Free and Reduced Price Meal Eligibility Process: 
Special Approval Situations and Recordkeeping Requirements
(webcast recorded September 2010)


Slide 1 – Hello.  I am Ellen Snowdon, one of the Nutrition Program Consultants with the School Nutrition Team at the Wisconsin Department of Public Instruction (DPI). Welcome to this webcast which is the Free and Reduced Price Meal Eligibility Process: Special Approval Situations and Recordkeeping Requirements.
Slide 2 – This is the third of three webcasts on the free and reduced price eligibility process. The three webcasts are 1) Getting Started, 2) Eligibility Certification, and 3) Special Approval Situations and Recordkeeping Requirements. 
If you haven’t done so already, I recommend that you download a copy of the PowerPoint for your reference, along with the script (if needed) that accompanies this presentation.  Links to these are located in the far-right hand column on our School Nutrition Team Webcasts for Training page.  
Slide 3 –All schools participating in the National School Lunch and School Breakfast Programs are required to offer free/reduced price meals to eligible students. 
See Eligibility Manual page 2. 

Slide 4 – This slide shows the main homepage address and the address for the free and reduced price meal eligibility information. For quick access, it is highly recommended that you book mark or save the Child Nutrition Program homepage and the free and reduced price meal information webpage in your “favorites.” 
Slide 5 – This slide shows a picture of our homepage. In the upper right hand corner of the home page you will see Hot Topics. This section is for new or current school meal programs information and is a quick link to information. Items listed in Hot Topics frequently change. Each summer the free and reduced price meal application is posted to Hot Topics as soon as it is available from USDA. 
The left side of the home page under Food and Nutrition also lists a number quick of links to frequently accessed school nutrition program information.  This is also where you will be able to click on the link to quickly access free and reduced price meal application information. 
Slide 6 – The USDA Eligibility Manual for School Meals (2008) is an important resource for you to download from the website at: http://www.dpi.wi.gov/fns/fincou1.html . This manual contains information on correctly determining and verifying eligibility for free and reduced price meals. USDA issues Guidance Memorandums when policy changes occur. These memorandums are posted to the website at: http://fns.dpi.wi.gov/fns_index.
Slide 7 – To ensure you have the correct and most current application information be sure to download the free and reduced price meal application, income eligibility guidelines, and the public release annually from the website.  

Most of the documents and forms are in a Microsoft Word format and can easily be modified with your school information after they are saved to your computer. 
Slide 8-This slide is a picture of the webpage http://fns.dpi.wi.gov/fns_fincou1 where you can access the free and reduced price meal application in English, Spanish and other languages which can be accessed through a link to the USDA website. 
If you make changes to the application other than the school name, programs offered, and contact information you must submit the application to the Department for approval before distribution to the household.  The application is a household application.  Schools cannot require a separate application for each child in a household.  

Slide 9- Be aware, for the 2010-2011 SY only the English version of the application has been modified for Wisconsin’s Temporary Assistance for Needy Families (TANF) programs .  In Wisconsin these programs are known as Food Share and W-2 Cash Benefits. If you need to access the free and reduced meal application in other languages click on the link to the USDA website. You will need to work with an interpreter to properly modify these applications for Wisconsin’s TANF programs.
Slide 10 – This slide is shows the location of the income guidelines and the public release on the website. 
The income eligibility guidelines change each year on July 1, except for the 2010-2011 SY when ISDA indicated all schools will continue to use the 2009-2010 SY income guidelines. Be sure to use the current guidelines when approving applications at the start of each school year. The guidelines posted on the website clearly state these are For School Use Only.  This chart should not be included with the free and reduced meal application materials distributed to the household. These guidelines are for your use in making an eligibility determination for free or reduced price meals. The parent/guardian should only receive the page titled Federal Income Chart which is contained within the free and reduced price meal application materials. This chart contains only the upper end of the reduced guidelines with an explanation that households with incomes at or below the reduced price limits are eligible for either free or reduced price meals.  

It is recommended that schools use the prototype Public Release on the website. The release should be sent out on or about the start of each school year to the school’s local newspaper and to at least one community organization that works with low-income households. Schools are required to send the release to the media, but not required to pay to publish the release. This does not preclude multiple schools in an area from sharing the cost to publish the release. Be sure to keep a copy of the release as sent to the media and document where/when sent. 

A copy of the Public Release or similar information should also be sent to local or community grassroots organizations providing services to low income households.  These organizations can help to inform families accessing their services about free/reduced price meals in their local school and encourage the household to apply for benefits. 

Slide 11 –Special Approval Situations. 
Slide 12-The next series of slides will overview the eligibility determination process for children in the following situations: foreign exchange students, joint custody, foster child/Kinship Care, adopted child, transfer students from other schools, and determining eligibility for self-employed/seasonal workers. 
These situations are also detailed on pages 31-36 of the Eligibility Manual.

Slide 13-By definition a foreign exchange student is a member of the household where he/she lives. The household must make application and qualify for free or reduced price meals in order for the student to receive either of these meal benefits. The school can always choose to offer the student meals at no charge, but the meal must be claimed in the category for which the household qualifies. If it is a school policy to serve the foreign exchange student a free meal, the meal charge should be covered by a fund other than the food service account. 
The definition of a foreign exchange student is on page 32 of the Eligibility Manual.

Slide 14-In a joint custody situation if both parents have joint custody and they both apply, the student receives the greatest benefit level no matter which household the student(s) are living in at time. Schools are encouraged to notify both parents of the eligibility status, but specific information contained in the application should not be provided in the notification letter. 

Eligibility Manual page 32. 

Slide 15- In a joint custody situation if the child actually receives FoodShare, FDPIR or W-2 cash assistance in one household, any other children in that household are also extended free meal benefits and when the child resides part-time with the other custodial parent all other children in that household are also extended free meal benefits. Be sure to document household composition and the basis for extending free meal benefits. 

Slide 16- This slide is the exception to the previous slide - If a child actually does not receive FoodShare, FDPIR, or W-2 cash assistance in one household but another person does, all children in that household are extended free benefits. When this child resides part-time with the other custodial parent or another household the child continues to receive free meals but all other children in that household cannot be extended free meals. Please be sure to always document household composition and the basis for extending free meal benefits. 
Slide 17- By definition the following children are considered households of one:

-Emancipated Child-A child living alone and who is economically independent.

-Foster Child-A child who resides in a household but who remains the legal responsibility of the welfare agency or court.

-Institutionalized Child-A child who lives in a residential facility. This does not include boarding schools. 

For definitions refer to pages 31-32 of the Eligibility Manual.

Slide 18-This slide is a picture of the location on the free and reduced price meal process webpage that contains a fact sheet about determining eligibility for meal/milk benefits for children in foster care, Kinship Care, and adoption assistance. 

Slide 19-A foster child is a child who resides in a household but who remains the legal responsibility of the welfare agency or court and is therefore considered a household of one. A separate meal application must be completed for each foster child even if more than one foster child lives with the same foster parents. See page 32 of the Eligibility Manual. 

Slide 20-This slide shows a picture of a complete application for a foster child. 

-In Part I of the application record the name of the foster child, the school the child attends, and check the box if the child has no personal use income.
-Complete Part III of the application by checking the box the child meets the definition of a foster child and record any personal use (spending) money available to the child. 

-The form should be signed (printed or written accepted) in Part V by a household member, officer of the court, or agency that has responsibility for the child. A social security number is not required. 

Slide 21-Under the Kinship Care Program a child resides with a family member and in most circumstances the legal guardianship for this child is with a household member. For determining free or reduced price meal benefits the child is then considered a member of the household in which they reside. The child may be eligible to receive free meals if the household receives FoodShare or W-2 cash assistance, or FDPIR. All household members and all income must be included on an income application.
Slide 22-An adopted child is legally a member of the adoptive household. The child may be eligible to receive free meals if the household receives FoodShare or W-2 cash assistance, or FDPIR. The entire household size and income should be included on an income application for free and reduced price meals. In the case of a subsidized adoption any subsidy payments received must also be reported as income on the free/reduced meal application. Reference for this slide is pages 31, and 38 of the Eligibility Manual. 
Slide 23-If a child’s approval at the start of the school year is based on the fact that the child was a foster child at that time, but later in the school year becomes adopted, though the child is considered a part of the household and no longer a household of one, under the DURATION RULE the child remains eligible for free meals for the remainder of the same school year and the 30-day carryover period into the next school year. See page 31 of the Eligibility Manual. The following school year they would be considered part of the entire household.
Slide 24-Students transferring from one school/district to another school/district may continue to receive free/reduced price meal benefits under the DURATION RULE for the rest of the school year and the 30-day carryover if a copy of the original application is received. Be sure to review the application to ensure a correct eligibility determination was made. 
Reference to transfer student eligibility is found on page 25 of the Eligibility Manual.

In order to extend free meal benefits for transfer students who were directly certified the school or district must receive a copy of the direct certification list showing the name and date of eligibility for the student. The direct certification list is only transferrable within the same state. Be reminded that confidentiality of other students on the transferred direct certification list should be maintained by covering their name when a copy is made to share with the new school/district.  

Slide 25-Self-employed persons may use last year’s income as a basis to project current year’s net income, unless the current net income provides a more accurate measure. Self-employed persons should report net income rather than gross income. Net income is determined by subtracting business expenses from gross receipts. The net income (profit or loss) is found on Schedule C for business owners and Schedule F for farming. Income is not the “adjusted gross income” amount listed on the 1040 tax return. A business loss is considered “0” income for Child Nutrition Programs and should not be deducted from other sources of income in the household. 

Eligibility Manual page 34.

Slide 26-As shown in the previous slide self-employed/seasonal workers may report business “profit or loss” as their income. 

Seasonal workers and other persons whose income fluctuates and usually earn more money in some months than in other months may project annual income and report this as current income.  If the previous year’s income provides an accurate reflection of the household’s current annual income, the income tax forms for the prior year can be used as a basis to project annual income for the current year. 
Slide 27-Recordkeeping Requirements

Slide 28-After an eligibility determination is made some type of benefit issuance or eligibility list must be generated. The list must include: the student’s name, eligibility determination, i.e. paid/free/reduced, the date of approval/effective date, and a column to record changes. 
Slide 29-The benefit issuance list can be in any format provided it contains the required information as detailed in the previous slide. Most computerized eligibility and counting/claiming systems can generate a benefit issuance list.  The list can be a useful tool to determine the number of students approved for free and reduced price meals reported on the monthly claim for reimbursement.

Slide 30-This slide is a sample benefit issuance list. 

Slide 31-Be sure to update the benefit issuance list when a change in eligibility occurs such as a student withdrawal, transfer, or change in eligibility. Remember that the confidentiality rules apply also to the benefit issuance list. Share student eligibility data only with school or program personnel who “need to know.” 

Refer to pages 52-61 of the Eligibility Manual for information on confidentiality/disclosure of eligibility information. 

Slide 32-Eligibility becomes effective:

-Date the application is approved and signed 

-Date the direct certification list is processed 

-Eligibility can never be back dated to an earlier date

-Remember the 30 day carry-over rule applies to returning students eligible the previous year. (It can however be applied to siblings who are new students in the school/district in certain situations.)
Refer to page 21 of the Eligibility Manual.

Slide 33-Direct certification, application and benefit issuance documentation must be kept on file for three previous school years plus the current year of operation (or for three years after the final claim or audit resolution) and must be retrievable by school. 

Reference to the recordkeeping requirements can be found on page 24, and page 50 of the Eligibility Manual. 

Slide 34- This concludes this webcast on the free and reduced price meal eligibility process. Be sure to check the training area of our website at http://fns.dpi.wi.gov/fns_training, for additional training opportunities related to this subject. 

Slide 35- Thank you for participating in this webcast and for your support of  
Wisconsin students every day.
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