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Online Course: How to Operate Special Assistance
Provision 2/3 Non-Base Year is intended for the
School Food Authorities in the state of Arizona. All
regulations are specific to operating the National
School Lunch Program under the direction of the 1
Arizona Department of Education.
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Intended Audience and Content

This Online Course is intended for Local Education Agencies
(LEAs) operating the National School Lunch Program (NSLP) who
have passed a Provision 2/3 Base Year and will be operating their
first program year of a Provision 2/3 Non-Base Year.

The following slides provide guidance on how to operate
Provision 2/3 Non-Base Year in adherence to the Special
Assistance Guidance Manual and regulations.
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Objectives

At the end of this training, attendees should be able to:

understand both Special Assistance Provisions 2 and 3 and their
timelines;

know how to properly conduct counting and claiming procedures
during a non-base year;

understand what administrative duties are required when operating
Provision 2/3 non-base year;

identify and conduct all non-base year operating procedures by the
assigned due dates; and

know where to locate other training materials and all additional
guidance.
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The instruction within this Online Course is based on directive from
ADE’s Special Assistance Guidance Manual.

It is recommended to review the Special Assistance Guidance Manual in addition to
reviewing this course for complete guidance on special provisions. Click here to
access the Special Assistance Guidance Manual.


https://cms.azed.gov/home/GetDocumentFile?id=5a8c4f423217e109445ce2f1

Electronic Survey

In order to receive credit for this training, School Food
Authorities (SFAs) are required to submit the Non-Base Year
Provision 2 and 3 Electronic Survey to the Arizona Department of
Education (ADE).

All questions on this Electronic Survey must be completed
before submitting to ADE and no more than two question can be
answered incorrectly by each LEA applying to operate a base
year.

Please locate the Electronic Survey here and feel free to answer
these questions while going through this online training.

The light bulb icon will be an indicator that the content on the
slide is a Electronic Survey question.



https://www.surveymonkey.com/r/ApplyingForNBYProv23
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Definitions

Special Assistance Provision 2: A four year cycle that provides free
meals to all students regardless of household income while reducing
administrative duties and cost to participating LEAs.

Special Assistance Provision 3: A five year cycle that can provide
free meals to all students regardless of household income while
reducing administrative duties and cost to participating LEAs.

Non-Pricing: When an LEA provides meals to students at no cost to
the household regardless of their eligibility status.

Base Year: The first year of operating Provision 2 or 3 that
establishes the LEA's claiming percentages to support the
subsequent years' federal reimbursements.

Non-Base Year: The years of operating a provision following the
base year where the school makes no new eligibility determinations
and counts only the total number of reimbursable meals served
each day.
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The Step by Step Instruction will review:

Provision 2/3 Non-Base Year

How to Operate a Non-Base Year

Non-Base Year Restrictions

End of Provision 2/3 Cycle

Provision 2/3 Non-Base Year Additional Considerations
Additional Guidance Information

Professional Standards & Certificate

Civil Rights
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Provision 2/3

Non-Base Year

Passing a Base Year

LEAs will begin to operate their first non-base year after they have
passed their base year and received approval from ADE to operate
under the provision.

During a base year LEAs were required to:

*  Perform the regular administrative duties of the NSLP with no
changes other than being non-pricing.

*  Successfully complete an administrative review that looks at all
certification procedures, counting and claiming procedures and
point of service (POS) procedures.
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Provision 2/3 Non-Base Year Responsibilities

Non-base years are the operating years following a base year that
allows sites to operate with reduced administrative responsibilities
such as:

 Distributing, collecting and certifying household applications

* Conducting verification activities
*  TheVerification Summary Report (VSR) is still required for all LEAs

* Counting and claiming reimbursable meals in category of
student eligibility

Please note that the responsibilities listed above are not allowed to
be conducted while operating Provision 2/3 non-base years and if a
LEA does proceed with these responsibilities, it will result in findings
during an administrative review and potential rescinding of
Provision approval.
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Provision 2/3 Cycles

Provision 2 Example Cycle:

2018-2019 2019-2020 2020-2021 2021-2022 2022-2023
Base Year Non-Base Non-Base Non-Base Normal NSLP
Provision 2/3 Year Year Year
Non-Base Year Provision 3 Example Cycle:

2018-2019 2019-2020 2020-2021 2021-2022 2022-2023 2023-2024

Base Year Non-Base Non-Base Non-Base Non-Base Normal
Year Year Year Year NSLP

11






Required Duties During a Non-Base Year

Even though Provision 2/3 provides administrative relief to SFAs, there are
still responsibilities that are required of each site that is operating a non-
base year.

* Failure to complete these responsibilities will result in corrective action.
How to Operate a Listed below are responsibilities for each non-base year operating site:
Non-Base Year 1. Media Release

2. Daily counting and claiming

Daily Edit Checks

Verification Summary Report (VSR)

Record retention

o vop W

Direct Certification

13



1. Media Release

|[INSERT SCHOOL DISTRICT LETTERHEAD]

LEAs are required to provide Media N—

Releases to the public stating that . e
nutritious meals are still being i
served, but now they are available P M —
at no charge for every student. e
How to Oper ate a This notification must be provided T b
Non-Base Year to the public and all households = e mmmwt g
must be mailed the Parent Letter === == = = W=
for Provision 2/3 Non-Base Year to S S SR
notify households that the school is B
now non-pricing. S
*  ADE’s Media Release template Please note that changes may

and parent letters can be found | edetiseiriieamc e i
here.

program year and it is important
to ensure that the correct version
of each form is being released.



http://www.azed.gov/hns/nslp/forms/

How to Operate a

Non-Base Year

2. Daily Counting and Claiming

Throughout non-base years, meals will still be counted at the POS and
all students will receive school meals at no charge to the household.
However, LEAs will use an alternate counting system which requires
only total meals to be counted and the students eligibility status will not
be documented at anytime. Claims will still be submitted monthly, but
only the total meals served for the month will be entered into CNPWeb.

The SFA only counts the total There were 800 total The SFA will only claim 8oo total
number of reimbursable meals reimbursable meals served reimbursable meals in CNPWeb and
that are being served for the day. for the month of August. will not categorize them by eligibility.
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Claiming Differences

As shown below, when operating a base year the LEA will claim meals
in the same routine that a reqular operating site would.

When the non-base years begin, the LEA will then receive the benefit
of only counting and claiming the total number of meals served.

HOW to Operate a Provision 2/3 Base Year Provision 2/3 Non-Base Year

Number of days served Number of days served
Non-Base Year y y

Number of meals served by category: Total number of meals served

* Free

* Reduced

* Paid

Participants enrolled: Total students enrolled

* Free

e Reduced

* Paid

16



Submitting Claims in CNPWeb

Claims are still submitted monthly
when operating a non-base year, but  |unch- tigh Rate

the LEA will only be responsible for | . .
ys Served: 15
entering in the Number of Days @

Served, Actual Total Meals Served, and """ o
Participants Enrolled into CNPWeb.  [ReducedPriceMeaks Servec: o
HOW to Op erate a Wh ph LEA Iai h Paid Meals Served: 131
NOI’)-BGSE Year . ent . N ehters aclaim, there Total Meals Served: 1875
will be fields available for the data
that is necessary; all other fields wil| ~ [ActuaTotaleals Servec: @’
automatically fill in once the Partcpants Evoled: C 14 )
necessary data is entered. T |
n (S €p Claim example
It is not possible for LEAs to record above, the circled boxes are
their own free, reduced, and paid the necessary fields SFAs are

: : . , required to enter when
meals in their claim when operating a sl 2 ey e

non-base year.
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Claims During Non-Base Years

Please note that the claiming percentage calculations will be done for
each site operating a provision and LEAs will only have to complete the
claiming information listed on the previous slide.

Below are the claiming differences between operating Provision 2 and
Provision 3 Non-Base Year.

Provision 2 Non-Base Year Provision 3 Non-Base Year

Only total meals are counted at the POS. Only total meals are counted at the POS.
The claims are based off of the claiming The claims are based off of the actual
percentages established in the meals served in the corresponding month

corresponding month from the base year. ~ from the base year. These meals are
adjusted for number of days served and

The main difference enrollment.

between Provision 2

and Provision 3 is the
way CNPWeb
calculates the claim.

18
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3. Daily Edit Checks

Daily Edit Checks are still required to ensure
that LEAs are not claiming more meals than

enrolled students.
Since claims only require a total meal count, [ T===r= o
the Daily Edit Checks are now simplified = E
including the following required f §
information: - -

*  Total students A !

*  Total meals

*  Attendance factor =

ADE’s Simplified Daily Edit Check

Worksheet during Non-Base Years

* Days served

Click here to locate ADE’s Simplified Daily
Edit Check Worksheet during Non-Base Years.



http://www.azed.gov/hns/nslp/provisions/

How to Operate a

Non-Base Year

4. Verification Summary Report (VSR)

Part I: Enrotime

LEAs operating under Provision 2/3 during a

non-base year do not have to conduct e
verification activities, but must still submit the T w -
Verification Summary Report (VSR) by the due - "'
date of February 15t.

*  Thereport will be open for submission from
November 16t — February 15t each year.

*  LEAswho are operating a non-base year do
not have to complete all fields of the report
because they do not collect or verify
household applications.

*  To locate ADE's verification guide titled,
Sites operating in their Non-Base Years, click
here.

20


https://cms.azed.gov/home/GetDocumentFile?id=59529fae3217e10820724053
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4. Verification Summary Report (VSR)

Part I: Enrotime

In order to complete this report, LEAs will need

to gather their October claim data from their fo e

base year and their October claim data from - L
their current non-base year. ’ "'

The VSR will require each LEA operating a non-
base year to report the number of free and “
reduced students from that current non-base
year.

* Remember, LEAs should not be collecting
income information from the households.

*  The way to determine these free and
reduced students without collecting
applications is to fill out the "Special
Assistance Adjusted Eligible Calculator”.

21
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Special Assistance Adjusted Eligible Calculator

By entering the requested data in the Special
Assistance Adjusted Eligible Calculator, the
adjusted free and reduced students will
automatically be calculated.

*  The numbers that are provided to the
LEA from this worksheet are an estimate
for the VSR only and will need to be
entered into the LEA’s VSR, due by
February 1°t.

*  Click here for further guidance on how to
use this worksheet to calculate the
adjusted free and reduced students.

Calculation for Adjusted Free and Reduced-Price Eligibles

‘Curresit Year Envoliment Data ‘October Cai

Stesinceis : = : Ratucasenceliass

AdustesResuces orice g
Studentsin CutencYear=
Attention:llboreswith red trangiesn the upperaight
han corner [t ke this ] e spectic msuctons
thacanbe atcessed by imply g the mouse cver
hatbox.

Special Assistance Adjusted Eligible Calculator

22


https://cms.azed.gov/home/GetDocumentFile?id=5936c2dd3217e11ac0b66947
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5. Record Retention

It is important to keep all records throughout the entire period that
the site is operating under Provision 2/3, plus five years including all
provision extensions.

*  LEAs must keep records for longer than five years if they receive
any type of review findings, and must keep these records until
the finding is resolved per your administrative reviewer.

© Remember, if base year records were not retained, the site will
not be able to apply for any provision extensions. H
|

23
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5. Record Retention

Non-base year records include:

* Total daily meal counts of reimbursable meals

* Applications for free and reduced meals collected during the base year
» Daily Edit Checks

*  On-Site Review Documentation

* Extension documentation (if applicable)

 Direct Certification documentation

* Benefit Issuance Documents

* Verification documentation

* Media Releases and parent/guardian letters

24
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6. Direct Certification

Direct Certification is required to be conducted on or
around April 1°t each year in order to report the number
of identified students for the Community Eligibility
Provision (CEP).

This count of identified students must be submitted to
ADE no later than April 15,

ADE will then post this information on the Special
Assistance Provision webpage to notify SFAs if they are

eligible or near eligible to participate in (CEP).

* Al LEAs must submit this data regardless of their
interest in operating CEP.

25
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Non-Base Year Responsibilities

Counting and Household Verification
Claiming Applications Activities

Base
Year:

Non-Base
Year:

Reimbursable meals
will be counted at the
POS by category of
F/R/P and claims will
be submitted by
category each
operating month.

Only the total number
of reimbursable meals
served will be counted
at the POS and those
total monthly meals
will be claimed in
CNPWeb. SFAs are not
allowed to count meals
by category of F/R/P.

Household
applications will be
distributed, collected,
and processed to
establish the site’s
claiming percentages
during the non-base
years.

It is unallowable to
distribute household
applications, to
conduct Direct
Certification (except
for April 1 data), or
make eligibility
determinations for
any student.

Verification activities
will take place from
October 1°t— November
15t and the Verification
Summary Report is due
no later than February
1%t

Verification activities
will not be conducted or
obtainable because the
site will not be
collecting applications.
The modified Verification
Summary Report (VSR)
will still be due on
February 1°t.
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Non-Base Year Responsibilities

By completing all the required responsibilities explained in the
previous slides, sites operating a non-base year can ensure
compliance with Provision 2/3 requirements.

27






Non-Base Year

Restrictions

Reduced Administrative Responsibilities

There are many benefits when operating Provision 2/3,
which include the reduction of administrative
responsibilities LEAs would be required to conduct
when operating reqular NSLP.

These reduced responsibilities are also restrictions for
sites that are operating non-base years.

Reduced administrative responsibilities:
* Counting and claiming by category

 Distributing, collecting, and processing household
applications

* Verification activities (excluding the Verification
Summary Report)

29



Use of Alternate Income Applications
LEASs are not allowed to distribute the NSLP

Application for Free and Reduced Price School
Meals and are prohibited from making any
eligibility determinations during the non-base i
years of operation.

Non-Base Year However, some LEAs may need to collect |z - =
Restrictions income information for other programs out side| = =
of the School Nutrition Programs. Please note, if
- These programs could include Title 1 P e ot
funding, E-Rate, other grant opportunities, ed for p g, labo
etc. O O ProOCe (O -

* Inabsence of the NSLP eligibility
information, it is important that LEAs work
with the grants program contact to
determine if an alternate income application
is needed and how to proceed.




Provision Responsibilities

It is important to note that even though while operating
under a provision the LEA is given reduced administrative
responsibilities, there are still main NSLP guidelines and
regulations they must operate and abide by.

- Listed below are a few program reminders that all LEAs
Provision 2/3 must be in compliance with, even when operating

Non-Base Year Provision 2/3:
*  The New Meal Pattern

*  Professional Standards For more information on
_ these program
*  Local Wellness Policy requirements, visit our

- Civil Rights

webpage.



http://www.azed.gov/hns/nslp/trainingps/




End of Provision

2/3 Cycle

Completing the Cycle

oe o °

When a site is approaching the completion of their Provision 2/3
cycle, the LEA has four options:

*  Apply for an extension
> Apply for Community Eligibility Provision (CEP)
* Apply for a new base year

* Return to regular NSLP operations

33



Applying for an Extension

End of Provision

2/3 Cycle LEAs who wish to apply for a Provision 2/3 extension must:

*  Submit the Special Assistance Extension Application Packet on the
second to last non-base year by May 1

*  Submit socioeconomic data to ADE on the last non-base year by
March 1%

Upon extension approval, the next four years would operate as non-base
years.

34


https://cms.azed.gov/home/GetDocumentFile?id=593b1c1b3217e10e9ce5e3f8

Applying for Community Eligibility Provision (CEP)

End of Provision

In order to be eligible for CEP, a site needs an ISP of at least 40% and
must apply by June 30t" of the previous year to when the LEA wishes to
operate. Should a site want to start operating CEP prior to the end of
their provision cycle, this is allowable with approval from ADE.

2/3 Cycle

For more information on ISPs and CEP, click here.

35


http://www.azed.gov/hns/nslp/provisions/

Applying for a New Base Year

End of Provision

In order to apply for a new base year, the SFA must submit the Special
Assistance Application to ADE by May 1% of the last non-base year.

2/3 Cycle

Upon approval, the following school year would operate as another base
year and household applications would be required to be collected in
order to establish the site’s new claiming percentages.

36



Returning to Regular NSLP

End of Provision

If a site decides to return to reqular counting and claiming procedures,
the SFA does not need to notify ADE, but will need to ensure that they are
distributing household applications along with taking accountability for
all NSLP administrative responsibilities.

2/3 Cycle

The SFA can indicate that they operating regular NSLP through their site
and sponsor application in CNPWeb.

37
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The Right Provision

It is important to reflect on the LEAs particular site when decided
on which Provision to operate.

Provision 2 Provision 3

PrOVISIon 2/3 Most schools that operate a Provision In some LEAs, such as boarding schools,

5 have enough turnover to where keeping the population of the school may be
NOn Base Year the claiming percentages that were stable enough to where Provision 3
Addltlona[ established during the base year willbe  would be of the most benefit.

: . beneficial. This option would be most
ConS[deratlonS beneficial for sites that have fluctuating If further assistance is needed

populations and participation, such as

_ when choosing which Provision
regularly operating schools.

to operate, contact your School
Nutrition Programs Specialist.

39
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Additional
Considerations

To Stop a Provision

On occasion, Provision 2 or Provision 3 may not be the most
suitable option for a particular site and it may be best to make a
change.

At any time the LEA can stop Provision 2/3 and return to
operating regular NSLP by:

* Notifying ADE and establishing a date for a change in the
reimbursement claiming process.

* Notifying the households and distributing household
applications.

* Giving a minimum of 30 additional days of non-pricing to
accommodate the transition.

*  Resuming normal counting and claiming procedures.

40
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Additional
Considerations

To Switch a Provision
The LEA can switch from Provision 2 to Provision 3 by:

*  Formally requesting approval via documentation on school
letterhead.

*  Ensuring all sites only participate in a cycle of four years,
combined.

*  Submitting an updated Free and Reduced Price Policy
Statement and addendum with the required information.

The LEA can switch from Provision 3 to Provision 2 by:

* Doing all the same tasks as above, but they must also ensure
that during the base year they were non-pricing.

Provision 3 pricing

41
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Additional
Considerations

Switching To Community Eligibility Provision (CEP)

At the end of a base year, LEAs can decide to operate CEP
instead of operating the non-base year. In order to do this LEAs
must:

* Submit the CEP Application to ADE by the required due date
of June 30,

* (Collect Direct Certification and identified student data on or
around April 1t of that program year.

For more information regarding CEP click here.

42
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Provision 2/3
Non-Base Year

Additional
Considerations

Non-Base Year Operation Checklist

Media Release

Count and claim total meals served at the POS
Perform Simplified Daily Edit Checks

Submit claims in CNPWeb

Submit the Annual Financial Report (AFR)

Submit Verification Summary Report (VSR)
Run Direct Certification

Report the April 1t ISP to ADE

Between July - August

During each meal service daily
After each meal service daily
15t — 10t of each month

October 1%t for private/BIA/RCCl's
October 15t for public schools

February 15t
On or around April 15

April 15t

43



Technical Assistance

If you have any questions about Special Assistance
Provisions, use:

* The Special Assistance Provision webpage at:

For other questions about Special Assistance Provisions,
please contact your School Nutrition Program Specialist.


http://www.azed.gov/hns/nslp/provisions/

End of Training

ADE Online Training Library

Online trainings are easy to use
and available year-round. Health and Nutrition Services

Directors and staff are encouraged
to complete these trainings as a

ADE Online Training Library

. .
way to review previously learned o
subjects, or as an introduction to a ) 2000- Operatons
regulation. Most guides are also  3000- sl

ava | | a b I e | N S p an | S h . ¥ Training on Applications for State Reporting (CNP Web, Direct Certification/ Direct

Verification and Verification)

; ¥ Training Specific to Operating and Applying for Special Assistance
Please take some time to browse

through the ADE Online Training
Library to review additional
resources.
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http://www.azed.gov/hns/nslp/trainingps/online/

End of Training

Congratulations!

You have completed the Online Course: How to Operate Special
Assistance Provision 2/3 Non-Base Year

In order to count this training towards your Professional Standards

training hours, the training content must align with your job duties.

* Information to include when documenting this training for
Professional Standards:

* Training Title: Online Course: How to Operate Special Assistance
Provision 2/3 Non-Base Year

* Learning Code: 3100
* Key Area: 3000- Administration
* Length: 1 hour

* Please note, attendees must document the amount of training hours indicated
on the training despite the amount of time it takes to complete it.
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on race,
color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any
program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information
(e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the Agency (State
or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech
disabilities may contact USDA through the Federal Relay Service at (8o0) 877-8339. Additionally,
program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, AD-3027, found online at http://www.ascr.usda.gov/complaint filing cust.html, and at any
USDA office, or write a letter addressed to USDA and provide in the letter all of the information
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant
Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) fax:
(202) 690-7442; or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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