
ARKANSAS DEPARTMENT OF EDUCATION


CHILD NUTRITION UNIT


National School Lunch and Breakfast Programs


Policy Statement for Free and Reduced Price Meals

2001-2002 School Year
District:___________________________________________ LEA No.:____________________

School Superintendent:____________________________________________________________

Mailing Address:_________________________________________________________________

County:_________________________________________ Phone Number:__________________



The above school food authority agrees to participate in the following program(s):

_____  National School Lunch

_____  School Breakfast

_____  Afterschool snack

          _____  Special Milk (available only for schools without NSLP or SBP, or for half-day                                                kindergarten students to whom breakfast or lunch is unavailable)

Accepts responsibility for providing free and reduced price meals to eligible children in the schools under its jurisdiction.

I.     Free Meals - Serve meals free to children in households that submit a complete application and the household income is at or below the free limit of the income eligibility guidelines or the household provides a current food stamp case number.

II.   Reduced Price Meals - Serve meals at a reduced price to children from households whose income is within the reduced price limit income eligibility guidelines.

III.  Limit Reduced Price Costs - Set reduced price charges for lunch and breakfast at or below the maximum reduced price allowed by regulation ($.40 for lunch and $.30 for breakfast) and below the full price of the lunch or breakfast.

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  The names of the children eligible to receive free or reduced price meals shall not be published, posted, or announced in any manner, and there shall be no overt identification of any such children by use of special tokens, tickets, or any other means.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

*  work for their meals,

*  use a separate dining room service area,

*  go through a separate serving line,

*  enter the dining room through a separate entrance,

*  eat meals at a different time, or

*  eat a meal different from the one sold to children paying the full price.

V.   Nondiscrimination - Operate the school nutrition programs so that no child shall be discriminated against because of race, sex, color, national origin, age, or disability.

7CFR, Part 245                                                             ADE FORM NO. FIN 01-00-003 5/2001R
1

VI.  Verification - Verify eligibility of applicant households in accordance with program regulations and annually maintain records as follows:  (1) a summary of the verification efforts that includes the selection methods used, (2) the total number of applications on file by October 31, 

(3) the percentage or number of applications verified, (4) documentation of  any changes in eligibility and the reasons for the changes, (5) all relevant correspondence between the household selected for verification and the school food authority or school, and (6) all verified applications must be readily retrievable by school and must include all documents submitted by the household in an effort to confirm eligibility, reproductions of  those documents, or annotations made by the determining official which indicate the type of document used, the income shown on the document, the time frame of the document, and the date of the document.

Compliance with these requirements will be monitored by the State agency as part of its administrative review monitoring.

VII. Appeal Process - Establish and use a fair hearing procedure under which a household can appeal a decision made by the school food authority with respect to the household's application for benefits and/or any subsequent reduction or termination of benefits.  During the appeal and hearing, the child who was determined to be eligible based on the information provided on the application will continue to receive free or reduced price meals. Households appealing a reduction or termination of benefits as a result of verification of eligibility will continue to receive benefits if they appeal within the 10-day advance notice period.  Prior to initiating the hearing procedure, the school official or the parents or guardians may request a conference to provide an opportunity to discuss the situation, present information, and obtain an explanation of data submitted on the application and the decisions rendered.  Such a conference shall not in any way prejudice or diminish the right to a fair hearing.

The designated hearing official is:

                          _____________________________________________________________________________

                                                            (Name)

                          _____________________________________________________________________________

                     (Title)

_____________________________________________________________________________

    




                  (Address)

The designated hearing official shall ensure that the hearing procedure provides the following for both the household and the school food authority:

    * a publicly announced, simple method for making an oral or written request for a hearing;

    * an opportunity to be assisted or represented by an attorney or other person;

    * an opportunity to examine, prior to and during the hearing, the documents and records                    presented to support the decision under appeal;                                    

    * reasonable promptness and convenience in scheduling a hearing and adequate notice as to              time and place;

    * an opportunity to present oral or documentary evidence and arguments supporting a position          without undue interference;

    * an opportunity to question or refute any testimony or other evidence and to confront and                 cross-examine any adverse witness(es);
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*
that the hearing be conducted and the decision be made by an official who did not participate in the decision under appeal or any previous conference.  It is recommended that the hearing official hold a position at a higher administrative level than the determining official;

    * 
that the decision of the hearing official be based on the oral and documentary evidence presented at the hearing and entered into the hearing record;

    *
that the parties concerned and their designated representatives, if any, be notified in writing of the decision;

    * 
that for each hearing a written record be prepared that includes:  the decision under appeal, any documentary evidence, a summary of any oral testimony presented at the hearing, the      decision of the hearing official and the reasons for that decision, and a copy of  the                notification to the parties concerned of the hearing official's decision; and

    * 
that such written record must be retained for a period of 3 years after the end of the Federal  fiscal year to which it pertains. These records must be made available for examination by the parties concerned or their designees at any reasonable time and place during such period.

VIII.  Determining Officials - The ___________________________________ is designated as 

    
               (Title)

the determining official to review applications and make eligibility determinations.  Such officials will use the criteria outlined in this policy to determine which individual children are eligible for free and reduced price meals.

IX.     Public Release - Submit a public/press release containing both the free and reduced price eligibility guidelines and other information contained in the parent letter to the local news media, local unemployment offices, local minority and grassroots organizations, and major employers contemplating or experiencing large layoffs.

X.      Application Forms and Process - Develop and distribute to each household a notice about program benefits and an application form for free and reduced price meals. These forms shall be distributed at or about the beginning of each school year and whenever there is a change in eligibility criteria.

The notice to households with the meal application attachment shall have only the income eligibility guidelines for reduced price meals with an explanation that households with incomes at or below the reduced price guidelines may be eligible for either free or reduced price meals.

Interested households are responsible for filling out the application and returning it to the school for review.  The SFA shall maintain documentation of eligibility determinations for a period of 3 years following the end of the Federal fiscal year to which they pertain, or longer when there are unresolved audits or reviews pending.

Applications may be submitted at any time during the year.  Households enrolling a child in a school for the first time shall be supplied with appropriate meal application materials regardless of the time of year the child is registered.  If a child transfers from one school to another under the jurisdiction of the same SFA, his/her eligibility for free or reduced price meals will be transferred to and honored by the receiving school.  If a child transfers from one school district to another school district, a copy of his/her eligibility for free or reduced price meals may be transferred to the receiving school.  All applications must be readily retrievable by school.

In certain cases, foster children are also eligible for these benefits.  If a household has foster children living with them and wishes to apply for such meals for these children, the household shall be provided instructions for completing the application.

The SFA shall promptly notify households of the approval or denial of their application(s).         Children will be served meals immediately upon the establishment of their eligibility.
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When an application is denied, households will be provided written notification that shall include:  (1) the reason for the denial of benefits, e.g., income in excess of allowable limits or incomplete application; (2) notification of the right to appeal; (3) instructions on how to appeal; and (4) a statement reminding households that they may reapply for free and reduced price benefits at any time during the school year.  The reasons for ineligibility shall be properly documented and retained on file at the school or SFA level for a period of 3 years after the end of the Federal fiscal year to which they pertain.

XI.   Collection and Accountability - Establish a procedure to collect money from children who pay for their meals and to account at the point of service for the number of free, reduced price, and full price meals served to eligible children on a daily basis.  The collection procedure will be used so that no child in the school will be aware of such procedure or the identity of the children receiving free or reduced price meals.

XII.  Revisions to Policies - Submit to the Arkansas Department of Education any revisions to the administrative procedures outlined above before implementation.  Such changes will be effective only upon approval.  All changes in eligibility criteria must be publicly announced in the same manner as announced at the beginning of the school year.                                       

XIII.  Procedures and Attachments - Describe the procedures used for Attachments A, B and C. Select the attachments that will be used from Sample Forms/Letters D1-D22.  All attachments and procedures are considered part of the policy statement.

 A.  Civil Rights/504 Procedures -- Complete attachment A and return with the policy statement.   

B.  Meal Count/Collection Procedure -- Complete attachment B and return with the policy  statement.     

C. Procurement procedure – Complete attachment C and return with the policy statement.

D.  Sample Forms/Letters -- Sample forms/letters are included as attachments (D1-D22) to the Policy Statement for Free & Reduced Price Meals.  Check the forms/letters that will be used without change.  If alternate forms/letters developed by the district will be used, copies of the alternates must be attached for approval.  Please keep all of the sample forms/letters that you will use with your Policy Statement.

Yes _____   No_____ Will Direct Certification be used for students from households receiving food  stamps?  If yes, select direct certification sample forms for items 3, 4, and 5. 

1.  APPLICATION FOR FREE & REDUCED PRICE MEALS (Select one)

      _____Single Child (D1)
_____Multi-Child (D2)

______Alternate

2.  INSTRUCTIONS FOR FREE & REDUCED PRICE MEALS (Select one)

      _____Single Child/Multi-Child (D3)
______Alternate

3.  LETTER TO HOUSEHOLD (Select one)

      _____Single Child/Multi-Child (D4)       ______Direct Certification (D5)         _____Alternate

4.  SAMPLE MEDIA RELEASE (Select one)

      _____Single Child/Multi-Child (D6-D7)     _____Direct Certification (D8-D9)      _____Alternate

5.  NOTIFICATION OF APPROVAL/DENIAL (May select one or two)

      _____Application (D10)         ______Direct Certification (D11)
          _____Alternate

6.  NOTIFICATION OF SELECTION FOR VERIFICATION (Select one)

      _____Notification of Selection for Verification (D12-D14)
          _____Alternate
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7.  LETTER OF ADVERSE ACTION (Select one or two)

      ______Food Stamp(D15)
_____Income Household (D16)     ______Alternate

8.  INCOME ELIGIBILITY GUIDELINES (D17)

The following attachments (D18-D22) are samples that may be used as needed.

9.      LETTER HOUSEHOLD MAY HAVE EMPLOYER COMPLETE (D18)

10.    LETTER HOUSEHOLD MAY HAVE SOCIAL SECURITY OFFICE COMPLETE (D19)

11.    LETTER HOUSEHOLD MAY HAVE FOOD STAMP OFFICE COMPLETE (D20)

12.    LETTER TO THE FOOD STAMP OFFICE FROM THE SCHOOL FOOD 

         AUTHORITY (D21)
13. VERIFICATION FORM FOR FOOD STAMP RECIPIENT (D22)

XIV. STATE CHILDREN’S INSURANCE PROGRAM (ARKids 1st).  LIMITED DISCLOSURE

OF STUDENT’S FREE AND REDUCED PRICE ELIGIBILITY:

Effective last October 1, 2000, Congress passed the Agricultural Risk Protection Act of 2000 (Public Law 106-224).  This legislation amended the National School Lunch Act Section 9(b)(2)(C) to permit the disclosure of all information from the child’s free and reduced price application to Medicaid and State Children’s Health Insurance Program (SCHIP) provided:

(A) School Food Authorities understand that they are NOT REQUIRED to disclose free and reduced price eligibility of students for this purpose.

(B) The school food authority (school district/school board) must officially elect to disclose children’s free and reduced price eligibility information to the health insurance agency (Arkansas Department of Human Services).  Due to the sensitive nature of privacy issues and confidentiality of personal data, USDA recommends that school food authorities discuss the disclosure provisions with their district legal counsel.  As a minimum, should a school food authority decide to disclose information that identifies individuals, the regulations for 7CFR245 and Public Law 106-224 shall be followed.  These regulations apply, regardless of the manner in which the data is transferred and maintained, including but not limited to print, tape, micro-film, microfiche, and all forms of electronic communications.

(C) There is a required written agreement between EACH SCHOOL and Department of Human Services that restricts use of eligibility information to enrollment of children in Medicaid and ARKids 1st and protects the confidentiality.  See Sample Agreement attachment “E”.  Please NOTE a letter of agreement MUST BE WITH EACH SCHOOL RELEASING THE INFORMATION, not a district wide letter of agreement.

(D) Parents or Guardians MUST BE NOTIFIED OF POTENTIAL DISCLOSURE.  Parents must be given the opportunity to decline potential disclosure of their child’s eligibility for the purpose of enrolling them in ARKids 1st.  To fulfill this requirement, parents should respond to item #7 labeled “Disclosure” on the “Application for Free and Reduced Price Meals” on attachment D1 or D2.

(E) Costs for disclosure of eligibility of children CANNOT BE CHARGED to the Child Nutrition FOOD SERVICE ACCOUNT.  Federal funds are available through Medicaid and SCHIP or ARKids 1st to reimburse school food services for the costs of providing the eligibility information.  These costs would be reimbursed as part of Medicaid and ARKids 1st from the federal outreach funding.

A copy of this 2001-2002 Policy Statement for Free & Reduced Price Meals will be given to all personnel responsible for free and reduced price meal policy and procedures.
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SY 2001-2002 POLICY STATEMENT FOR FREE AND REDUCED PRICE MEALS

A copy of this 2001-2002 Policy Statement for Free and Reduced Price Meals will be given to all personnel responsible for free and reduced price meal policy and procedure.
____________________________________, Superintendent                _______________________________

                              Signature






                        Date
____________________________________, _______________________, ___________________________

      (Person authorized to sign for Supt.)

        Title



Date
____________________________________, Child Nutrition Director     _____________________________

                            Signature








Date

Claims cannot be paid without the signature of the superintendent or another person authorized to sign the claim.  If a change in personnel is made at any time, submit a letter with the new authorized signature(s).

                                                  Arkansas Department of Education Approval

Child Nutrition Unit Use Only

Approved by:

___________________________________, Director, Child Nutrition Unit   _____________________________












                     Date
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