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BULLETIN NO. 086-07 CHILD NUTRITION SERVICES

TO:
Educational Service District Superintendents


School District Superintendents


Assistant Superintendents for Business and/or Business Managers


School Food Service Supervisors


Administrators of Select Private Schools


Administrators of Residential Child Care Institutions

FROM:
Dr. Terry Bergeson, State Superintendent of Public Instruction

RE:
Annual Requirements for Local Education Agencies:  


      Income Verification of Free and Reduced-Price Meal Applications 

CONTACT:
Angela Ruiz (Olympia)
(360) 725-6212
angela.ruiz@k12.wa.us


Debra Calhoun (Spokane)
(509) 323-2751
dcalhoun@esd101.net


Kari Lund (Edmonds)
(425) 776-2955
kari.lund@k12.wa.us


Linsey LaPlant (Lakewood)
(253) 589-7252
linsey.laplant@k12.wa.us


Pam Mahre (Yakima)
(509) 575-2412
pam.mahre@k12.wa.us


The agency TTY number is (360) 664-3631

For the 2007–08 school year (SY), local education agencies (LEAs) are reminded that the annual verification of free and reduced-price meal applications (U.S. Department of Agriculture [USDA] regulation 7 CFR 245.6[a]) must be completed by November 15, 2007.  
LEAs need to collect and summarize three data points for each verified application—the number of students approved for benefits on the application, the original basis for approval of the application, and the status of the application after verification.  This procedure requires every LEA to electronically submit a summary of its verification findings to the Office of Superintendent of Public Instruction (OSPI) Child Nutrition Services (CNS) by March 1, 2008.  

Attachment 1 is the User Authorization Form for Child Nutrition Programs.  This form is required to be completed by the person responsible for completing the Summary.  If you have already completed this form for the 2007–08 SY, DO NOT send a new one to OSPI.
A bulletin containing instructions for completing the on-line summary will be mailed to the verification authorized user in January 2008.    
Procedures for Completing Verification 

As stated above, each LEA must verify a selected sample of approved applications (pieces of paper) by November 15 each year.  Residential child care institutions (RCCIs) that have day students for whom income applications are collected must also do verification.  All other RCCIs are exempt.  Detailed instructions regarding the verification process may be found in the Eligibility Guidance for School Meals Manual, Part 9.

LEAs that had a 20 % or greater non-response rate when completing verification in SY 2006–07 must use the 3% Focused Verification sampling method. 

If your LEA had less than a 20% non-response rate last year, you have the option to complete 3% Random or 1% plus ½% Focused sampling method.

Other reminders of the verification process include the following:

For Public School Districts:


Households that are included in the Department of Social and Health Services/Office of Superintendent of Public Instruction (DSHS/OSPI) direct cert download are to be excluded from the pool of applications for verification.  The eligibility of these households has already been confirmed (verified) by DSHS.

For All LEAs:

1. Households selected for verification, based on income, must be notified of their selection.  The household must be informed that the social security number of each adult household member (21 years of age or older) or an indication that the individual does not have one, must accompany the documentation of income received. Verification cannot be considered complete without this information.

2. Evidence of income that the household submits may be for any point in time between the month prior to application and the time the household is required to provide income documentation.  Note:  This income information supersedes information currently found in the Eligibility Guidance for School Meals Manual.  One paycheck stub per wage earner is not sufficient unless the household receives income only once a month.  There must be evidence of income from all household members for whom income is listed on the free and reduced-price income application for the selected household.
3. All verified applications must be readily retrievable by the school.  All copies of documents submitted by the household in an effort to confirm eligibility, reproductions of those documents, and/or annotations made by the determining official to indicate which documents were submitted by the household, and the date of their submission, are to be included in the verification file.

4. There should be documentation of any changes made in eligibility, the reasons for the changes, and the effective date of these changes due to the verification process.  LEAs are reminded that, when verification results in the reduction or termination of benefits, the actual reduction or termination of benefits must take place immediately after the 10-day advance notice period.  When verification results in higher benefits for the child, the change is effective immediately and parents should be notified accordingly.

5. If verification results in changes to the eligibility status of a child selected for verification, the change in eligibility status must be applied to all children in that household.

6. All relevant correspondence between the selected households and the LEA must be maintained.

7. There must be a summary of verification activities on file.
8. A second party review of all free and reduced-price applications selected for verification is required.  This review must be completed prior to sending letters to households notifying them that they have been selected for verification and requesting that they provide documentation that shows their income and family size, as indicated on their application, is correct.  This must be done by someone other than the application approving official.

If your district uses an automated system to approve application, you may request a waiver of this requirement by submitting a sample test to Donna Parsons.  You will receive a response from Ms. Parsons via e-mail.  The purpose of this sample test is to ensure that applications have been correctly approved based on the information provided.
9. Migrant, homeless, and runaway youth are to be excluded from the pool of applications for verification.  The eligibility of these households has already been confirmed by the Homeless Liaison.


10. Foster children must be included in the number of applications on file and are eligible for verification.
      Refer to the following OSPI Bulletins related to verification:

· Bulletin No. 069-04 – September 23, 2004

· Bulletin No. 075-04 – October 29, 2004

· Bulletin No. 005-05 – January 25, 2005

· Bulletin No. 033-05 – April 29, 2005

· Bulletin No. 004-06 – January 17, 2006

Reviews by Child Nutrition Services staff reveal LEAs still have problems with verification.  These problems include:

1.
Verification is not completed by the deadline, as required.

2.
Social security numbers of all household members 21 years of age or older are not obtained.  This is a requirement for verification.  Note:  The word “none” is acceptable if the household member aged 21 and over does not have a social security number.

3.
LEAs have not completed or cannot locate a summary of their verification efforts.

4.
Reduction in benefits resulting from verification is not always carried through, especially when there are siblings in schools elsewhere in the LEA.  As a result, the meals claimed for the children are disallowed when the coordinated review effort (CRE) review takes place.

If, during the CRE review, a LEA is found to have completed verification after the deadline or has not done verification at all, Child Nutrition Services may request corrective action.  

If a family has been denied meal benefits for failure to respond to verification and submits an application later, the LEA must request income documentation from that household before the application can be approved or denied for meal benefits.
Forms/attachments needed for the verification process can be located at http://www.k12.wa.us/ChildNutrition/default.aspx.

If you have questions regarding this bulletin, please contact Donna Parsons, Program Supervisor, School and Summer Nutrition Programs, at (360) 725-6220, or the program specialist for your area:  

Angela Ruiz (Olympia)
(360) 725-6212
angela.ruiz@k12.wa.us
Debra Calhoun (Spokane)
(509) 323-2751
dcalhoun@esd101.net
Kari Lund (Edmonds)
(425) 776-2955
kari.lund@k12.wa.us
Linsey LaPlant (Lakewood)
(253) 589-7252
linsey.laplant@k12.wa.us
Pam Mahre (Yakima)
(509) 575-2412
pam.mahre@k12.wa.us
The agency TTY number is (360) 664-3631.  This information is also available on the agency Web site at http://www.k12.wa.us/BulletinsMemos/bulletins2007.aspx.
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