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Presenter
Presentation Notes
Hello! Welcome to the Free/Reduced Process Refresher webinar. I am Allie Caito-Sipe, School Nutrition Program Specialist. This webinar will be valuable to anyone who conducts Direct Certification, processes Free/Reduced applications, completes verification or maintains the files. This webinar will be recorded and posted online, that way you can forward this information to anyone who might need it or access these tips again when you are going through the process next school year. 



Agenda 
 Tips and Best Practices:  

 End of the Year  
 Direct Certification 
 Free/Reduced Applications 
 Verification for Cause 
 Verification 
 Direct Verification 
 Verification Summary Report 

Presenter
Presentation Notes
Instead of giving an in-depth explanation of each individual process, this webinar will include tips, best practices, and reminders as you are conducting Direct Certification, processing F/R Applications, and completing Verification. Since this is a live webinar, we will take time at the end to answer any questions you might have.   



 Explore Our Website! 
 Visit www.doe.in.gov/snp 

Presenter
Presentation Notes
If you are looking for step-by-step training of any of these topics, we already have these posted on our website. You can access all of these by going to www.doe.in.gov/snp. Once on that page, scroll to the bottom. Underneath Requirements you will find the majority of our topics on the Free and Reduced Information link and the Verification link – both highlighted in red. 



End of Year Reminders 

Presenter
Presentation Notes
As we near the end of the school year, there are some things you can do to make your life easier before school starts up again. 



End of the Year  
 Make sure your 2014-15 files are 

organized. 
 Create a list of non-responding 

households from the 14-15 Verification 
Process. 

 Determine what type of Verification 
Process you must undergo in 15-16. 

Presenter
Presentation Notes
Obviously you should make sure all of your 2014-15 files are organized. This includes any Direct Certification downloads or individual look-ups, approved, denied, and withdrawn applications, and all verification documentation. Be sure to keep these on file for 3 more years. Be sure to create a list of households that never responded to their verification request. These applications should be flagged when they come in next school year and verified for cause, I will explain this process a little later. Finally determine what Verification process you need to complete next school year. This is important because you will need to flag incoming applications as they are approved. It is much easier to mark as you review the applications instead of going through the whole stack in October. This year, all schools were notified through an email indicating what Verification process they must complete next school year. If you did not hear from us, contact Allie Caito-Sipe at acaito@doe.in.gov. 



First Steps in PY 2016 

Presenter
Presentation Notes
Now lets go over some of the first things that should take place at the beginning of Program Year 2016. 



Prepare Your Applications 

 Download the F/R Application, Parent 
Letter/Instructions, and Notification Letters 

 Review updated paperwork 
 Edit the templates with your school’s 

information. 
 Do not distribute applications until July 1st!  

Presenter
Presentation Notes
Ideally before you send out applications, you should conduct Direct Certification. However we know the actual process of preparing the applications for distribution takes time. So one of the first steps is to download the 2016 F/R Application from our website. You will also want to download the Parent Letter/Instructions and the notification letter templates. We are currently waiting approval from the Indiana State Board of Accounts before we can post these online. Keep a lookout for my weekly newsletter, where we will announce when everything is available. Once everything is available, please review these forms because they have gone through some major changes. Edit the templates with your school’s information. Make sure you include your school’s homeless liaison’s contact information – if you don’t know who that is, contact our office. As a reminder, anyone who develops their own F/R Application must send it to us for approval prior to distributing. Schools that use an online application do not need to send the application to us for review, however make sure your software company is aware of the application changes, schools are responsible for any missing or incorrect sections on the applications they distribute. Finally, be sure not to distribute the applications until July 1st, the income information households provide must be the most current information for that school year. 



Direct Certification 

Presenter
Presentation Notes
I’m not going into step-by-step detail of the Direct Certification Process because that information is available on our website. Instead, I just wanted to provide some reminders and pointers. 



Direct Certification Tips 
 Users must have a log in and password – obtain 

this from your school’s STN administrator  
 Conduct Direct Certification a minimum of 3 times 

during the school year:  
 Before applications are distributed 
 Before verification is conducted 
 Sometime after the second semester begins 

 Once matched, approved for the rest of the year  
 
 
 

Presenter
Presentation Notes
As I said on a previous slide, you want to conduct Direct Certification before distributing your applications. This way you can prevent processing unnecessary applications. However you will have to wait until the 2016 information has been loaded. Typically Direct Certification is not available for the newest program year until after July 4th. Direct Certification takes place on the STN Database, this database is accessed by your school for a number of different purposes. If you do not have access to Direct Certification, you should contact your school’s STN administrator to set that up for you. We cannot provide you a log in and password, only your school administrator can do that. USDA requires schools to conduct Direct Certification a minimum of three times during the school year. The first time must be before applications are distributed. The second time should be before you pull your applications for verification. The third time should be later in the school year, usually we suggest January or February – once the new semester has begun. We highly recommend that you conduct Direct Certification more than 3 times a year, because you could potentially identify even more households that qualify for benefits. Finally, remember once you find a student through the Direct Certification match, they are approved for free meals beginning the date you pulled the match through the rest of the school year and potentially 30 operating days into the beginning of the next school year. If households are not matched on the Direct Cert list the following year, they must complete an application to qualify for free meals.  



https://scndcdv.doe.in.gov/ 

Presenter
Presentation Notes
Instead of maneuvering through the entire STN Database, you can now connect directly with the Direct Certification database in the STN Center by entering https://scndcdv.doe.in.gov. Click on Log In on the right of the screen to enter your username and password.



Presenter
Presentation Notes
Before you log-in, you can quickly identify if the database has been updated since the last time you conducted a Direct Certification Match. The State only updates the database once a month, so check the date listed here to determine if you already pulled that month’s matches. Keep in mind, any time you get new students at your school, you should check the database. They might already be in the system. 



Presenter
Presentation Notes
The majority of schools will be downloading their Direct Certification Matches into an Excel Spreadsheet. This is the easiest way to view and organize the matches. By sorting any of the columns, you can quickly organize the information you are working with. This is useful because USDA requires schools to identify how students qualified for Direct Certification – either through Food Stamps, TANF, Foster, Homeless, Migrant, or Runaway status. Take the time during each Direct Certification match to prepare for the Verification Summary Report. It is much easier to organize your numbers at this point instead of going back through months of data to fill out your report in November. To determine how the students are direct certified, look to column U in the excel spreadsheet. This is the column immediately to the right of Case Number. To easily sort this column, right click on one of the cells in column U and then click Sort. Click on the first option – Sort A to Z. This will group all of the students qualifying for the same assistance program. Once you have organized this column, you will potentially see three letters – F, A, and W. F stands for Food Stamps, or SNAP. Any student found with an F in their row will be counted in 3-2 on the verification summary report. In addition to these students, you will also count any other student that was Direct Certified because they lived with someone who was found on Direct Certification because of Food Stamps. You will also count any student that was found through the individual look up, qualifying because of Food Stamps.



Presenter
Presentation Notes
Any student with an A in their row is qualifying for Direct Certification because of TANF. This number most likely will be much smaller than the number of students qualifying for Food Stamps because TANF is a more severe-needs assistance program. The number of students found through the Direct Certification Match with an A in their row will be counted in 3-3 of the Verification Summary Report. You will also include the number of students who were Direct Certified because they lived with someone who was Direct Certified because of TANF. You will also count any students found through Direct Cert. look up who qualified because of TANF. 



Presenter
Presentation Notes
Finally if you see a W in column U, this stands for Foster. Any student with a W in their row, will also count in 3-3. Remember, if students are Direct Certified because they are foster children, that Direct Certification status only qualifies that student for free meals. It does not automatically qualify any other household member for free meals. In box 3-3 you will also count the number of students who were approved based on Foster status because the household turned in documentation from the State or Foster Agency. These students are also considered Direct Certified. 



Presenter
Presentation Notes
Don’t forget to manually count any student that qualified for free meals because they were determined to be homeless, migrant, or runaway. Make sure you have documentation on file to validate that the school’s homeless/migrant liaison has identified these students for one of these eligibilities. If you have documentation on file, include this count of students in 3-3 as well. 



Direct Certification Tips 
 Save all organized DC matches and look-

ups on your computer 
 During a review we need to access your 

downloaded STN files 
 

Presenter
Presentation Notes
While all of your downloads are now recorded and saved in the STN database’s File Manager, you will also want to save the organized/sorted versions on your computer. I have found that you might not always be able to access every report pulled in previous months on the STN database. Remember, during a review we need to access your downloaded files to verify that the students listed as Direct Certification in the school’s files really were Direct Certified on the State website. 



Processing Applications 

Presenter
Presentation Notes
Once you have completed your first Direct Certification match and have sent out letters to those households notifying them they do not need to complete an application, you can then distribute paper applications. Remember to print off the most updated Income Eligibility Guidelines, these are already posted on our website now. 



Important!  
 ISBOA requires  schools to have 

procedures in place to double check 
(randomly) the work of all their 
employees, including those who approve 
applications.  

 NO one person should have complete 
control over benefit assignments.  

 Make sure there is a segregation of duties.  

Presenter
Presentation Notes
The State Board of Accounts requires schools to have procedures in place to randomly double check the work of all school employees. This includes those who approve applications. Basically there should be more than one person who can process F/R Applications on staff. This person should be able to double check the work of the other to ensure that applications were correctly approved. Notice, this doesn’t mean that every application must be double checked. The best practice would be to review a small sample of approved and denied applications throughout the school year. Another best practice is to ensure a segregation of duties. For example, if you are not using a software that assigns the benefit, the person who approves the application should not be the one entering the eligibility status into the POS. This is similar to ensuring there is one person who takes the money at the cash register and the one who makes the deposit into the bank – in both situations there is a second set of eyes that can ensure the correct process is taking place. 



Changes to Application Process 

 Applications must be organized at District 
Level  
 No longer processed at school level 
 Limited copying of applications 
 Field Consultant must review original 

application  

Presenter
Presentation Notes
Due to the changes with the Administrative Review, all applications must be organized at a district level. Before many schools were processing and organizing their applications at the school level. Now all applications should be maintained at one location. Because they are maintained in one location, there should be little reason for copying applications. When your Field Consultant comes to review your school district, they will want to review the original applications, not copies. Contact your Field Consultant for suggestions on implementing this new change. 



Processing Applications 
 Cross check apps with your direct certification 

list 
 Process applications within 10 operating days 

 Effective Date Waiver 
 30 Day Carryover ends when new application is 

processed 
 

 

Presenter
Presentation Notes
As applications are turned in, be sure to cross check these households with your Direct Certification List. You can disregard applications from households that have already been approved through Direct Certification. Just make sure all of the students listed on the application match up with the students who are Direct Certified. If you find there are more students listed on the application than direct certified, contact the household to make sure these students should be added to the DC list. Schools have 10 operating days to process a F/R application, however we encourage schools to process the applications as soon as possible. Once the application is approved, benefits can then be applied. There is one exception - USDA now allows schools to apply for an Effective Date Waiver. This is beneficial for schools that take the maximum amount of time to process applications. If the school has this waiver, they must date stamp every application as soon as they are turned in. When the school approves the application, they can apply the benefits beginning the day the application was date stamped. The school still needs to process the applications within 10 operating days, but the waiver is beneficial for households who need as much assistance as possible.  If you are interested in applying for this waiver, contact our office. Finally, don’t forget that all students that were approved the previous school year, continue to receive their benefits for the first 30 operating days of the new school year. This carryover ends when the 30 operating days is up or when a new application for the household is approved or denied. If a household does not submit an application or students are not direct certified by the end of the carryover period, the school does not need to provide the household a denial letter or a notice of adverse action. 



Categorical Applications  
 Food Stamp/TANF  

 10 digits, beginning with a 10 
 If they indicate this is anything other than 

Food Stamp/TANF, ask for income 
information 

 Check with DC List 
 Conduct DC Lookup 
 If cannot find through DC, approve based 

on face value and flag to verify for cause 

Presenter
Presentation Notes
There are different approval processes depending on the type of application your receive. One type of application is when a household provides a food stamp or TANF number. This is considered a Categorical Application. To process this categorical application, first take a look at the number. Does it begin with the number 10 and is 10 digits long? If so, this might be an accurate case number. If the format is different, check to see if the household is using an out of state case number. If so, check with the State agency to see what that state’s case number format is. If the household says this number is through Medicaid, Hoosier Healthwise, or any other benefit that is not Food Stamp or TANF, then the household needs to provide income information. If the case number looks right, cross-reference the students on this application with your DC match list. If you cannot find these students on your match list, then try to conduct a Direct Certification Look Up. Finally if you cannot identify the student through DC lookup, approve the application based on face value – because the case number format does appear to be a real number and then flag the application to verify for cause. 



Categorical Applications 
 Foster 

 Conduct DC Lookup 
 If no match can be made call the household to 

see if the child actually is a foster child  
 If cannot determine foster status, advise 

household to complete income section of 
application 

 If the household indicates the student is a ward 
of the State, then approve the application 
based on face value – this can still be verified 

Presenter
Presentation Notes
Another type of Categorical Application is one that has one or more students checked as Foster. First, you will want to conduct Direct Certification – Lookup. Many times you will be able to find the student in the STN database and qualify them for free meals based on that information. Be sure to print off that page and keep it in your files. If no match can be made, call the household to see if the child is actually a foster child. Foster children are formally placed with caretaker households or in kinship care by a State child welfare agency or court. The State must retain the legal custody of the child. If the household indicates that this student was informally placed with relatives, or the court granted legal guardianship, or the household has adopted the child, then the student does not qualify as a foster child. Instead the household should complete the income section of the application. If the household indicates that this is a formal placement and the State retains custody, keep notes on the conversation and approve the application without requiring any documentation. This application will not be considered Direct Certified, but instead eligible for Verification. If the household provides documentation that shows the State retains custody of the child, then the student can be Direct Certified and you will no longer include the application in the Verification pool. 



Direct Certification Look Up 
 STN Database – Direct Certification - Lookup 
 Enter the least amount of information 

Presenter
Presentation Notes
I want to spend some time talking about Direct Certification Look-Up. You will most likely be using this feature when you receive categorical applications with Food Stamp/TANF numbers or the Foster status indicated. To access lookup, click on the blue Direct Certification box on the Dashboard. Then click Lookup to the left of the screen. This will bring up a number of empty fields for you to fill out. I recommend that you enter the least amount of information. For instance, try just the case number. Or try just the last name and county of the student. If just the case number didn’t bring back results, try a different search. 



Presenter
Presentation Notes
If you find a match, then the student can be approved for free meals based on Direct Certification. If the guardian and/or address do not match up with your school’s database, you can still approve this student for Direct Certification as long as you can determine this is the right student. In this image you can see that the student was identified to be receiving Food Stamps or TANF,  that Direct Certification eligibility will automatically qualify to the other students in the household. If the student was identified as a Foster child, then the free eligibility only applies to that student. If there are additional students on the application, you will have to look those up as well to see if they qualify through Food Stamps, TANF, or Foster.Be sure to print this look-up and add to your files. Finally you will need to send a letter home to the household letting them know they were approved because of Direct Certification.  



Categorical Applications 
 Migrant, Runaway, Homeless 

 Eligibility must be validated before 
approved:  
 Letter from Homeless/Migrant Agency 
 Letter from school’s Homeless/Migrant Liaison.  

 Letter must include child’s name, the date 
determined homeless, runaway, or migrant, 
and the liaison’s signature 

 Maintain on file 
 This should be updated every year 

Presenter
Presentation Notes
The final type of Categorical Application is that with Migrant, Runaway, or Homeless checked on the application. These applications should never be approved based on face value. Instead they should be validated either by a Homeless/Migrant agency or the school’s homeless/migrant liaison. A letter is all that is needed on file from the agency or the liaison indicating child’s name, the date determined homeless, runaway, or migrant, and the liaison’s signature. Attach the letter with the application and maintain on file. This letter must be updated every year. 



Income Application 
 If an application has a case number and 

income recorded, process using the case 
number.  

 Check that the application is complete 
 No annual income allowed 
 Only convert to annual income if multiple 

pay frequencies. 
 Flag Error Prone applications * 

Presenter
Presentation Notes
The other type of application is when a household includes their income and household size. Some applications will come in with both a case number and income information. Always process these applications using the case number. If the case number doesn’t meet face value, then you can process the application using the income reported. Make sure that the application has included the last 4 digits of the applicant’s social security number or checked the box indicated they don’t have a social security number. They must also sign the correct signature box. With the new application, this should be easier because the first page only requires one signature. They have to flip to the back to access the Text Book and Hoosier Healthwise disclosure signatures. Finally last year the annual income option was deleted from the application. USDA wants households to fill out the most accurate, current income information. They must provide income information in one or more of the following frequencies: weekly, every two weeks, twice a month, or monthly. If the household wrote in an annual amount, contact them to determine the most current monthly amount. Keep notes on the application indicating you worked with the household to determine the right amount to report. Seasonal employees or those that own their own business can determine an average monthly income by taking their expected gross annual income and dividing by 12. When determining if the application is free, reduced, or denied, only convert the total income to annual if the household has reported multiple frequencies of pay. For instance, if a household submitted an application with weekly income and monthly income, convert each of those amounts to an annual amount and add together to determine the total income for the household.  For those schools that are required or want to complete Standard (Error Prone) Verification, be sure to flag these while you are processing your income applications. Error Prone applications are those that were so close to the income eligibility guidelines that they almost did not qualify for their free or reduced eligibility. Specifically, these are applications that are within $100 of the monthly income guidelines or $1,200 of the annual income guidelines. These applications should be marked so you can easily pull from that stack during Verification. 



No Income Application 
 The new free/reduced application allows 

households to leave any fields blank to 
indicate they have no income to report.  

 If a household leaves all income fields 
blank – approve based on face value 
and verify for cause.   

 Ask how are they meeting their bills? 
Where are they living?  

Presenter
Presentation Notes
In the past, we required schools to consider a no income application incomplete if the household did not record they had no income on the application – either by writing 0 or no income or checking the no income box. The new F/R Application allows households to keep the income fields blank without writing 0 or no income. You will be able to approve an application with no income filled out, but we highly recommend you flag the application and verify for cause. These applications are always questionable. Some questions you can ask the household when verifying for cause – how are they meeting their bills? Where are they living? Many times it turns out they are living with another household and don’t realize they need to include that household on the application or talk to the school’s homeless liaison about their situation.  



School Employee Application 
 If the application appears to be complete, 

approve based on face value.  
 If the salary information shows a 

misrepresentation of income on the 
application, verify for cause.  

 Always talk with your school lawyer to 
determine the best way to handle 
questionable school employee applications.  

 SP 13-2012 
 

Presenter
Presentation Notes
Since school employees might work seasonally, they should report projected income for the entire year averaged out into a monthly rate – since the application doesn’t allow individuals to report annual income. If the reported income is questionable, after the application has been approved you can verify the application for cause. Be sure to check with  your school’s lawyer to determine the best way to handle questionable applications from school employees. For more information, check out USDA’s memo SP 13-2012 Verification for Cause in the School Meals Program.  



Confidentiality/Disclosure 
 Sharing eligibility information 

 Only the household that applied 
 Programs under the National School Lunch 

Act or Child Nutrition Act 
 Programs that have obtained 

parent/guardian approval for disclosure 
 
 

Presenter
Presentation Notes
Schools must remember to maintain strict confidentiality with applications and eligibility information. USDA requires that there must be a legitimate “need to know” to provide a service or carry out an authorized activity. Schools must ensure that data systems, records, and other means of accessing a student’s eligibility status are limited to officials directly connected with administration of the National School Lunch Program. This means that teachers, principals, counselors, and any one else not directly connected to the processing of F/R Applications, conducting Verification, or administering of appeals, does not have the right to access eligibility information. There is a detailed list of the programs and entities that schools may disclose eligibility information to on our website and in the Eligibility Guidance Manual. For the most part however, the only ones that schools can share information with includes the household that applied for the program. In a shared custody situation, if a parent not listed on the application wants eligibility information of that household, you are not allowed to disclose it. The parent must request a court order or work with the household that applied. Schools are permitted to share eligibility information with other schools/organizations that operate a program under the Child Nutrition Act – like the National School Lunch Program and the Summer Food Service Program as long as the information is just used to qualify the students for the program at the other school. For instance if a student transferred out of your school district to another. You are allowed to share the eligibility information with that school, so the new school doesn’t have to process a new application. Finally, programs that have received permission from the household to view eligibility information may access applications or a list of students that qualify for free/reduced meals. For instance on the F/R Application, we have included a special disclosure line for Text Book information and Hoosier Healthwise. If the parent has not signed off, then disclosure is not allowed.  



Verification for Cause 

Presenter
Presentation Notes
I have briefly mentioned verification for cause, but now I will cover that process. 



Flagging Suspicious Apps 
 Last year’s non responders reapplying 
 Food Stamp/TANF number not identified 

in DC 
 No income indicated on the application 
 Questionable school employee 

application 
 

Presenter
Presentation Notes
I have already talked about applications that should be flagged for verification for cause, but let’s go over those one more time: Any household that did not respond to a verification request the previous year should be flagged and verified for cause the next school year. Any categorical application with a Food Stamp or TANF number that could not be Direct Certified can be flagged and verified for cause.  If a household submits an application with no income recorded should be verified for cause. Any questionable application from a school employee that appears to have a misrepresentation of income can also be verified for cause. These are not the only applications that should be flagged, if you have any questions on what can be verified for cause contact our office. 



Verification for Cause 
 Can be conducted any point during the 

school year.  
 Follow normal verification process.  
 Send home a letter requesting verification 

documentation.  
 Keep track for Verification Summary 

Report. 

Presenter
Presentation Notes
Verification for Cause can be conducted at any point during the school year. Typically the beginning of the school year is so busy for everyone, it is completely acceptable to flag questionable applications and come back to them later when everything has slowed down. Verification for Cause is conducted very much like the normal Verification process, the only difference is that you are purposely selecting specific applications while in Verification it must be random. So like the verification process, you will send home a letter requesting verification documentation. You can use the same letter that you use for the normal verification process. Give the household a certain number of days to respond and try to make follow-up contact if they haven’t responded. If they don’t respond, they will be considered non-responders and should be removed from the eligibility program. A letter will be sent home letting them know that their benefits will change. The household can then reapply – but they must provide verification information with their new application. If the household does verify the application, then they can stay on the program receiving their benefit. You will need to send home a letter indicating that their eligibility will not change. Be sure to keep track of the number of applications you verified for cause, the number of students on those applications, how they initially qualified (reduced or free – categorical/income), and how their eligibility changed (if it changed). On the Verification Summary Report you will be recording the total number of applications verified for cause in section 6. You will also be reporting the results in the section above along with the results from the normal verification process. I have included an example of how you can keep track of your Verification for Cause – you can even add columns to include the date you sent verification notice, the date you followed up, the date the notification letter was mailed and the date their eligibility was changed. 



Verification Process 

Presenter
Presentation Notes
Remember, schools on the National School Lunch Program are receiving thousands of federal dollars, because of this they are responsible for ensuring that benefits are only given to those who meet the eligibility criteria. The Verification Process is just as important as the initial F/R Application Approval process. If you had a high termination rate due to non-response from households during the verification process, be sure to pay close attention to your initial approvals for each school year. Now I am just going to touch base on some of the issues that schools have when completing the verification process.



Issue 1: Not pulling the right # of 
applications 

 If you use a software or manually count 
the applications-  be sure your system is 
counting the total number of approved 
applications on file as of October 1st.  

 Always round up!  
 

Presenter
Presentation Notes
One issue I saw a lot this past school year was that schools were not pulling enough applications for verification or pulled too many. Unfortunately some of the f/r software systems weren’t pulling the right number. Make sure, whether you use software or manually figure out your verification numbers that you are counting all approved free and reduced applications on file as of October 1st. Any application that has been pulled because the household has withdrawn before October 1st does not get counted. Do not count the number of students to determine your verification sample size. You need to count the number of approved applications. Also, always round up! Even if 3% of the number of approved apps on file equals 20.02 – you must round to 21. 



Issue 2: Not completing the correct 
verification process 

 Schools with high non-response rate must 
conduct Standard (Error Prone) 

 All other schools can choose:  
 Standard (Error Prone) 
 Alternate One (Random) 
 Alternate Two (Focused) 

Presenter
Presentation Notes
Many schools did not complete the correct verification process or confused one process with another. This year we hope to help schools by sending out the options that school has. If a school had a high non-response rate this past school year, they will be required to conduct Standard (Error-Prone) verification. Schools without the high non-response rate can choose the method they want to use. Earlier this week, we sent an email to each school letting them know if they have to do Standard (Error Prone) Verification or if they can choose what they want to do. 



Standard - Error Prone 
Verification  

 Find 3%– round up!  
 301*3% = 9.03 – 10 Error Prone apps to verify  

 Pull that number from your error-prone 
apps that were flagged at the beginning 
of the year.  

Presenter
Presentation Notes
Schools that are required to conduct Standard (Error Prone) Verification and schools that choose to conduct this verification, must determine what 3% of their total approved free/reduced applications on Oct. 1st is. For instance if a school had 301 approved applications on file on Oct. 1st, 3% would be 9.03. As I mentioned, you must round up, so this school needs to verify 10 applications. They have to pull these 10 applications from a stack of Error Prone applications. Hopefully the school flagged these applications as they came in at the beginning of the year. If you remember, error prone applications are those that are within $100 of the monthly income guidelines or $1,200 of the annual income guidelines. If there are not enough Error Prone Applications on file to meet the verification sample size, the school will pull the rest of the apps from their normal set of applications until they have reached the total sample size. Schools that complete Standard (Error Prone) Verification must enter the total number of error prone apps on file as of Oct. 1st in the Verification Summary Report.  



Alternate 1 - Random 
 If you are not required to conduct 

Standard-Error Prone verification, this is an 
easy verification process to implement.  

 Find 3%– round up!  
 301*3% = 9.03 – 10 random apps to verify  
 

Presenter
Presentation Notes
For those who can choose their verification method, Alternate 1 Verification is the easiest. Once again, you need to determine what 3% of your total approve f/r applications on file as of Oct. 1st is. Using the example from the last slide, the school has 301 applications on file on Oct. 1st, 3% would be 9.03. You must round up, so this school needs to verify 10 applications. Instead of pulling from a specific type of application, though, this school just needs to randomly select 10 applications from their stack of 301 applications on file.  



Alternate 2 – Focused Sample 
 Schools can choose to do this, but often 

do this wrong.  
 Find 1% and .5% from that number – round 

up! 
 301*1%= 3.01 – 4 error prone apps to verify 
 301*.5%=1.505 – 2 categorical apps to verify 

Presenter
Presentation Notes
The final option for schools that can choose their verification method is Alternate 2. This one is not often used because it is a little more complicated.  In this method you will be pulling a certain number of Error Prone apps and a certain number of Categorical Apps (these are the apps that have a Food Stamp/TANF number written on them or the Foster box checked).If completing Alternate 2 verification, you must determine 1% from the total number of approved applications on file and .5%. 1% would equal 3.01– so the school would need to pull 4 error prone apps. .5% of 301 is 1.505, so the school would also have to pull 2 categorical apps to verify. On the Verification Summary Report you will have to include the total number of error prone applications on file. So be sure to keep that count close at hand. 



Issue 3: Not completing the 
Confirmation Review 

 Confirmation reviews are required for schools 
that manually process applications or those 
that have software systems that cannot 
confirm they are 100% accurate.  

 Someone other than the person processing 
the application is required to review the 
application to make sure it was approved 
correctly in the first place.  

 They must sign off on this.  
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The third issue is that schools often skip the Confirmation Review. This must be completed after the applications have been pulled for Verification but before Direct Verification is completed or notification letters are sent home. This process is required for schools that manually process applications or those that use software systems that cannot confirm they are 100% accurate. To complete the Confirmation Review, someone other than the person processing the application must review the application to make sure it was approved correctly in the first place. If it turns out there are errors, there is a Confirmation Review Notification Letter that must be sent home to the household and the application error must be fixed. If there are no errors, then that application can continue through the normal Verification process. The confirmation reviewer must sign off that the conducted this review on the application. 



Issue 4: Schools do not use 
Direct Verification 

 Takes place in the STN Database 
 If one student can be Direct Verified, 

Verification is complete for the whole 
application. 

 You can Direct Verify any type of 
application, not just Food Stamp/TANF 
applications.  
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Direct Verification is one of the most underused processes during Verification, even though it could save schools and households a ton of time and energy! Before you send the household a letter notifying them that their application must be verified, try to verify the application through Direct Verification. If you can verify that application’s eligibility, then verification is complete for that application. You do not need to send a letter home, you do not need to change eligibility. Direct Verification is located in the STN database. This option is not available all year, instead it is only available during the Verification Period. Once in the STN Database, this is the purple box labeled Direct Verification. Similar to Direct Cert Look Up, there are a number of blank fields for you to fill out. For best results, the less information provided, the better. If you cannot find the student by name, try searching using guardian information. If there are multiple students on the application, try another student if the first isn’t pulling anything up. If one student can be Direct Verified, Verification is complete for the whole application. While Direct Verification looks a lot like Direct Certification, there are some key differences. First anyone who can be Direct Certified should not be included in the Verification pool. Direct Verification is pulling data from an earlier time than Direct Certification. In addition to pulling from Food Stamp, TANF, and Foster records, Direct Verification pulls from Medicaid data. While Medicaid doesn’t automatically qualify a household for free meals, the income information can verify an income application. If you are able to find a household through Direct Verification, print off the Direct Verification Look Up Page and attach to the application pulled for Verification. Be sure to fill out the back indicating the application was verified through Direct Verification. On the Verification Summary Report, you will also be recording how many applications you were able to verify through Direct Verification and how many students were on those applications.  



Issue 5: Not sticking to the 
Verification Due Date 

 Stick to your due date.  
 If a household does not respond by that due date, 

they are considered non-responders. 
 Send notification letter stating in 10 calendar days 

their status will change to paid.  
 If they respond within those 10 days, they will need 

to fill out a new application and provide 
documentation to back up their income 
information.  

 If they don’t respond and submit a new 
application, you must ask for verification 
documentation.   
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With Verification you want to give households a clear due date to respond by. Give them enough time and be sure to reach out if they have not responded after the first week. If you have tried follow-up with the household at least once and they still do not respond by the verification due date, then they are considered non-responders for your Verification Summary Report. You must immediately send home a letter notifying them that in 10 calendar days, their status will change to paid. If they respond within those 10 days, they will need to fill out a new application and provide documentation to back up their income information. If they don’t respond immediately within the 10 days, but try to reapply at a later time, you must request verification documentation. 



Verification Summary 
Report 

Presenter
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All of the F/R Process leads up to this nice large report that is due on December 15th – the Verification Summary Report. 



Verification Summary Report 
 Here is what you need to fill out your report:  

 Total number of DC students (including any students 
that were approved through Look Up or because a 
sibling was identified) 

 The number of free – categorical, free – income, and 
reduced applications on file with the number of 
students on those applications 

 The number of households verified for cause, the 
total number of students on those applications and 
the results after verification 

 The total number of households verified, the total 
number of students on those applications and the 
results after verification 
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As I have mentioned throughout the webinar, there are many numbers that can be tracked early on to help save time when it comes to filling out the report. Before school begins, you can start tracking the total number of DC Students, categorizing them as Food Stamp, TANF, Foster, Homeless, Migrant, or Runaway. Remember you will need to separate these out for the report. Once applications come in, keep track of the number of free applications because of a food stamp or tanf number written on it or the foster box checked (these are categorical applications), the number of free applications based on income, and the number of reduced applications on file. Be sure to keep track of how many students are on those applications. Hopefully you started recording the applications verified for cause, how they originally were approved and what the verification determination was. Like I mentioned an excel spreadsheet might help keep those organized. Finally you will report all of the normal verification results, including how the applications were originally approved, the results after verification (or direct verification) and the number of students on those applications.   



Recordkeeping 
 3 years plus the current operating year: 

 Copy of F/R Application, Parent Letter, 
Instructions, Notification Letters 

 Direct Certification Lists and Look-Ups 
  Free/Reduced Applications   

 Approved, Denied, Withdrawn 
 Verification Documentation 

 Verification and Verification for Cause  
 Appeal Documentation 
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Finally, I just want to quickly go over the recordkeeping requirements for the F/R Process. All records needs to be on hand for at least 3 years plus the current operating year. You might need to hold on to these records longer if they are part of an investigation or audit. Here is what you need to keep on file: A copy of the F/R Application, Parent Letter, Instructions, and Notification Letters – these should be the versions that you revised to distribute to households. Maintain all Direct Certification Lists and Look UpsKeep all approved, denied, and withdrawn F/R applications on file. Retain all Verification paperwork including notification letters, verification documentation submitted by households, and any other notes/paperwork that pertains to VerificationFinally be sure to save all appeal documentation, including letters, determination, notes on proceedings, and so on.  



Questions?  

Presenter
Presentation Notes
Now we will take time to answer your questions regarding any step in the F/R Process. Don’t forget we have detailed instructions for all of these processes on our website. Also don’t hesitate to call your field consultant or our office with any questions you might have. 
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