
Online Course:
Implementing the Community Eligibility 

Provision (CEP)

Professional Standards Learning Codes 3130
Length: 30 minutes

Released June 2018
“Online Course: Implementing the Community 
Eligibility Provision (CEP)” 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 
Arizona Department of Education. 



Online Course:   
Implementing the 
Community 
Eligibility 
Provision (CEP)

Intended Audience and Content 

• This Online Course is intended for Local Educational Agencies 
(LEAs) operating the National School Lunch Program (NSLP) who 
have applied to operate Community Eligibility Provision (CEP). 

• The following slides provide a brief overview of CEP. 

• Attendees should be participating in this Online Course for 
preparation and final approval to operate CEP. 

• Please refer to the Special Assistance Provisions webpage for 
other CEP guidance and forms. 

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


Objectives

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

• provide an overview of CEP;

• understand CEP operating requirements along with counting and 
claiming procedures; 

• be aware of NSLP requirements that remain throughout the CEP 
operation; and 

• be prepared for the potential participation increase that may occur 
while operating CEP.
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The instruction within this Online Course is based on guidance from USDA’s 
Community Eligibility Provision (CEP) Planning & Implementation Guidance.  

It is recommended to review the USDA’s Community Eligibility Provision (CEP) 
Planning & Implementation Guidance in addition to reviewing this course for complete 
guidance on CEP. Click here to access the USDA’s Community Eligibility Provision (CEP) 
Planning & Implementation Guidance. 
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https://cms.azed.gov/home/GetDocumentFile?id=58d9531c1130c012245c2555


Comprehension
Check

• In order to receive credit for this training and for final approval to 
operate CEP, School Food Authorities (SFAs) are required to complete 
an assessment through an electronic survey. 

• All questions on this assessment must be completed before submitting 
to ADE and no more than two questions can be answered incorrectly in 
order to receive credit for this training. 

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

• It is also recommended to use USDA’s Community Eligibility Provision (CEP) 
Planning & Implementation Guidance while completing this survey. 

• This light bulb icon will be an indicator that the content on the slide is 
an Electronic Survey question. 
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https://www.surveymonkey.com/r/ImplementingCEP


Definitions

Identified Students: Children who are certified for free meals by 
means other than a household application. 

Identified Student Percentage: Identified students divided by total 
enrollment. This is used to determine the claiming percentage (the 
amount of meals that will be reimbursed at the free rate). 

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

Title 1 Funds: Federal monies funded to assist schools with 
technical assistance, service and support to help ensure every child 
has access to an excellent education. 
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The Online Course will review: 

CEP Overview Slides 8-12

Operating Procedures Slides 13-22

Annual CEP Requirements Slides 23-34

Title 1, Accountability and Alternate Income Applications Slides 35-39

Additional Guidance Information Slides 40-44
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CEP Overview

The History of CEP

CEP is a provision that is part of the Healthy Hunger-Free Kids Act of 
2010. CEP was introduced in several states in 2011-2012 and was 
made available to all states in the 2014-2015 school year. 

CEP allows the nation’s highest poverty schools and districts to 
serve breakfast and lunch at no cost to all enrolled students without 
the burden of collecting household applications. 

This alternative saves LEAs time and money by streamlining 
paperwork and administrative requirements while increasing the 
access of nutritious school meals to low-income children. 



CEP Overview

Key Differences in Operation

When a LEA participates in CEP:

• all enrolled students at participating sites receive breakfast and 
lunch at no charge to the household; 

• school meal applications and verification activities are eliminated; 
and

• tracking meal counts by category of free, reduced, and paid is 
eliminated. 

It is important to note that although CEP offers many alternative 
administrative and student-level perks, there are still NSLP 
requirements that LEAs must comply with in order to receive Federal 
reimbursement. These requirements will be explained throughout 
this Online Course. 



CEP Overview 

Benefits of CEP

For many schools and districts, CEP implementation has resulted in 
numerous improvements while providing nutritious school meals to 
low-income areas. These successes include:

• Increasing student participation in school meal programs 

• Easing the administrative burden

• Improving program efficiency

• Eliminating stigma 

• Eliminating unpaid meal balances

• Improving the school learning environment 



CEP Overview

CEP Implementation

The rest of this training will focus on the implementation 
requirements of the CEP operation. As CEP does eliminate many 
regular NSLP daily and yearly requirements, it is important to 
understand the requirements that all LEAs operating CEP must 
comply with. 

Please have your Electronic assessment open and ready to complete 
while going through this implementation online training. 
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Operating 
Procedures

Meal Charging and Eligibility 

Schools that have elected CEP will offer 
all enrolled students reimbursable meals
at no cost to the household. 

LEAs will be reimbursed based on the 
total daily meal counts and will no 
longer count students by eligibility of 
free, reduced, and paid.

In fact, while an LEA or site is operating 
CEP, it is prohibited to distribute 
National School Lunch and School 
Breakfast Programs household 
applications to families if their child is 
attending a school that is operating 
under CEP. 
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Operating 
Procedures 

Meal Service 

Schools participating in CEP must provide access to both breakfast and 
lunch for all students each school day. During meal service, schools are 
required to keep accurate meal counts and maintain a point of service 
system that ensures Federal reimbursements are claimed only once for 
each student that receives a reimbursable meal. Schools may not claim 
reimbursement for additional meals served to students or for meals that 
do not meet the meal pattern requirements. 
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Operating 
Procedures 

Counting and Claiming Procedures 

In order to meet the counting and claiming 
requirements while on CEP, LEAs must:

• count only the total meals served daily; 

• not collect school meal applications from 
households; and

• use non-Federal funds to cover any operating 
costs that exceed Federal reimbursement, such 
as costs for providing meals to all students at no 
cost. 
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Operating 
Procedures

Point of Service (POS) 

Similar to regular NSLP requirements, accurate counts of reimbursable 
meals served to students at each meal service must be taken on a daily 
basis. Serving lines must be adequately supervised to ensure that all meals 
claimed for reimbursement are meeting the meal pattern and are only 
claimed for one meal per student per meal service.
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POS During Regular NSLP POS During CEP

Only reimbursable meals meeting 
the meal pattern can be claimed 
for reimbursement. 

Only reimbursable meals meeting 
the meal pattern can be claimed 
for reimbursement. 

Meals will be counted by category 
of free, reduced, or paid based on 
each student’s eligibility 
determination. 

Only the total meals served will be 
counted. 
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Submitting Claims in CNPWeb

Claims can be submitted starting the first day 
after the claim month and up to 60 calendar days 
after the end of the claim month. In CNPWeb, 
SFAs operating CEP will only be prompted to 
enter in the total reimbursable meals served. 

• When the SFA enters a claim there will only be 
fields available for the data that is necessary 
as shown in the picture to the right. 

• The “Free Meals Served” field and the “Paid 
Meals Served” field will auto fill when the 
necessary data is entered. 

• CNPWeb will automatically calculate this 
claim data by using the site’s ISP found at the 
bottom of the claim. 
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Operating 
Procedures

Reimbursement Example

The example below shows how CNPWeb will automatically calculate 
claims for CEP schools based on the total number of meals served. 
Remember, the calculation shown below will be done for the LEA in 
CNPWeb and this example is a simple demonstration. 

• The percentage of total meals reimbursed at the free rate is 
determined by multiplying the ISP by 1.6. 

• The remainder of the meals served are reimbursed at the paid rate. 
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Example: Rainbow Elementary School has an ISP of 45%
• 45% x 1.6 = 72%
• This means that 72% of the meals will be reimbursed at the 

free rate. 
• The remaining 28% of meals will be reimbursed at the paid 

rate. 



Operating 
Procedures

Participation Increase

CEP has proven to increase schools’ daily meal participation in both 
breakfast and lunch services. This participation increase is due to many 
factors including:

• easy access to free school meals for every student; 

• elimination of stigma; 

• the removal of language barriers when a household must complete a 
household application; and 

• the reinvesting of additional reimbursement dollars in the program 
thus improving meal quality. 

Increased participation is not only a positive highlight for students, but the 
school will also benefit from this by receiving more federal reimbursement 
dollars. LEAs operating CEP will want to plan for the participation increase 
by making sure enough staff, food, storage and space is available.
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Operating 
Procedures

Daily Edit Checks 

Participation in CEP does not change the 
requirement to conduct edit checks. Daily 
Edit Checks are required to ensure that 
schools are not claiming more total meals 
than total enrolled students. 

Since claims will only ask for the total meals, 
the Daily Edit Checks are now simplified to 
include only the following fields: 

• Total students

• Total meals served

• Days served

• Attendance factor 

Click here to locate the CEP Daily Edit Check 
Worksheet. 21
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Operating 
Procedures

Operating a Successful CEP Program

In order to run a successful program while operating CEP, it is critical that 
all counting and claiming procedures are being followed. 

If non-reimbursable meals are being counted and claimed or meals are 
not compliant with the meal pattern, this can result in Administrative 
Review findings and can lead to fiscal action. 

It is important for LEAs to comply with all program requirements that 
remain intact throughout the CEP four year cycle and for any extended 
cycle years. 

Please follow up with your assigned School Nutrition Programs Specialist 
for any uncertainties while operating CEP. 
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Annual CEP 
Requirements 

Annual Requirements 

Text that only the collection of applications is different. Still need to 
do all program requirements. 

This training will go specific into: 

• CNP Direct Certification 

• Submitting Annual ISP

• Verification

• Maintain a non-profit food service account 

• Notifying Households 

• Record Retention



Annual CEP 
Requirements

CNP Direct Certification 

CEP schools are only required to run CNP Direct Certification 
one time per year on or around April 1st. 

This April 1st data will be used to determine the total Identified 
Student count for each year. 

If a CEP school finds that during the four year cycle, the April 1st

ISP has increased, the LEA can elect to increase the ISP and 
extend the current CEP cycle. This will be further explained on 
the following slide. 
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Annual CEP 
Requirements

Submitting the Annual ISP

Based off the direct certification data found on or around April 1st, the 
Annual ISP is required to be submitted to ADE by April 15th regardless of 
CEP implementation. The ISP will be submitted electronically to ADE. 

Based on the reported ISP, CEP schools will have three options to consider 
for their next operating year:

• Option 1: Keep the current ISP and remain on the current CEP cycle.

• Option 2: Update the ISP using April 1st figures and remain on the 
current CEP cycle. 

• Option 3: Update the ISP using the April 1st figures and begin a new 
four year CEP cycle. 
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Annual CEP 
Requirements

Verification

LEAs operating CEP will no longer participate or 
complete verification activities. 

However, the Verification Summary Report 
(VSR) is still required to be submitted annually 
by February 1st. The information you will be 
required to submit on the report includes:

• Total number of students enrolled in the 
sites operating CEP as of October 31st. 

• Total number of sites operating CEP.
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Annual CEP 
Requirements

Maintain a Non-Profit Food Service Account 

• If the Federal reimbursement received under CEP is less than the cost 
of providing meals at no cost to all students, LEAs must use non-
Federal funding sources to cover all other operational costs. 

• If the Federal reimbursement received under CEP causes the LEA to 
have cash resources which exceed the three months’ average 
expenditures allowable limit, LEAs must submit a plan detailing how 
these funds will be used to improve the nonprofit school food service 
program.
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Annual CEP 
Requirements

What are Non-Federal Sources?

Non-Federal sources include any funds other than Federal reimbursement 
available to the nonprofit school food service account. Some examples 
include, but are not limited to: 

• any profits from a la carte, catering, or adult meal sales; 

• cash donations; and 

• in-kind contribution funds from outside sources, such as volunteer 
services. 
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Annual CEP 
Requirements 

Excess Cash

ADE is required to monitor the level of net cash resources in the 
food service fund. 

These regulations require that the net cash resources in the 
nonprofit school food service account do not exceed three months 
average expenditures. If a LEA is found to have excess net cash 
resources, they must submit a plan detailing how the excess funds 
will be spent to improve the nonprofit school food service. 

Net cash resources means all monies, as determined in accordance 
with the State agency's established accounting system, that are 
available to or have accrued to a school food authority's nonprofit 
school food service at any given time. 



Annual CEP 
Requirements

District-Wide or Partial District Implementation

When applying for CEP, the LEA will indicate if an individual school, a 
group of schools, or an entire district will be participating in the provision.

• LEAs adopting CEP district-wide will receive benefits for all schools 
across the district at the same combined ISP. 

LEAs adopting CEP at some, but not all schools are strongly encouraged 
to clearly communicate to families which schools will operate CEP, which 
schools will use standard counting and claiming, and why. 

• This is particularly important for students whose school is going 
through a transition from one type of operation to another, or for 
those families who have children attending multiple schools in the 
district when one could attend a CEP school and one could attend a 
non-CEP school. 
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Annual CEP 
Requirements

Notifying Households

LEAs participating in CEP should use their usual channels of 
communication with media and households to notify the community that 
school meals, both breakfast and lunch, will be available at no charge to 
all students enrolled at CEP schools. 

CEP schools are required to submit media releases to local media and 
unemployment offices contemplating layoffs, along with notifying 
households through a parent letter at the beginning of the school year. 

• A template for the Public Media Release is available on the ADE 
website. Since all meals are served to children at no charge, ensure 
appropriate changes are made to the media release such as removing 
meal prices per eligibility category. 

• A template for the Parent Letter for Community Eligibility (CEP) is 
available to notify households of non-pricing for meals. 
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http://www.azed.gov/hns/nslp/forms/
http://www.azed.gov/hns/nslp/provisions/


Annual CEP 
Requirements

Record Retention 

It is important that all LEAs operating CEP maintain records for the entire 
cycle of CEP plus an additional five years. These records include but are 
not limited to:

• All direct certification lists 

• Extended household member documentation

• Liaison lists

• Student enrollment 

• Meal counts

• Daily Edit Checks

• Production Records

• Media Release 

• Parent Letter 
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Annual CEP 
Requirements

General Program Areas

Additional general program areas that do not change due to CEP are:

• Meal Pattern

• Professional Standards 

• Local Wellness Policy

• Civil Rights Training and the Civil Rights Compliance Form

• Water availability 

• School Breakfast Outreach/Summer Food Service Program Outreach

• Smart Snacks 

• On-site Monitoring 

• Food Safety 

• Procurement 
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Title 1, 
Accountability, 
and Alternate 
Income 
Applications 

Title 1 Funding 

A common misconception with Title 1 is that in order to receive funding, 
school meal applications are required to be collected in order to retain 
poverty level data. 

However, school meal applications are not required for Title 1 funding 
and schools will not receive less Title 1 funding because of their 
participation in CEP. 

Title 1 funding is actually based on Census data for school districts that 
report to AzEDS and is based on either school meal applications or NCLB 
1 and 2 indicators for charter schools. 
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Title 1, 
Accountability, 
and Alternate 
Income 
Applications 

Title 1 Funding 

If the LEA currently uses school meal application data for Title 1 reporting, 
they will no longer be able to do so. Remember, the distribution of 
household applications is unallowable while operating CEP. 

• If income data needs to be collected for any other program such as Title 
1, it is important to use an alternate income application and not a 
school meal application. 

For further assistance on Title 1, click here. 
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Title 1, 
Accountability, 
and Alternate 
Income 
Applications 

Accountability Division

While CEP does eliminate the burden of collecting school meal 
applications, it is important to note that the ADE Accountability 
Division is still in need of individual student poverty indicators. 

If an LEA decides to collect individual student data through an 
alternate income application, the LEA must ensure that it does not
in any way indicate that the application is required by USDA, and 
non-profit food service funds may not be used to distribute, collect, 
or process these applications. 

• An alternate income application can be found here. 

Alternate income 
applications

https://cms.azed.gov/home/GetDocumentFile?id=5b08441c03e2b30ea095404d


Title 1, 
Accountability, 
and Alternate 
Income 
Applications 

Alternate Income Applications

LEAs that choose to use an alternate income application for other grants 
or funding while operating under CEP must:

• not use the nonprofit school food service account for distributing or 
certifying household applications; 

• add a disclaimer that the new form is not a school meal application;

• include an explanation of why collecting the information is needed;

• ensure that all references to USDA programs are removed;

• not package the form with any school meal programs materials; and

• not have any correlation between school meals and the distributed 
income form.
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Electronic Assessment

At this point in the training, you should have completed all questions on 
the assessment. If you have not done this or have not yet opened the 
assessment, please do so here and complete all questions. 

Remember, in order to receive final approval to operate CEP, SFAs are 
required to complete the assessment and submit it to ADE. 

You will submit this assessment to ADE by clicking the               button at 
the bottom of the page on the electronic assessment. 

• If a passing score is achieved, you will receive a certificate along with 
the final approval to operate CEP from ADE. 

• If you did not pass, you will be notified and alerted to retry the 
assessment in order to receive final approval. 

https://www.surveymonkey.com/r/ImplementingCEP


Additional 
Guidance 
Information

ADE Online Training Library

Online trainings are easy to use 
and available year round. Directors 
and staff are encouraged to 
complete these trainings as a way 
to review previously learned 
subjects, or as an introduction to a 
regulation. Most guides are also 
available in Spanish.

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/


Additional 
Guidance 
Information

Congratulations! 
You have completed the Online Course: Implementing the 
Community Eligibility Provision (CEP). 

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: Implementing the Community 
Eligibility Provision (CEP)

 Learning Code: 3130 

 Key Area: 3000- Administration

 Length: 30 minutes 

• 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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Technical Assistance
If you have any further questions about Special Assistance 

Provisions, use: 

• ADE’s Special Assistance Provisions webpage:

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

For other questions about CEP, 
please contact your School Nutrition Programs Specialist.
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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 (800) 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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