approved for free benefits.
C...n.. Enter number of reimbursable lunches served to students who are approved for reduced-price benefits.
d...... Enter number of reimbursable paid lunches served to students.
€...... Total columns b, ¢, and d.
fo.. Enter number of non-reimbursable lunches served to students. Non-reimbursable lunches include seconds served to students and lunches that do not include all

required food items.

g...... Compare computed Edit Check Maximum for each meal category (free, reduced-price and paid) to the number of meals served. If the number of meals served is
greater than the Edit Check Maximum, put an “X” in the respective column (F, R, P). If the number of meals served is less than or equal to the Edit Check
Maximum, put a “v” in the respective column (F, R, P). All “X” marks must be explained in column h (see instructions below).

h...... Record comments for any count that exceeds the Edit Check Maximum (i.e. those marked “X”). Recheck the number of meals recorded to ensure that no errors
were made. If no errors were made, note reason for exception. A code of exception can be established. For example: 1 = High count because of high attendance,
accountability rechecked, no errors noted; 2 = High count because of popular menu, accountability rechecked, no errors noted; 3 = Holiday or special meal.

loeee. Enter number of lunches served to adults/guests for which payment is received. This column also includes lunches served to children not enrolled in the
district/school, parents, grandparents, other guests, etc.

Joeeennn Enter number of gratis lunches served to adults who work in the food service operation.

k...... Enter number of gratis lunches served to adults who do not work in the food service operation.

Total Total the number of meals served in each column.

Total Days Lunches Served: Enter the total number of days on which lunches were served this month.
Edit Checks:
A...... Enter the school’s Attendance Factor (AF). Compute this by dividing the average daily attendance by the enrollment.
B....... Enter the maximum number of students approved for the free benefits on any day of this month.
C....... Enter the maximum number of students approved for reduced-price benefits on any day of this month.
D....... Enter the maximum number of students enrolled in the paid category on any day of this month.
E....... Total items B, C, and D.
Foo.... Multiply A (x) B to compute the Edit Check Maximum Free Meals. Round up to the nearest whole number.
G....... Multiply A (x) C to compute the Edit Check Maximum Reduced-Price Meals. Round up to the nearest whole number.
H....... Multiply A (x) D to compute the Edit Check Maximum Paid Meals. Round up to the nearest whole number.
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Daily Record of Breakfasts Served

School: Month: Year:
Maximum number of students eligible for breakfast on any given day during the month: Free: Reduced-Price: Paid: Total:
Student Breakfasts Adult & Guest Breakfasts
Reimbursable Non- Gratis Local Use
Day of reim- Food Gratis
Month Free Reduced-Price Paid Total bursable Paid Service Other
@) (b) (c) (d) (e) () ) (h) (i) @)
TOTAL
Total Days Breakfasts Served
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Instructions for Completing Daily Record of Breakfasts Served

Complete this form daily. Give the completed form to the Authorized Representative for preparation of reports. The data reported in each
column is necessary for computing reimbursement claims.

Maximum Number Enter the maximum number of students eligible for free, reduced-price, and paid breakfasts. Enter the total number of
eligible students.

Column
- Omit dates breakfasts are not served.
b Enter number of reimbursable breakfasts served to students who are approved for free benefits.
Coverereeennnn, Enter number of reimbursable breakfasts served to students who are approved for reduced-price benefits.
(o Enter number of reimbursable breakfasts served to students in the paid category.
B Total columns b, c, and d.
| P Enter number of non-reimbursable breakfasts served to students. Non-reimbursable breakfasts include second breakfasts
served to students and breakfasts that do not include all required food items.
(o PR Enter number of breakfasts served to adults/guests for which payment is received. This column also includes breakfasts
served to children not enrolled in the district/school, parents, grandparents, other guests, etc.
o Enter number of gratis breakfasts served to all adults who work in the food service operation.
[ Enter number of gratis breakfasts served to all adults who do not work in the food service operation.
Total Days Breakfasts Served Enter the total number of days breakfast was served this month.
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Daily Record of Afterschool Snacks Served

School: Month: Year:
Maximum number of students eligible for snacks on any given day during the month: Free: Reduced-Price: Paid: Total:
Student Snacks Adult & Guest Snacks
Reimbursable Non- Gratis Local Use
Day of reim- Food Gratis
Month Free* Reduced-Price Paid Total bursable Paid Service Other
(a) (b) (c) (d) (e) () ) (h) (i) @)
TOTAL
Total Days Snacks Served

* If this school is “Site Eligible,” list all students as eligible for free snacks and record all reimbursable snacks served to students in column (b).
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Instructions for Completing Daily Record of Snacks Served

Complete this form daily. Give the completed form to the Authorized Representative for preparation of reports. The data reported in each
column is necessary for computing reimbursement claims.

Maximum Number Enter the maximum number of students eligible for free, reduced-price, and paid snacks. Enter the total number of
eligible students.

Column

- Omit dates snacks are not served.

b Enter number of reimbursable shacks served to students who are approved for free benefits.

Coverereeennnn, Enter number of reimbursable snacks served to students who are approved for reduced-price benefits.

(o Enter number of reimbursable snacks served to students in the paid category.

L T Total columns b, ¢, and d.

| P Enter number of non-reimbursable snacks served to students. Non-reimbursable snacks include second snacks served to
students and snacks that do not include all required food items.

[ PUTITTIS Enter number of snacks served to adults/guests for which payment is received. This column also includes snacks served to
children not enrolled in the district/school, parents, grandparents, other guests, etc.

o Enter number of gratis snacks served to all adults who work in the food service operation.

e Enter number of gratis snacks served to all adults who do not work in the food service operation.

Total Days Snacks Served Enter the total number of days snacks were served this month.
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School:

Daily Record of Milk Served and Income Received
For use by SFAs participating only in the Special Milk Program.

Month:

Year:

Student Milk

Adult Milk

Milk Income

Day of
Month

Units
Delivered

(b)

Paid
Units Served

(€)

Free
Units Served

(d)

Total
Units Served

(e)

Units Served

()

Sales to
Students

()

Sales to
Adults

(h)

31

TOTAL

Milk Inventory: A
B
C
D

Opening Inventory = Number of half-pint units carried over from the preceding month
Total Units Delivered = Total of column (b) above
Total Units Available = A + B

Total Units Served to Students and Adults = Total of columns (e) and (f) above
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Instructions for Completing Daily Record of Milk Served and Income Received

Use of this form is recommended. If alternate forms are developed and used, they must collect the same information. Complete this, or a similar form,
daily. Give the completed form to the authorized representative for preparation of reports. The data reported in each column is necessary for computing
reimbursement.

Column
a...... Omit dates milk is not served.
b...... Enter total number of %2-pint milk units delivered.

C...... Enter number of ¥2-pint milk units served to students not approved for Free Milk benefits. If students do not pay for milk because other program
funds are used, milk served to students not approved for Free Milk is to be recorded as Paid Milk.

d...... Enter number of ¥2-pint milk units served to students who are approved for Free Milk benefits.
e...... Total columns ¢ and d.
fo.... Enter total number of ¥2-pint milk units served to adults.

g...... Enter the amount of income for milk served to students for each day that money is received. There may be as many entries as the maximum
number of school days or as few as one per month.

h...... Enter the amount of income for milk served to adults for each day that money is received. There may be as many entries as the maximum number
of school days or as few as one per month.

Milk Inventory: On the last day of the month, the number of milk units carried over to the next month must be counted and recorded. Fill in the blanks and
use the formula provided to compute the closing inventory. The computed closing inventory should be equal to the physical inventory of milk units.
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Daily Record of Special Milk Served

For use by SFAs participating in the Special Milk Program for split session Pre-Kindergarten and Kindergarten students.

School: Month: Year:
Maximum number pre-K and K students approved for SPECIAL MILK on any day during month: Paid: Free: Total:
Special Milk Adult Milk
ll\)ﬂay Or: ;"Dfe_;jK fo”*: F;fe'K fo”*: T\‘A“li' ?Ddt,’('jt '-Sca' '-Sca' Use of this form is recommended. If alternate forms are developed
ont a'(b) ! re(ec) ! (('j) (‘Z') (f)e (gf and used, they should collect the same information.

@
1
2
3
4
5
6
7
8
9

10

11

12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29

30

31

TOTAL
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Total Days Special Milk Served

Complete this, or a similar form, daily. At the end of the month,
make the completed form available to the authorized representative
for preparation of reports. The data is necessary for computing the
reimbursement claim.

Maximum Number...... Enter the maximum number of pre-

Column

kindergarten and kindergarten students
eligible for Paid and Free Special Milk.

Omit dates milk is not served.

Enter number of Paid Milk units served to pre-kindergarten
and kindergarten students participating in the Special Milk
Program.

Enter number of Free Milk units served to pre-kindergarten
and kindergarten students participating in the Special Milk
Program. If students do not pay for milk because other
program funds are used, milk served to students not
approved for Free Milk is to be recorded as Paid Milk.

Enter total number of milk units served to pre-kindergarten
and kindergarten students participating in the Special Milk
Program.

Enter number of milk units served to adults.

Local use column

Local use column
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Participation Roster for USDA Meal Reimbursement - RCCls

RCCI: Meal: [] Breakfast []Lunch [1 snack Meals Served for Month of: Year:
Enroliment Withdrawal Name of Child 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Date Date
1 1
2 2
3 3
4 4
5 5
6 6
7 7
8 8
9 9
10 10
11 11
12 12
13 13
14 12
15 15
16 16
17 17
18 18
19 19
20 20
21 21
22 22
23 23
24 24
25 25
26 26
27 27
28 28
29 29
30 30
Daily Total:

Important Points:

- The RCCI week is a 7-day week.
. The Afterschool Snack Program is a 5-day program.

- Meal counts must be taken at the point-of-service (end of serving line).

- Family style counts should be taken at the table.

- Enter MONTHLY TOTAL on SLP-4 form.
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Roster of Student Meals Served

School: Teacher's Name: Breakfast [ | Lunch [_] Month: 20
Directions: As each student is served a meal, mark an “X” next to the student’s name in the box under the date the meal is served.
Code/
Student Name Student ID Day of the Month

Totals Code

Code

Code
Total Meals
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Chapter 13 — Ethics

Business Ethics Overview

“Ethics” is defined as “the principles of conduct governing an individual or a group.” The human
condition has historically inspired philosophers to attempt to establish a set of rules and
practices to direct behavior. While there is still debate about what is “ethical” or “unethical,” this
chapter will discuss regulatory definitions of acceptable and unacceptable business practices.

Fraud Statement from Federal Regulations

Whoever embezzles, willfully misapplies, steals, or obtains by fraud any funds, assets, or
property provided under the National School Lunch Program (NSLP) and/or School Breakfast
Program (SBP) , whether received directly or indirectly, shall, if such funds, assets, or property
are of a value of $100 or more, be fined no more than $10,000 or imprisoned not more than five
years or both; or if such funds, assets, or property are of a value less than $100, be fined no
more than $1,000 or imprisoned not more than one year or both. Whoever receives, conceals,
or retains for personal use or gain, funds, assets, or property provided under the NSLP and
SBP, whether received directly or indirectly, knowing such funds, assets, or property have been
embezzled, willfully misapplied, stolen, or obtained by fraud, shall be subject to the same
penalties. (Federal Regulation: 7-CFR-245.12)

Food Taken From Schools

The NSLP and SBP are designed and funded to serve children in the school cafeteria. No food,
not even leftover food, is to be taken from the premises. Taking food from the cafeteria may
create a serious public relations problem by causing people to lose faith in the integrity of the
program(s). Food may only be taken from the school for school-sponsored field trips or in
connection with a school-sponsored gleaning program administered by the U.S. Department of
Agriculture (USDA).

The above does not prohibit students eligible for free, reduced-price, or paid meals or adults
from taking all or portions of their own breakfasts, lunches, or a la carte foods from the cafeteria
or off campus if approved by the local school. Exceptions to this policy must be approved in
school board meeting minutes or board policy.

Leftover foods that cannot be used within the school food service operation and are safe and
nutritious may be donated to a formally organized food reclamation program. See Chapter 29 —
Food Service Related Programs provided in this Program Reference Manual for additional
information on the release of leftover food.

Employees Purchasing Foods

Q-1 May school employees purchase meals or leftover food to take home?

No. Even if the money was deposited in the food service account, program

regulations state that any food prepared for the Child Nutrition Programs must

be consumed on school premises. See Chapter 29 — Food Service Related
Programs for the policy concerning the release of leftover food.
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Purchasing Ethics

The competitive nature of public purchasing and the expenditure of significant amounts of public
funds require that ethical standards be incorporated into all purchasing functions. Purchasing
personnel and School Food Authority (SFA) staff face the difficult task of developing good
vendor relations and encouraging vendor competition while avoiding even the appearance of
favoritism or other misconduct. Numerous problems may be encountered such as:

= Employees, in an effort to get the job done successfully and on time, are tempted to
avoid policies, procedures, and laws or to make their own “legal” interpretations of
existing policies. Such activity, although generally well-intentioned, may cause ethical or
legal problems.

= When informal purchasing procedures are used to make repeated purchases of the
same items or types of items over the course of 12 months, it may appear that
requirements to use formal purchasing procedures are being circumvented. This
situation may occur due to lack of centralized control of the purchasing function.
Although some sequential purchasing may occur using informal purchasing procedures,
it is important to assure that formal purchase procedures are used when required.

= Anitem (usually equipment) is purchased in component parts. Component purchasing
usually is an attempt to avoid bid laws or other requirements by buying an item through
the issuance of multiple purchase orders for the component parts of the item versus a
single purchase order for the entire item. Repeated purchases of additional optional
equipment or parts after an initial purchase may create the perception of component
purchasing.

The SFA should clearly communicate to all personnel policies related to:
= Dealing with conflicts of interest.
= Having financial interests in firms conducting business with the SFA.
= Accepting kickbacks and gratuities.
= |mproper use of a paosition or confidential information.

Additionally, the SFA’s employees should be made aware of the penalties for violation of
purchasing laws and ethics that may include criminal prosecution and loss of employment
opportunities.

General Ethical Standards

The following section provides a brief summary of common ethical standards that should govern
the conduct of employees involved in the purchasing function.

Personal Gain
It is unethical for any employee of a SFA to attempt to realize personal gain through
performance of his/her duties.

Influencing Public Employees

It is unethical for any employee of a SFA to attempt to influence any public employee to breach
the standards of ethical conduct.
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Employee and/or Family Member
It is unethical for any employee of a SFA to participate directly or indirectly in purchasing when
the employee knows, or has reason to believe that:

= The employee or any member of the employee’s immediate family has a financial
interest pertaining to the purchase;

= A business or organization in which the employee or any member of the employee’s
immediate family has a financial interest pertaining to the purchase; or

= Any other person, business, or organization with whom the employee or any member of
the employee’s immediate family is negotiating or has an arrangement concerning
prospective employment is involved in the purchase. If an employee of the SFA has a
financial interest in a purchase, that person shall abstain from discussion and decisions
regarding the award of the purchase contract.

Relative Works for Vendor

Q-2 The spouse of the food service director of a SFA operating a Child Nutrition
Program (CNP) has recently accepted a position as an officer in a wholesale
food distributing company. Should the company be disqualified as a bidder
for future contracts with the SFA?

A Not necessarily, but the SFA needs to be extra careful to document its entire
food purchasing process. Vendor selection criteria should be as objective as
possible, and the final selection should involve officials other than the food
service director.

Gratuities

It is unethical (and in some cases illegal) for a SFA’s employee or former employee to solicit,
demand, accept or agree to accept a gratuity or an offer of employment in connection with any
decision, approval, disapproval, recommendation, or preparation of any part of a program
requirement or purchase request, including influencing the content of any specification or
purchase standard.

Kickbacks
It is unethical for a contractor (or any person on behalf of a contractor) to make any payment,
gratuity, or offer of employment as an inducement for the award of a contract.

Contract Clause
The ban against gratuities and kickbacks should be clearly stated in every contract and
solicitation.

Confidential Information

It is unethical for any employee or former employee of a SFA to knowingly use confidential
information for actual or anticipated personal gain or for the actual or anticipated gain of any
person.
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Vendor Gifts and Relations

SFA officials and employees cannot accept anything of value from a vendor, such as personal
gifts or gratuities, which may be considered to have been given to influence the purchasing
process. Although such practices may be legitimate and generally accepted in the private
sector, giving and receiving gifts in the public sector may constitute a violation of the law.

It is good practice for a SFA to consult with its attorney and/or other legal counsel at the State
Ethics Commission or the Attorney General’s Office to develop policies regulating the
acceptance of vendor gifts. These policies should not only conform to applicable statutes but
should also reflect the SFA’s philosophy regarding regulation of the acceptance of the following
from existing or prospective vendors:

= Trips (including transportation and hotel rooms),

=  Meals,

= Tickets for entertainment, and/or

= Gifts of any value.

SFAs should also be aware of the disclosure requirements regarding federal conflict of interest
regulations that prohibit an employee (and members of the employee’s immediate family) who is
involved in administering, directing, or authorizing federally-funded transactions from having a
financial interest in a vendor associated with federally-funded transactions.

Gifts from Vendors

Q-3 Several food companies like to give my office staff and managers Christmas
gifts each year. Is there anything wrong with this?

A Yes. This practice should be discontinued immediately as it is in conflict with
federal purchasing regulations dealing with a code of conduct. Remember that
neither you nor any of your employees should accept gratuities, favors, or
anything of monetary value from companies with which you currently, or could
potentially, do business.

Incentives

Vendors often will make a special offer on a particular item. They might, for example, offer
equipment or other prizes, or food products such as charbroiled beef patties at a much lower
price that is below market value.

When a Vendor Offers Incentives
The prices paid for all purchases should be based solely on the bid offered by the responsible
vendor giving the SFA the best bid prices on items meeting specifications. When “incentives,”
such as prizes, equipment, etc. are offered and accepted:
= The “incentive” must in no way affect the decision to purchase and
= The “incentive” must become the property of the SFA and under no condition become
the property of an individual.
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Special offers often mean higher prices or lower quality or both. Frequently, special offers are
offered on old merchandise that the vendor wants to liquidate.

A SFA may take advantage of “specials” under the following conditions:

When a Vendor Offers an Item at a Lower Price than the Bid Price

Once an item has been bid and the bid price accepted, the purchaser is not free to obtain
additional bids or to purchase from anyone other than the vendor who has received the bid,
unless:

1. The bid specified a quantity to be purchased,
2. The specified quantity will be purchased from the winning bidder; and
3. The amount to be purchased is in addition to the quantity bid.

Procedures for small purchases may be used in obtaining prices on the additional merchandise,
unless the additional purchases will exceed $100,000.

When a Vendor Offers an Item Not Presently Used at a Special Price Below Market Value

All purchases under competitive bidding must be based on specifications that clearly describe
the item to be purchased. If you have tried a new food product and would like to purchase it,
competitive sealed bids must be obtained if purchases will be $100,000 or more. Small
purchase procedures may be used if purchases will be less than $100,000.

Code of Conduct

Each SFA must have a Code of Conduct that covers all CNP and related personnel. The code
or standard of conduct should include policies concerning conflicts of interest and prohibit
school employees from soliciting or accepting gratuities, favors, or anything of monetary value
from suppliers or potential suppliers. The Code of Conduct should also prescribe appropriate
sanctions, penalties, or other disciplinary actions for violations by school personnel and/or
suppliers. Specifically, at a minimum, the code of conduct should include the following:

= No employee of <insert name of district/SFA shall participate in the selection, award or
administration of a contract when any of the following persons have a financial interest in
the firm selected for the award:
o The employee
o Any member of his/her immediate family
o His/her partner
o An organization which employs, or is about to employ, any of the above

= School employees will neither solicit nor accept gratuities, favors or any item with

monetary value from vendors, potential vendors, or parties to sub-agreements including:
o Trips (including transportation and hotel rooms)

Meals

Tickets for entertainment

Gifts

Food

“Prizes” for students

O O O O O
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Employees should be given guidance about how to respond when a gratuity, favor, or item with
monetary value is offered. When there is doubt concerning the appropriateness of accepting
gifts, favors, etc., the employee should consider the following questions:

1. How would the public perceive this action of receiving the gift, favor, etc.?

2. Will acceptance of the gift, favor, etc. possibly influence a future purchasing decision?

For a sample code of conduct that may be used or modified for use, see Form 13-A, Code of
Conduct, provided at the end of this chapter.

Buying Items for Personal Use from Vendors

In my school system, it has been the practice for principals, teachers, school
organizations and CNP staff to buy items from vendors at the bid price. Is this
acceptable?

No. Federal regulations require a code of conduct which states that “the SFA’s
officers, employees, or agents will neither solicit nor accept gratuities, favors or
anything of monetary value from contractors, potential contractors, or parties
to sub-agreements.” When a person purchases at the SFA’s bid price or any
discounted price, that person is actually accepting from the vendor the cash
difference between the bid or discount price and what one would have to pay
for the item in the retail market. Even if the vendor were to charge the retail
price, the person would still be receiving the convenience of a personal delivery
and therefore would be accepting a favor from the vendor.
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Code of Conduct
Form 13-A

The following Code of Conduct is expected of all persons who are engaged in the award
and administration of contracts supported by school Child Nutrition Program funds.

No employee, officer or agent of <name of SFA/school district> shall participate in the
selection or in the award or administration of a contract supported by program funds if a
conflict of interest, real or apparent, would be involved.

Conflicts of interest arise when an employee:

» has a financial or other interest in the firm selected for the award;

* |s an employee, officer, or agent of the firm selected for the award,;

» Has a member of the immediate family who is an employee, officer, or agent of the
firm selected for the award;

» Has a financial interest in the firm selected for the award,

» s about to be employed by the firm selected for the award; or

» Has an immediate family member who is about to be employed by the firm selected
for the award.

To ensure objective contractor performance and eliminate unfair competitive advantage,
however, a person that develops or drafts specifications, requirements, statements or work,
invitations for bids, requests for proposals, contract terms and conditions or other
documents for use by the Child Nutrition Program in conducting procurement shall be
excluded from competing for such procurements. Such persons are ineligible for contract
awards resulting from such procurements regardless of the procurement method used.

The <name of SFA/school district> employees, officers or agents shall neither solicit nor
accept gratuities, favors, or anything of material monetary value from contractors, potential
contractor, or parties to sub-agreements.

The purchase during the school day of any food or service from a contractor for individual
use is prohibited.

The removal of any food, supplies, equipment or school property, such as official records,
recipe books and the like is prohibited.

The outside sale of such items as used oil, empty cans and the like will be sold by contract
between <name of SFA/school district> and the outside agency. Individual sales by any
school person to an outside agency or other school person are prohibited.

Failure of any employee to abide by the above stated code could result in a fine,
suspension, or both, or dismissal. Interpretation of the code will be given at any time by
contacting the Superintendent at <Superintendent’s phone number>. The <name of
SFA/school district> will not be responsible for any other explanation or interpretation which
anyone presumes to make.
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Chapter 14
Purchasing

All School Food Authorities (SFAs) and food service management companies must follow
federal procurement requirements (as outlined in 7 CFR Parts 3016 and 3019) unless state or
local laws are more restrictive and are consistent with federal regulations.

Definition

Purchasing, or procurement, is defined as the process of acquiring goods or services by
purchase, barter, exchange, or lease.

Goals of Purchasing Regulations

Federal and state purchasing regulations are designed to help SFAs:
= Obtain the best products and services;
= Save money;
= Make the best use of federal, state and local funds;
= Provide open and free competition;
= Ensure fair and ethical practices.

Allowable Purchasing Methods

Federal regulations allow four methods of purchasing;
=  Small purchase procedures;
= Competitive sealed bids;
= Competitive negotiation; and
= Noncompetitive negotiation.

To determine the type of purchasing procedure to use, the SFA must evaluate the dollar value
of the contract. The dollar amounts apply to all purchases from one source for one
agreement/contract period.
= Small purchase procedures may be used for any purchase under $150,000.
= Competitive sealed bids (also known as formal purchase procedures) must be used for
procurements valued at $150,000 or more.

Regardless of the method used, the SFA should avoid all provisions that might restrict
competition or result in the SFA paying higher prices because only one or a limited number of
vendors can supply the needed product or service.

The type of procuring instruments used (for example, fixed price contracts, cost reimbursable
contracts, purchase orders, incentive contracts, etc.) shall be appropriate for the particular
procurement and for promoting the best interest of the program. The “cost-plus-a-percentage-
of-cost” and “cost-plus-a-percentage-of-income” method of contracting may not be used.
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Small Purchase Procedures

Procurement by small purchase procedures are those relatively simple and informal
procurement methods for securing services, supplies or other property that do not cost more
than $100,000. If small purchase procedures are used, price or rate quotations shall be
obtained from an adequate number of qualified sources.

Steps for Small Purchase Procedures

1. Let potential vendor know that you want to buy one or more items.
2. Give or tell them...
e The product specifications
o The period of time the bid must be honored (e.g. week, month, semester)
e General purchasing conditions
e Other information they may need.
3. Obtain price quotes from sales representatives...
e Verbally either in person or by telephone.
o Preferably In writing via fax, e-mail or standard mail using a price quote worksheet
or catalog.
4. Document the prices quoted.
5. Award the bid to the vendor with the lowest price for the quality specified or document
your reasons for selecting a higher bid. Document reasons for rejecting any or all bids.

Formal Bid/Competitive Sealed Bid Purchase Procedures
A formal bid, or competitive sealed bid, is one option allowed for contracting for goods and/or
services by federal regulations whenever the aggregate purchase amount exceeds $150,000.

Steps for Using Formal Purchase Procedures

1. Publically advertise the invitation for bids (IFB) or request for proposals (RFP).

2. Advertise for potential bidders and give them adequate time to respond.

3. Inthe IFB or RFP, include specifications, general and specific purchasing terms and
conditions, length of contract, and instructions.

4. Open publically at time and place stated in the IFB or RFP with at least 2 SFA
employees present.

5. Bids may not be accepted if not sealed or they arrive later than time stated for
acceptance of bids.

6. Notify, in writing, the winner of the bid (the one with the lowest firm fixed-price that met
all requirements). If award is made on basis other than lowest price, specifically
document why the lowest price was not accepted. (e.g. quality, taste test, etc.)

7. Any or all bids may be rejected if they do not meet the terms of the IFB or RFP.

Purchasing Regulations

Geographic Preference

SFAs are prohibited from purchasing goods or services from a vendor based solely on their
geographic location (7 CFR Part 3016.60). This regulation is known as “geographic
preference.”
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The only exception to this regulation is when purchasing unprocessed agricultural products.
The Food, Conservation, and Energy Act of 2008 amended section 9(j) of the National School
Lunch Act to allow and encourage institutions operating the Child Nutrition Programs to apply an
optional geographic preference when purchasing unprocessed locally grown and locally raised
agricultural products.

Geographic preference may not be applied to agricultural products that have significant value
added components including those that have been:

= Cooked,

= Seasoned,
= [rozen,

= Canned or

Combined with any other products.

The U.S. Department of Agriculture defines “unprocessed agricultural products” as agricultural
products that retain their inherent character. Therefore, the geographical preference may be
applied to agricultural products with minimal handling and preparation required to make the
product useable including the following:

= Washed produce,

= Bagged produce,

= Chopped, cut, sliced, diced, or shucked products,

= Produce with minimal preservatives,

= Butchered livestock, fish, and poultry,

= Pasteurized milk (this is the only type of dairy product for which geographic preference

may be used), and
= [Eggsin a carton.

The effects of the following handling and preservation techniques shall not be considered as
changing the agricultural product into a product of a different inherent character.

= Refrigeration, cooling, and freezing,

= Drying/dehydration,

= Application of high water pressure or “cold pasteurization”,

= Vacuum packing and bagging (such as placing vegetables in bags),

= Size adjustment through size reduction made by peeling.

Contracting with Small and Minority Firms

Positive efforts shall be made by each SFA to utilize small business and minority-owned
business sources of supplies and services. Such efforts should allow these sources the
maximum feasible opportunity to compete for procurements to be performed with program
funds.

Contract Content

Contracts shall be made by SFAs only with responsible suppliers who possess the potential
ability to perform successfully under the terms and conditions of a proposed procurement.
Consideration shall be given to such matters as contractor integrity, record of past performance,
financial and technical resources and accessibility to other necessary resources.

In addition to provisions to define a sound and complete agreement, the SFA shall include the
following requirements in all contracts which it awards when the contract costs are to be borne
by program funds:
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Buy American Provision

Section 104(d) of the Child Nutrition Reauthorization Act of 1998 requires SFAs in the
contiguous U.S. to purchase to the maximum extent practical, domestic commodities or
products. The legislation defines “domestic commodity or product” as one that is processed in
the U.S. substantially using agricultural commodities that are produced in the U.S. The term
“substantially” in this context means that over 51 percent of the final processed product consists
of agricultural commodities that were grown domestically.

The Buy American Provision should be included in bid specifications to ensure compliance and
applies to all funds in the food service account and not just to federal reimbursement.

Actions that districts/SFAs can take to comply with the Buy American requirements are:
* Including a Buy American clause in all procurement documents (product specifications,
bid solicitations, requests for proposals, purchase orders, etc.);
Monitoring contractor performance;
Requiring suppliers to certify the origin of the product;
Examining product packaging for identification of the country of origin; and
Asking the supplier for specific information about the percentage of U.S. content in the
food product.

Buy American
Q-1 Are there any exceptions to the requirements of the Buy American provision?

A Yes. While rare, two situations which may warrant a waiver to permit purchases
of foreign food products include: 1) the product is not produced or
manufactured in the U.S. in sufficient and reasonable available quantities of a
satisfactory quality; and 2) competitive bids reveal the cost of a U.S. product is
significantly higher than the foreign product.

¢

Q2 Does the Buy American provision apply to entities that purchase on behalf of
the SFA, such as a purchasing cooperative or a food service management
company?

A Yes. Any entity that purchases food or food products on behalf of the SFA must
follow the same “Buy American” provisions that the SFA is required to follow.

Debarment and Suspension

Debarment and suspension actions have received a lot of attention in the past as a result of
federal and state investigations in companies involved in bid rigging on contracts. A SFA is
prohibited from contracting with a company or individual that has been debarred or suspended.
This prohibition does not extend to contracts in existence at the time of the
debarment/suspension or to most contracts under $150,000. Rather, it applies to new contracts
and extension or renewals of existing contracts of $150,000 or more and to contracts for audit
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services, regardless of amount. Furthermore, the prohibition does not apply to proposed
debarments.

While a SFA is prohibited from contracting with a company or individual that has been debarred
or suspended, a debarment, suspension, or proposed debarment action does not exclude a
company or individual from fulfilling existing contracts involving federal non-procurement
programs.

To ensure that the SFA does not enter into a contract with a debarred or suspended company
or individual, each SFA must require that each responsive include a certification statement with
each bid on each covered contract. The following certification statement is required in all
contracts: “By submitting an offer, offeror certifies, to the best of its knowledge and belief, that
the offer and/or any of its Principals are not presently debarred, suspended, proposed for
debarment, or declared ineligible for the award of contracts by any Federal agency or
department”. By including the certification statement, the bidder certifies that neither it nor any
of its principals (for example, key employees) has been proposed for debarment, debarred, or
suspended by a federal agency. Where the bidder is unable to certify to any of the statements
in this certification, the bidder shall attach an explanation to the bid.

Helpful Purchasing Definitions

Code of Conduct — Standards of conduct that shall govern the performance of the SFA’s
officers, employees, or agents in contracting for payment or expending program funds. (See
Form 13-A in Chapter 13 — Ethics for a sample Code of Conduct.)

Competitive Sealed Bids — One procurement option, commonly called formal bid procedure
that is allowed by state and federal regulations whenever the aggregate purchase amount
exceeds $150,000.

Competitive Sealed Proposals — The competitive sealed proposal process is an alternative to
competitive bidding. The terms and conditions of competitive sealed proposals are identical to
those for competitive bidding except for the important difference relating to the finality of initial
offers. Under competitive sealed proposals, changes in the nature of a proposal and in prices
may be negotiated after proposals are opened. The competitive sealed proposal process
provides for full competition among proposals and allows for negotiation with the proposer(s) to
obtain the best services at the best price.

Contract - A legally enforceable agreement between two (or more) parties where each
promises to do (or not to do) something. A contact is also the written document containing such
an agreement.

Formal Bid — Common name for the purchase method of using competitive sealed bids. A
formal bid, or competitive sealed bid, is one option allowed for contracting for goods and/or
services by federal regulations whenever the aggregate purchase amount exceeds $150,000.

Request for Proposals — A Request for Proposal (RFP) is a part of the competitive sealed
proposal process. The RFP is the mechanism that generates the receipt of competitive sealed
proposals. A RFP may also be used as a procurement option to generate a non-sealed
competitive proposal. In this instance, a SFA may open the proposal upon receipt and begin
the negotiation process for the offered goods/services.
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Sole Source — Sole source means there is only one source of the item and accordingly, no
price competition.

Specification — A clear and simple description of an item or service that is identifiable with the
current market, is capable of being checked, is fair and protective, and allows for maximum
competition in purchasing. The use of clear specifications is required with any method of
purchasing.

Standards of Identity — Food standards that are regulated by the Food and Drug
Administration which describe the nature and character of a given term and specify the kinds
and amounts of ingredients that must go into a product. The standard of identity for a specific
food tells what is in it, how it is made, how the product looks and sets limits, such as fat and
moisture content.

Terms and Conditions — Specific requirements that are binding upon the vendor awarded the
contract and communicate the district's expectations in regard to the vendor’s performance in
connection with the district’s purchase. Examples of food service specific terms and conditions
might include inspections of wholesomeness, conditions of delivery, requirements for packaging
and provisions for making substitutions when necessary.

Additional Information

For additional information regarding specific procurement regulations and procedures, please
refer to the:

= Code of Federal Regulations (7 CFR Parts 3016 and 3019) and 7 CFR 210.21;

= South Carolina Consolidated Procurement Code; and the

= Local SFA procurement code as applicable.

Training and technical assistance with procurement issues is available from the Office of
Nutrition Programs, South Carolina Department of Education (SCDE) at (803) 734-8188.
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Chapter 15 - Food Service Management Companies

School Food Authorities (SFAS) considering contracting for food service with a private “for profit” food
service management company (FSMC) are required to contact the Office of Nutrition Programs, South
Carolina Department of Education (SCDE) before initiating the bidding process (i.e. before posting a
public notice for bids or proposals). SCDE will then provide information explaining the regulations and
responsibilities. Federal and state requirements for the contract must be followed.

Additional Information

Q-1 How can I learn more about the specific regulations and procedures for
contracting food service operations with a private food service management
company?

A Ask SCDE for a copy of the U.S. Department of Agriculture’s publication
entitled, “Contracting with Food Service Management Companies; Guidance
for SFAs.”

Considerations in Deciding Whether to
Contract for Food Service Management

When deciding whether contracting with a private company will provide the best possible food service
operation, the SFA should consider all financial, administrative, and operational issues. The SFA should
allow enough time to properly analyze and answer all issues. This process should ideally begin one year
prior to the start of the contract with a private company. Here is a brief look at some of the issues that
should be thoroughly analyzed before a decision is made.

Management

The knowledge, skills and experience of the food service director are some of the best indicators of
program success. One of the main benefits offered by a FSMC is professional management. However,
a SFA can also hire its own highly effective professional management.

Carefully consider the management concerns that have caused the SFA to consider using a FSMC.
Does the SFA currently employ a qualified director? If so, has the food service director had the
opportunity to address these concerns and present a management plan to solve the problems? If the
SFA does not currently employ a qualified director, could one be employed? If the SFA is too small to
employ a full-time director, could a director be shared with another SFA?

If a FSMC is used, will the SFA be able to interview the FSMC director/manager before an assignment is
made? If the assigned director/manager is unacceptable, what opportunities will the SFA have for
replacement? How much supervision from the parent company will be provided for local FSMC staff?

Quality

Student participation is one of the best indicators of program quality. If participation is low or declining, it
may be an indicator of customer dissatisfaction with one or more aspects of the program. What student,
parent and teacher involvement is there with the current program? Have students, parents and teachers
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been involved in selecting new food items and recipes, planning menus and evaluating meal
acceptability, food quality and variety? Have their suggestions and ideas been used? What promotional
and marketing tools have been used to attract customers? Is the food service environment pleasant for
students and teachers? Do students have adequate time to enjoy eating their meals?

Costs

There are many tools that a local SFA can use to control its food service costs and operate within its
budget. For example, purchasing practices can be made more competitive and cost effective. Better
scheduling of employees can often save money. While a FSMC may be able to reduce costs in some
areas, the SFA will be paying the company a fee to do so. Will the SFA be better off investing money in
the FSMC or in the SFA’s operation? It is also important to evaluate the long-term costs of doing
business with a FSMC. Contracting may be more cost effective in the short-term, but could be more
costly in the long run.

On-Site Visits

Prior to selecting a FSMC, the SFA’s personnel are strongly encouraged to visit one or more school sites
managed by each of the FSMCs under consideration. It is important to observe the operation on a
typical day. Therefore, these visits should be unannounced to the food service site manager. Evaluate
the sanitation, staffing, food production, food quality and student acceptability. Compare these to the
current practices in the SFA’s food service program. If the FSMC operation is judged to be superior,
what were the noticeable differences? What would it take to make similar changes in the SFA’s current
program?

SCDE can help with the decision-making process by providing assistance in evaluating the SFA’s
options. Contact the Office of Nutrition Programs, SCDE for further information regarding contracting
with the FSMC.

Process to Procure & Contract for FSMC Services

Any SFA that contracts with a FSMC must adhere to procurement standards specified in the National
School Lunch Program regulations with the procurement procedures established by SCDE. Following
are the steps for procuring and contracting for FSMC services.

1. At least six months prior to the date for beginning the contract (January 1 or earlier), the SFA should
request from SCDE all procedures and documents for contracting with a FSMC. This information

includes:
= Contracting with Food Service Management Companies: Guidance for School Food Authorities;
and

=  SCDE’s Request for Proposal (RFP) or Invitation for Bid (IFB) template (which includes a list of
prospective bidders).

The initial term of the contract must be for one year and shall begin on July 1 and end on June 30.
However, conditions to extend the contract for four additional one-year periods may be included in
the proposal.

2. The SFA must decide whether to use the RFP or IFB method to contract for food service. The RFP
method can be used with two types of contract methods. The SFA must then decide whether to use a
Maximum Allowable Cost or a Firm Fixed Price. The SFA is required to use the RFP or IFB
templates established by SCDE with FSMCs. The SFA should contact SCDE to receive current
copies of the RFP/IFB templates. The SFA should allow four to six months to adequately develop
and establish a RFP or IFB.

July 2013 South Carolina Food Service Program Reference Manual Page 15-3



10.

11.

The SFA must complete SCDE’s RFP or IFB template and mail it to SCDE for approval prior to the
initial advertisement to seek proposals/bids for food services.

Once SCDE has approved the RFP or IFB, the SFA must advertise the proposal/bid. A list of names
and addresses of prospective respondents/bidders is included in the template.

The SFA shall conduct a Pre-proposal/Pre-bid Conference for all interested bidders two weeks or
more after posting the advertisement but before proposals/bids are due. All potential
respondents/bidders must be invited to the Pre-proposal/Pre-bid Conference. All questions asked by
attendees at the Pre-proposal/Pre-bid Conference must be responded to in writing by the SFA with
copies provided to all attending respondents/bidders and to SCDE.

The SFA should allow a minimum of 60 days between the advertisement of the proposal/bid and the
due date for proposals/bids.

The SFA will establish a committee to evaluate the 