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Date:
September 11, 2015
To:
Authorized Representative and Food Service Directors of School Food Authorities (SFAs) participating in the U.S. Department of Agriculture (USDA) Child Nutrition Programs – Community Eligibility Provision (CEP)
From:
Jessica Sharkus, RDN, CD
Director, School Nutrition Team
Subject:
CEP – Commonly Asked Questions and Updates 
Congratulations on being approved or continuing to participate in the CEP in school year (SY) 2015-16. Since CEP is a new provision in Wisconsin, this memo answers some common questions on administering CEP. 
Individual Student Level Data Collecting and Reporting in CEP Schools 
The CEP eliminates the need to distribute the USDA Free and Reduced Price Meal Application for the purpose of determining free and reduced eligibility. Although this information is not collected for the school meal program, there are other programs that rely on data that determines which students are economically disadvantaged. The list of programs that require this data includes, but is not limited to:

· Any school and district report card measure that uses the economically disadvantaged subgroup

· Title I – within district targeting 

· Student Achievement Guarantee in Education (SAGE) funding allocations

· Sparcity Aid and High Poverty Aid Programs
· Loan forgiveness for teachers

· Wisconsin School Day Milk Program 

There are two applications to choose from to collect this data – a modified version of the USDA Free and Reduced Meal Application (for SFAs with both CEP and non-CEP schools) or the Alternate Household Income Application (for SFAs with all CEP schools). 
The CEP USDA Free and Reduced Meal Application
This application is modified to include some additional required language regarding CEP. The benefits of this application include:

· The same application can be used for all schools in a district with both CEP and non-CEP schools.
· If a student transfers from a CEP school to a non-CEP school, this application can be used to determine eligibility in the non-CEP school.

SFAs must be able to identify applications that list only CEP students. These applications will not be included in verification, independent review of applications, or as part of certification and benefit issuance during an Administrative Review. The SNT added a box on the application to assist in identifying these applications. If you are using online software for applications, it is important to work with your software vendor to ensure data for CEP and non-CEP schools can be separated in the software system. Additional CEP language is also required for online applications and supporting documents used in CEP schools. The CEP required language can be found on the CEP webpage at http://dpi.wi.gov/school-nutrition/national-school-lunch-program/community-eligibility. 
Although this is a USDA application, the processing of applications with only CEP students listed, cannot be charged to the food service account since it is not needed for the school meal program eligibility determination. If there is an application that lists both CEP and non-CEP students, this application is needed to determine eligibility for the non-CEP students. It is permissible to charge processing of those applications to the food service account.

The Alternate Household Income Application

The Alternate Household Income Application is another option to collect socio economic data from students in CEP schools. This application has been designed to be easy to complete to increase the household response rate. This application would be recommended for SFAs that have only CEP schools. 
Since the Alternate Household Income Application is not collected for USDA Child Nutrition Programs, any staff time spent developing, disbursing, or processing them may not be covered by the non-profit school food service account. It would be allowable for school food service staff to continue to process the Alternate Household Income Application, as long as this time is charged to the district and funded outside the non-profit school food service account. Some districts may choose to train new staff to support the collection of household economic data.

As a reminder, applications used for collecting individual student level information in CEP schools are only for determining eligibility for the programs outside of the USDA Child Nutrition Programs. For the CEP schools, all students will receive free meals and their eligibility for the National School Lunch Program (NSLP) and School Breakfast Program (SBP) should always reflect a free status, regardless of what the application indicates. 

Either of the applications referred to above can be accessed on the School Nutrition Team (SNT) website at http://dpi.wi.gov/school-nutrition/national-school-lunch-program/community-eligibility. The same income guidelines will be used to determine eligibility. 

Direct Certification (DC)
SFAs are required to run DC matches at least three times per year, unless the entire SFA is participating in CEP. The SFAs that have 100 percent CEP schools are only required to run DC one time per year. This Special Provision Match is due to the Department of Public Instruction by October 31 and should only include students in CEP schools, not the whole district to prevent over reporting. For SFAs that have both CEP and non-CEP schools, the SFA is still required to run DC three times per year for the non-CEP schools only.  In addition, we strongly encourage all SFAs to run DC each year on or around April 1, of their total student enrollment (only include students with access to at least one meal per day). The April 1 run is necessary for: 

· Determining if an increase in the currently approved Identified Student Percentage (ISP) would be allowable for the following school year. 

· Determining the ISP of any non-CEP schools for future years. (A list of all school sites that are eligible or near eligible for CEP is posted to the DPI website annually by May 1.) 
· Recalculating the ISP if there is any change in the student population that impacts the identified students or enrollment. In this case, the school or group of schools participating in CEP must recalculate the ISP. (See section below on changes to identified students and/or enrollment for more information.)
· Determining if the SFA is eligible to reapply at the end of a four year CEP cycle. 

When running DC, it is now a requirement to include the school code to identify which schools may be eligible for CEP. For more information on this new requirement, please see the DPI memo found with the SY 2013-14 DPI mailings on the SNT website at http://dpi.wi.gov/school-nutrition/school-nutrition-team-communication/mailings from May 2, 2014, “Updates to the Web-based Direct Certification Process.” If you don’t know your school code, go to https://apps4.dpi.wi.gov/SchoolDirectory/Search/PublicDistrictsSearch. Not all private schools have a school code, so if you need assistance, contact one of the CEP staff listed on this memo. 
Household Notification of CEP 
Schools participating in CEP are required to notify households that students attending a CEP school are eligible to receive school breakfast and lunch meals at no charge. A sample letter to send to households is located on the CEP webpage at http://dpi.wi.gov/school-nutrition/national-school-lunch-program/community-eligibility. 
Public (Media) Release
CEP schools are still required to notify the public of the availability of school meals and that all meals are available at no charge. A public release for CEP schools is available on our website. For schools with both CEP and non-CEP schools, the CEP public release and the NSLP public release need to be submitted to the public. Both of these forms can be found on our website at http://dpi.wi.gov/school-nutrition/national-school-lunch-program/community-eligibility. 

Point of Service (POS)
Schools participating in CEP are only required to collect the total number of reimbursable breakfasts and lunches served daily. For SFAs who utilize a software system at the POS, DPI encourages SFAs to continue using the software for accountability, as well as preventing the claiming of second meals, etc. A tally or check-off list would also be allowable, as long as it is taken at the POS and only reimbursable student meals are included. If a student chooses not to select a reimbursable meal, he or she can still purchase these items at the established a la carte price.
À La Carte Milk

CEP allows students to be eligible for a free reimbursable breakfast or lunch; this eligibility does not extend to à la carte milk. If a student is interested in milk only, this is treated as a non-program food and the net cost of the milk needs to be covered either by charging students or a transfer of nonfederal funds to the nonprofit school food service account. 
Submitting Claims

Claims will still be submitted as an SFA under one agency code. Therefore, each CEP and non-CEP school will have to continue reporting a combined claim showing the total number of free, reduced and paid meals served during the claim month. CEP schools only claim for free and paid categories; there is no reduced category. To determine the number of free and paid meals to claim in CEP schools, the total number of reimbursable breakfasts and lunches must be multiplied by the appropriate claiming percentage. 
For CEP schools, every student is served and provided a free meal, but depending on your claiming percentages, you may not get reimbursed the free rate for every meal. This is dependent on the claiming percentage that was approved with your CEP application. Depending on how your SFA applied for CEP, there may be different claiming percentages for different schools. It is important to use the most recently approved claiming percentage for each school, whether you applied as an individual school, group of schools, or district wide. Also, be sure to use the claiming percentage and not the ISP when determining the number of free and paid meals to claim. Both of these percentages are listed on your CEP approval letter. You can also refer to Schedule A of your SY 2015-16 online contract for the free and paid claiming percentages for CEP approved schools. 
	Example: This SFA has two schools ‑ one CEP and one non-CEP school.
School A is a CEP school and served 500 lunches in October. To determine the number of free and paid lunch meals served, the school needs to apply the correct claiming percentages to the total number of reimbursable lunches served. School A was approved with a free claiming percentage of 80% and a paid claiming percentage of 20%. The number of meals in each category would be calculated as shown here: 
(500 x .80) = 400 free meals; (500 x .20) = 100 paid meals. 
School B is a non-CEP school and served 500 meals in October as well. 300 were free, 100 reduced, and 100 were paid meals based on eligibility determinations. 
For the claim, when reporting the total number of free, reduced, and paid meals, include all school data within the SFA, both CEP and non-CEP. CEP data will then be pulled out and also reported separately. This would be the same process for claiming School Breakfast Program (SBP), Severe Need Breakfast (SNB), and National School Lunch (NSL). 
Total Sites
2
Of these sites, how many are CEP sites? 
1
Free Student Meals 
700
Of this total, how many Free Meals were served at CEP sites only?
400
Reduced Meals 
100
Not applicable 
Paid Meals 
200
Of this total, how many Paid Meals were served at CEP sites only? 
100
Total Meals Served
1000



For questions related to the claims process, contact Jacque Jordee at (608) 267-9134. 
Edit Check
Since all students eat for free in CEP schools, the edit check will be based on the attendance adjusted enrollment at the school. There is a CEP Meal Count Edit Check form to assist with this process located on the CEP webpage at http://dpi.wi.gov/school-nutrition/national-school-lunch-program/community-eligibility under the heading “Counting and Claiming-Internal Controls”http://www.dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/editcheck.doc. For SFAs who have non-CEP schools and CEP schools, schools will still need to continue recording meals by eligibility category in non-CEP schools and can use the edit check form by eligibility category located on our website,  or if a meal counting software system is utilized, check to see if it has an edit check report. 
Changes to Identified Students and/or Enrollment
The approved ISP is guaranteed for four (4) years, unless there is a change in student population that impacts the identified students or the enrollment. This could include adding or removing schools within a CEP group or merging CEP and non-CEP schools. In this case, the school or group of schools participating in CEP must recalculate the ISP (see USDA Policy Memorandum SP 21-2014 (v.2)). 
Changes in CEP Election 

Each SFA participating in CEP must annually notify the SNT by June 30 whether they plan to continue in CEP in the following school year utilizing the currently approved ISP, want to increase the ISP, if allowable, are going to opt out of CEP and return to standard application and counting and claiming procedures, or if there is a need to recalculate the ISP based on significant changes to the student population. The SNT will provide a form in the spring of each year that is used to notify the SNT of any changes to CEP election. 
Individual School ISPs

The individual school ISP, found on your CEP approval letter, will assist in reporting for the Fresh Fruit and Vegetable Program, Equipment Grants, and other programs requesting an estimate of the total number of students eligible for free and reduced price meals at the school level. These numbers are not to be used for claiming. Since the 1.6 multiplier is intended to provide an estimate of the total number of students eligible for free and reduced price meals in eligible schools, the product of the individual school ISP multiplied by 1.6 will be used to estimate the total number of student eligible for free and reduced price meals at the individual school level. This information is needed because most CEP schools share percentages which would be an inaccurate representation of an individual school free and reduced population. 

After School Snacks

In the first year of a CEP cycle, participating SFAs/schools must use data from the previous October to determine area eligibility for individual schools. After the first year, CEP SFAs/schools must use the CEP individual school ISP multiplied by 1.6 to establish area eligibility. 

If a CEP school does not qualify as area eligible, they claim snacks using the same group claiming percentage (free and paid) they use to claim meals under the NSLP and SBP. 

Special Milk Program (SMP) 

In USDA Policy Memorandum SP 21-2014 (v.2), it was clarified that the SMP is outside of the NSLP; therefore, CEP does not automatically qualify students for free milk benefits. The USDA SMP application must be distributed to families to determine eligibility for this program. The SMP application can be found on our website at http://dpi.wi.gov/school-nutrition/milk-programs/special-milk. The Alternate Household Income Application cannot be used to determine eligibility for SMP as it is a USDA program. 
Wisconsin School Day Milk Program (WSDMP)

If your SFA participates in the WSDMP, an application to determine eligibility is required and either application mentioned above may be used. 
Key Dates for CEP

The “Annual Requirements for Community Eligibility Provision Schools Participating in USDA Child Nutrition Programs” has been modified for CEP schools and can be accessed at the following link http://dpi.wi.gov/school-nutrition/national-school-lunch-program/community-eligibility. This resource is helpful in remembering key dates for reporting and administrative activities. 
Other Questions and Answers
The USDA released Policy Memorandum SP 16-2015 on January 14, 2015, with updated Question and Answers related to CEP. This memo is located on our website at http://dpi.wi.gov/school-nutrition/national-school-lunch-program/community-eligibility. This memo is very helpful as it addresses many common questions and includes answers and clarification to: Changes in CEP election, transfer and visiting students, non-federal sources of funding, reimbursements and claiming, administrative reviews, verification, paid lunch equity and reporting, and recordkeeping, among other topics. 
For additional assistance on CEP, please contact: 

Jessica Schultz, RDN, CD



Jessica Lessner
Phone: 608-266-3296



Phone: 608-267-2293
E-mail: jessica.schultz@dpi

HYPERLINK "http://jessica.schultz@dpi.wi.gov".wi.gov


Email: jessica.lessner@dpi.wi.gov 
PO Box 7841, Madison, WI  53707-7841  (  125 South Webster Street, Madison, WI  53703

(608) 266-3390  (  (800) 441-4563 toll free  (  dpi.wi.gov


[image: image1.png]