Verification Process –
What is Involved in Doing Verification 

(Webcast recorded September 28, 2010) 


Slide 1 – Hello, My name is Ellen Snowdon. I am one of the Nutrition Program Consultants with the School Nutrition Team, at the Wisconsin Department of Public Instruction. Welcome to this webcast which discusses what is involved in doing the Verification Process. This webcast is one of two that explain the Verification Process. A third webcast explains how to complete and submit the Verification Summary Report at the end of the process.
If you have not done so already, I recommend that you download a copy of the PowerPoint as a handout along with the script that accompanies this presentation for your reference.  Links to these are located in the far-right hand column of the School Nutrition Team Webcasts page. 

Slide 2 – All Determining and Verifying Officials should have a copy of the USDA Eligibility Manual for School Meals (January 2008). It gives the current federal policy for determining and verifying the eligibility of your enrolled students. The Eligibility Manual also includes definitions and explanation of terms used in the Free and Reduced Price eligibility process and in the Verification process.
Slide 3 –The web pages referenced on this slide include information related to the Child Nutrition Programs and the Verification process. Be sure to check each school year to be sure the current school year materials are being used. 
Slide 4 – The Department of Public Instruction (DPI) Child Nutrition webpage is shown here.  We just want to point out a few areas that will help you find information quickly.

The “Hot Topics” in the upper right hand corner includes links to new or timely items. Be sure to check here when you open the website for new information.
The green stripe down the left side of the page includes a list of frequently accessed topics. Click on the word or phrase and it will take you directly to the location of information on that topic. Notice that “Free and Reduced price applications and Verification Forms are two of the links. “Verification Forms” takes you to the location of that document and other information for the Verification Process. When the Verification Summary Report site opens there should be a link here as well.
Slide 5 – Verification Resources available include the Verification Forms Packet. This includes worksheets to help correctly figure the number of applications to verify for each of the three sampling methods as well as the household notification letter to tell households they have been selected for verification and also results after verification is complete. 

The verification form called the Verification Tracker is also included in the packet. This should be used for each application selected to be verified to be sure that all steps of the process are completed and documented.

Slide 6 – This slide shows the Verification section of the website.  Note that many documents are listed. Be sure to print and use the Verification Forms packet. Some additional updated information is included on pages 2 – 3.
Also note that the Verification Summary Report is listed here. It will link to the report when it is open to be completed. 

Slide 7 – The Verification Tracker is shown here. This form helps to be sure that all steps in verification are completed.  The areas to record the results and the reasons for eligibility changes will also help in putting information together for the Verification Summary Report.

Slide 8 – What the Verifying Official Needs to Know: What is Verification and How is it Conducted. 
Slide 9 – What is Verification -
Verification is the process for confirming eligibility for a sample number of applications that have been received and approved in the current school year for free and reduced price meal eligibility in National School Lunch Program (NSLP) and School Breakfast Program (SBP).

The verification process is required for all schools in the NSLP and any Residential Child Care Institutions (RCCI) with day students who do have one or more applications approved by October 1 for the current school year. 
Applications that are submitted or approved after October 1 are not included in this verification process. 
Slide 10 – How is Verification conducted?

The total number of paper applications submitted and approved for the current school year as of October 1, are counted. Note that this is only applications, and does not include children approved for free benefits by Direct Certification, homeless, migrant or runaway since these children are approved without an application. 
The required sampling method is determined. Schools with over 20% non-response in the previous school year are required to do standard sampling. Schools with less that 20% non-response are allowed to select any of the three sampling methods. 
Select the number of applications required based on percentages for sampling method, but no more. Schools cannot verify more applications than required. They also cannot verify 100% of applications. 

Select applications to be verified “for cause”. These are “in addition to” the required sampling number. Applications “verified for cause” must be done as soon as possible after approval. 
 Slide 11 – How is Verification Conducted? 
After the applications to be verified have they been selected they are reviewed by the Confirming Official. The Confirming Official only reviews those selected for verification, not all applications.

If errors in eligibility determination are found, correct the eligibility before the household is notified that they have been selected for verification. 
Start verification by sending the “We Must Check your Application” notice to all of the households selected for verification.

If the household does not respond with the necessary documents, the school/agency must make and document one follow-up contact to try to get materials submitted.

Slide 12 – How is Verification Conducted?

Verifying official receives documents from households and examines the documents submitted by the households to confirm current eligibility status.
If current status is not confirmed by documents the Verifying Official determines change of eligibility.
Notify the household of the results of verification by sending the We have Checked Your Application letter to the household. 
Slide 13 – Who is involved in Verification?

Four Officials are named on the DPI contract to work with the Free and Reduced eligibility Process. They are the Determining Official, Confirming Official, Verifying Official, and the Hearing Official. 

Slide 14 – Determining Official
-Determining Official is the individual responsible for reviewing each application as it is received.
- determine eligibility from application, Direct Certification, and other sources.
-Compiles the Benefit Issuance List based on students approved for benefits including name, benefit level, date approved, dates of any changes.
-Documents the date for the 30 operating day carry-over from previous year.

Slide 15 – Confirming Official

Confirming Official reviews only those applications selected for verification to assure that the original eligibility determination was correctly made. The applications are reviewed prior to sending out the notice of selection for verification. If errors are identified they are corrected and the household notified of the correction before the Verification Process begins. 

-The confirming official cannot also be the Determining Official. 

Slide16 – Verifying Official

-Verifying Official can be the same person as the Determining Official.

Verifying Official completes the verification process for selected applications. 
They are responsible to:  
-determine the number of applications to select to verify based on the Sampling Method used, 
-notify household of selection, 
-receive and review documents for each application
-determine if eligibility stays the same or changes

-notifies household of results as well as any change in eligibility
-Verifying Official also maintains the records of verification 

Slide 17 – Hearing Official 

-Hearing Official conducts a hearing if an appeal is requested to a determination or verification decision 
-Hearing official cannot also be the determining or verifying official

-Hearing Official is generally in a superior position to the Determining or Verifying Officials
Slide 18 – Appeal Rights

The household has the right to appeal a decision from Determination or Verification. The Notification letter must include the notice that they have 10 calendar days to request the hearing and who to contact.

If a household requests an appeal during that 10 calendar day period, the children continue to receive the benefits originally issued to them until the hearing has been held and the final determination is made.
If the household does not request an appeal, the benefits change at the end of the 10 calendar days. 
Slide 19 – Hearing Procedures 
The household can request a conference to review information before requesting a formal hearing.
School should refer to the procedures in the Policy Statement and verification materials for the formal Hearing procedures.
Slide 20 – Meeting Minimum Sample Size 

The school may not verify more than the selected sample size as determined by the Sampling method selected.

The school may not verify all applications.
Slide 21 – There are three Sampling methods that can be used for selecting applications to be verified. They are: 

Standard Method (formerly known as Basic) 

Alternate #1 (formerly known as Random) 

Alternate 2 (formerly known as Focused) 
View the webcast: Verification Process 2010 – 2011: Basic Sampling Methods to Select Applications for Verification 
The method that a school/agency is allowed to choose for verification is based on the results of Verification for the previous school year. 

If the school/agency had no response (or an incomplete response) from 20% or more of the applications selected to verify in the previous year, then they must select the Standard method for the current year. These schools are not allowed to use the Alternate 1 or 2 methods for the current year. 

Large LEA’s (more than 20,000 students approved for free or reduced benefits by application by October 1) with greater than 20% non-response but showed at least a 10% improvement in non-response rate may select any of the  3 sampling methods.
LEA’s with less than 20% non-response rate in the previous year may select any of the 3 sampling methods for the current year.
Slide 22 – Computer systems with a Verification Feature
Many of the computerized systems used by school meal programs for meal counting, student eligibility records, etc. also have the ability to approve applications for free and reduced-price meals. Many of those also can do the selection of the applications for Verification. 
It is allowable to use this function of these systems for verification. However the school should spot check that the number to verify has been figured correctly for the Standard or Alternate Sampling Methods and especially that the applications selected for verification meet the criteria (error-prone, income, or categorical approval).

Also be sure that the letters generated by these systems are or can be changed to match the prototype letters on the DPI website. The letters should contain the correct timelines and other information which are reviewed/updated each year to meet USDA criteria.
Slide 23 – It is Possible to Decline an Application
After applications are selected for the verification process it is possible to decline 1 or more applications (depending on sample size) and select another application in its place.

USDA allows the school to decline 5% (.05) of the applications selected for verification. If the school/agency does decide to decline an application it must be replaced with an application approved/selected on the same basis (error-prone income, case number, etc.) 

Slide 24 – Possible Reasons to Decline an Application
The LEA may choose to decline an application because: 

-the same application was selected for verification last school year.
-the household has language barriers, literacy issues or may have other issues such as health issues or a custody battle which might make getting cooperation during verification difficult or impossible.
-the household has on-going or unresolved issues in cooperating with the school/agency that may limit their compliance with the verification process.
Slide 25 – Calculating Declining Applications
USDA allows the school/agency to decline 5% of the applications selected for verification. 
For Example:

-need to verify 100 applications X.05 = 5 applications can be declined

-need to verify 45 applications X .05 = 2.25 = 3 applications can be declined because all results of the 5% calculation are rounded up to the next whole number.
-need to verify 16 applications X.05 = .8 = 1 application can be declined because a fraction less than 1 is rounded up to allow school/agency to always decline a minimum of 1. 
Slide 26 – Replacing an Application 
Applications may need to be replaced after the Confirmation Review or 
if an application is declined. Randomly select a similarly approved replacement application if:

- Confirming Official finds an error in the initial determination that results in the household no longer being eligible for free and reduced-price meals. The school/agency must replace that application with a similarly approved application (case number, income, error prone).
-Confirming Official finds that an application selected is for a household where the student/students on the application have left the school or district. The school/agency must replace that application with a similarly approved application.
-The school/agency may not choose more than the determined sample size and may not verify 100% of the applications received and approved.
Slide 27 – What the Verifying Official Needs to Know: Other Situations

Slide 28 – Verification “For Cause” 

School/agencies have an obligation to “verify for cause” any questionable application as soon as possible (any time the application is submitted and approved).  A “questionable application” is one that appears to contain the required information but may be questioned for other reasons. 
The application should be reviewed and approved first. Then it would be verified “for cause”. 
Slide 29 – Zero Income Household

Applications that indicate “0” income are eligible to be selected for verification. If selected, the household must provide written notification describing how they are meeting their living expenses when there is no regularly received income. LEA may request additional documentation. 
Slide 30 – Foster Child/Kinship Care

Foster child application is subject to be selected for verification. If selected, must document Foster Child status and any “personal income” the child has available. Foster child is always a household of one.

Kinship Care child is considered a member of the household where they live. Application submitted must include all persons in house and their case number or their regular sources of income.

Slide 31 – Irregular Income

Irregular sources of income may not need to be included as income. Overtime is included if it is worked most of the time, but does not need to be included if it is very rarely received. 

Irregular sources of income where a regular amount of income is not received do not need to be included.

Slide 32 – What the Verifying Official Needs to Know: Documenting Eligibility

Slide 33 – Documenting to Support Eligibility 

Documentation must be written evidence received directly from the household for income or categorical eligibility. Refer to Verification Forms posted at: http://dpi.wi.gov/fns/fincou1.html . 

Slide 34 – Documentation to Support Eligibility 

Collateral contacts can be identified by the household that the school can request information from directly.  These might include employers, social service agencies, migrant worker programs and religious or civic organizations. 
Slide 35 – Income Documentation 

Documentation provided should show income for any time from one month before application up to the time that verification is requested. 
The documentation should show the frequency of income (weekly, monthly, etc.) Documentation for income should be for a four week period even if it is received in different periods. 
Documentation should be received for all sources of income indicated on the application. Also remember that the income should be the gross income before any deductions (except for farming and self-employed persons).

The income should be the gross income before any deductions (except for farming and self-employed persons). Households with income from Farming or self-employment report the “net profit or loss” figure from income taxes, if that is representative of current income.
Households with fluctuating or seasonal earnings may also use the income taxes or document an average amount.

Slide 36 – Food Share, W-2 Cash and FDPIR Eligibility Documentation 

Documentation must show eligibility at any time from one month prior to application up to the time of verification. The documentation must include name of the person/persons receiving these benefits. 

Slide 37 – After Household Responds, Verifying Official: 

Compares documentation with the information listed on the application. Be sure it matches or is close for the time period reported.
Compute the total income from documentation for the income application to compare to Income Guidelines. Results will either confirm current eligibility or indicate a change to another eligibility status. 
Slide 38 – After Household Responds, Verifying Official:

Update the benefit issuance list or computer data base to the correct level if a change is made. 

Send the “We Have Checked Your Application” letter to the household with the results of Verification. Inform them that benefits stay the same, change (free to reduced or reduced to free), or benefits will end and change the students to the paid status. 
Slide 39 – Insufficient Evidence or No Response 

USDA requires that agencies make and document at least one attempt to contact the household to inform them that failure to comply with verification will result in termination of benefits. This contact can be a written or verbal contact. Keep the copy of written contacts. When a verbal contact is made with the household, document that contact by writing information on the application or on other paper to be kept in the files.
Inform the household when benefits will be terminated and change to paid status if they do not respond by the deadline set, but no later than November 15. 

Slide 40 – What the Verifying Official Needs to Know: Verification is Complete 

Slide 41 – Verification is Complete When: 

Household eligibility for the level of benefits is confirmed at the same level, confirmed at a higher or lower level, or is determined to be ineligible for free or reduced benefits. 

Slide 42 – Verification is Complete When: 
The letter (We Have Checked Your Application) is sent to inform the household that Verification is completed and that the benefits will remain the same. 

Letter of adverse action (We Have Checked Your Application) is sent informing household benefits will increase or decrease.

Letter of adverse action (We Have Checked Your Application) is sent informing household benefits will be denied (change to paid status).

Slide 43 – Notification Letter with Results of Verification

The letter should specify the change in benefits (if any) and the reason for the change.
Include the Appeal Procedures and time frame for submitting the appeal. Household must request the appeal in writing within 10 calendar days from the date on the notice. Students continue to receive benefits until the end of that 10 day period. 

Slide 44 – Time Period for Changing Eligibility Status

Any Household that fails to respond to verification or that does not submit verification documentation for all information on the application must receive the notice that they will be changed to paid status. 

Slide 45 – Reporting Results of Verification
USDA requires that results of verification be reported to the State Agency. In Wisconsin these results are submitted to DPI on-line in the Verification Summary Report.

The Verification Summary Report must be submitted to DPI between November 1 and November 15 each year. A webcast on how to complete and submit the Verification Summary Report is also on our website.
Slide 46 – Reporting Results of Verification

Schools who do not submit the Verification Summary Report by November 15 will be put in withholding.

These schools will not be able to submit claims for reimbursement on-line or receive reimbursement payments until the report is submitted. 
Slide 47 – Questions on Verification 

If you have any further questions on the Verification Process, contact a Nutrition Program Consultant using the School Nutrition Program Personnel Directory posted at: http://dpi.wi.gov/fns/directory.html . 

Slide 48 – This concludes this webcast on what is involved in doing the verification process.
Other areas of the Verification Process are covered in the webcast entitled Verification Process: Basic Sampling Methods to Select Applications for Verification which is located on our website. 
Be sure to check the training area of our website at the link shown http://www.dpi.wi.gov/fns/training.html, for additional training opportunities related to this subject. 

Slide 49 – Thank you for participating today and for your support of Wisconsin students every day!  We truly appreciate the time you spend to assure that eligible Wisconsin Students are verified to correctly receive free or reduced-price meals every day. 
Thank you.
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