
2011-2012 Verification Process

The complete Verification packet will be sent to districts in Mid-September. This is only an overview of the Verification Process.
***For the 2011-2012 school year***

Similar to the 2010-2011 school year, the submission of Verification data will be in two separate reporting periods. The Verification Selection Worksheet will be due December 15, and the Verification Results Worksheet will be due March 1.

The purpose of again separating the data collected is to simplify the data collection process.  This allows the SFA to submit data that is already available relatively early in the school year. Therefore, the SFA can find and correct any errors that may exist much earlier in the Verification process.  This can help provide districts with more time to verify any additional applications, if the 3% calculation or selection of error prone applications was initially incorrect.

The Verification Selection Worksheet and Verification Results Worksheet must again be submitted electronically (which will not require a username or password) through a link that the CDE Nutrition Unit will email to each district’s free and reduced contact on November 15 and January 31, respectively.  This helps to simplify the process by providing faster delivery of the forms and by allowing for timely and detailed feedback from the CDE Nutrition Unit.
The following is a summary of process and reporting requirements:

· It is required that the Verification Selection Worksheet be submitted electronically to CDE no later than December 15, 2011. 
· It is required that the Verification Results Worksheet be submitted electronically to CDE no later than March 1, 2012. The related documentation (letter to parents, wage stubs, etc.) from your local processes will remain on file at the district.

· The process has TWO data tracking phases:  

· Phase 1 of the Verification process must be completed by November 15, 2011, including the notification of households that have a change in eligibility status. 

· Phase 2 data reporting will be from the Phase 1 completion date through February 15, 2012; you must track and report the number of applications for households whose eligibility was changed to PAID as a result of Verification that re-submitted applications and were re-approved for either free or reduced price meal benefits on or before February 15, and the number of students on these applications, for each application type.

This includes applications from households that did not respond, as well as responding households whose eligibility status changed as a result of the documentation they provided.

· Please review Attachment 1 – Selection of Applications – for details on application selection.

· Prior to conducting any other Verification activity, the SFA must ensure that each application selected for Verification is reviewed for accuracy by an individual (second party reviewer) who did not make the initial eligibility determination. See Attachment 7.
· The SFA must provide all households selected for Verification with a telephone number that they may call for assistance.  The call must be free to all households in the SFA.  The SFA may establish a toll-free number or allow the household to reverse the charges if any households in that school district are outside the local calling area.

· If a household does not respond, the district official shall make at least one additional attempt to obtain the necessary verification.

· Language translations for the Verification forms can be found at http://www.fns.USDA.gov/cnd/FRP/frp.process.htm.    The Verification section is located at the end of each language packet. 

· To help determine the number of applications to be verified, there is an electronic form on our website:
· 3% Calculation Worksheet – Calculates the number of applications to be verified, which is the beginning process for Verification.

· Again for 2011-2012: All reporting will be submitted to CDE electronically.  What previously was Attachment 9 are now the Verification Selection Worksheet and the Verification Results Worksheet. 

· Verification Selection Worksheet- Will be available to free and reduced contacts from November 15 to December 15.  
· Verification Results Worksheet- Will be available from January 31 to March 1. 
If you have any questions, please contact our office at 303.866.6759 or 303.866.6450 (or 888.245.6092 outside of the Denver Metro area).

Remember:

The Verification Selection Worksheet is due electronically to CDE no later than December 15, 2011. The Verification Results Worksheet is due electronically to CDE no later than March 1, 2012.

SY 2011-2012 VERIFICATION INFORMATION

VERIFICATION PROCESS TIMELINE:

October 1, 2011

Begin Verification Process


(Since October 1, 2011 falls on a Saturday this year, the count of eligible children and applications can be done on Monday October 3, but it must be based on the data that is current as of the close of business on October 1, 2011.)

November 15, 2011

Completion of Phase 1

December 15, 2011

Due- Verification Selection worksheet
February 15, 2012

Completion of Phase 2

March 1, 2012

Due- Verification Results worksheet 
 The Verification Process is MANDATORY.  

The Verification data that districts submit will be reviewed by CDE and reported to the USDA for incorporation into a national database.

The Verification process must be completed by submitting the Verification Selection Worksheet and the Verification Results Worksheet. Failure to comply with this Verification process will result in withholding of reimbursement payments and, ultimately, termination of the Agreement with CDE.

Verification

Instructions

You must verify three percent (3%) of the approved applications on file as of close of business October 1, 2011.  Students from the Direct Certification process are not included in the application pool.

Attachment 1 describes the recommended procedure for choosing the applications to be verified.  

Phase 1 of the Verification process must be completed by November 15, 2011, including the process of notifying households that have a change in eligibility status. The required documentation must be kept in your files for five years after the current federal fiscal year and will be evaluated when your district is reviewed.

Phase 2 data reporting, will be from the November 16, 2011, through February 15, 2012.  You must track and report the number of applications for households whose eligibility was changed to PAID as a result of Verification that re-submitted applications and were re-approved for either free or reduced price meal benefits on or before February 15, 2012, and the number of students on these applications, for each application type. This includes applications from households that did not respond, as well as responding households whose eligibility status changed as a result of the documentation they provided.

Recordkeeping

Documentation must be kept by the School Food Authority (SFA) to demonstrate compliance with the Verification requirements when the SFA is reviewed by state or federal reviewers.  Documentation would also be needed in case of an applicant’s appeal.

In addition, verified applications must be readily retrievable by school.  For each application selected, the SFA must keep records of the source of information used to verify the application such as the SNAP agency responses, wage stubs, or collateral contacts.  The following information must be documented:

· Copies of all relevant correspondence between the households selected for Verification and the SFA or school
· If the application is verified by documents submitted by the household, the SFA must retain either:  

1. all documents submitted by the household 

2. reproductions of those documents or 
3. in cases where the actual documents or photocopies cannot be kept, the verifying 
    official must make a written record of the documents submitted by the household 
    including the type of document, e.g., wage stubs or letter from an employer, income 
    shown on the document, time period of the income, and the date of the document 

    and
4. any changes in eligibility as a result of Verification procedures, the reasons for 
the changes, and the date the change was made.

NOTE:  – School officials verifying eligibility for free and reduced price meals must allow households to provide documentation of income for any point in time between the month prior to application and the time the household is required to provide income documentation.
Selection of Applications

The selection of applications must not involve discrimination against anyone on the basis of race, color, national origin, age, sex, or disability.

In addition, the SFA must ensure that the Verification method selected conforms to privacy rights legislation.  If a Verification method is used other than written documentation, the SFA is encouraged to obtain legal counsel to ensure compliance with applicable state and local laws.

When calculating sample sizes, all fractions or decimals must be rounded upward to the nearest whole number.

NOTE:  Any Verification that is done “for cause” is in addition to the required sample; this is not reported on the data submitted to CDE.
Verification Sample
The SFA must verify 3% of all approved applications on file as of close of business October 1, 2011, selected from “error prone” applications.  Only 3% may be reported.

“Error prone” are approved applications that are within $100 monthly or $1,200 annually of the upper limit of the respective eligibility guidelines. Please use the Error Prone Chart to help determine “error prone” applications.
Example: Information reported on application


Household size: 


2


Household income:


$1,500

Free Income Guideline (monthly):  $1,594

(1,594-100 = 1,494)



Error prone range:  1,594 to 1,494
Application must be flagged for Verification.

To select the sample for Verification, take the following steps:

1. Determine the 3% sample size.  Count the total number of all approved applications (include error prone and non-error prone) on file as of CLOSE OF BUSINESS October 1, and multiply the total by .03.  Round decimals upward.  At least one application must be verified.

Example:

445 approved applications x .03 = 13.35 applications

*Round up to nearest whole number* = 14 applications 
14 applications must be selected for Verification.

2. From the “error prone” applications, randomly select 14 “error prone” applications, (but)
3.
IF there are fewer than 14 “error prone” applications, then ALL “error prone” applications MUST be selected.  PLUS you must also randomly select from all remaining applications (until sample is chosen).

Example:

District has 3 “error prone” applications.   All 3 “error prone” applications are part of the sample, PLUS 11 additional “non-error prone” applications MUST be randomly selected to complete the sample of 14 total applications.

4. If the total number of “error prone” applications exceeds the required sample size, randomly select the required number from the “error prone” applications.


Example: 

26 error prone applications have been flagged.

14 applications must be chosen for sample.

Randomly choose 14 applications from the 26 error prone applications, for Verification.

5. Prior to notifying selected families, the selected applications must be reviewed for accuracy by an individual other than the individual making the initial eligibility determination.

· If the review indicates the initial eligibility determination is correct, proceed to verify. The date of the review as well as the reviewer’s signature must be documented on the Verification Tracker- Attachment 7.
· If the review indicates the initial eligibility determination is incorrect:

· Correct the eligibility status.
· If the household is not eligible for free or reduced, notify household of the adverse action and that they may reapply.

· Remove that application from the sample and select another application.

· If the review indicates that the household continues to be eligible for free or reduced, verify the application. (If the application goes from reduced to free during the confirmation review, the increased benefits should be made available immediately and families should be notified.)
6. When notifying the selected households, they must be provided with a toll-free phone number to call for assistance, or the district must accept a collect call.

7. FOLLOW-UP – If a household does not respond, the district official shall make at least one additional attempt to obtain the necessary Verification.
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