


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food Authorities
(SFAs) operating the National School Lunch Program
(NSLP) and/or the School Breakfast Program (SBP).

Opjectives

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

e understand key terms used in the Free and
Reduced-Price Policy Statement;

e understand the requirements of the Free and
Reduced-Price policies;

e and complete all required parts of the Free and
Reduced-Price Policy Statement.

TRAINING HOURS

Information to include when documenting this
training for Professional Standards:

Training Title: How-To Complete the
Free and Reduced-Price Policy
Statement

Key Area: 3000 - Administration
Learning Code: 3100

Length: 30 minutes

TRAINING AND GUIDANCE SPECIFICTO
FREE AND REDUCED-PRICE ELIGIBILITY
CAN BE FOUND IN THE NSLP ONLINE
TRAINING LIBRARY AND THE USDA
ELIGIBILITY MANUAL FOR SCHOOL

MEALS



https://www.azed.gov/hns/nslp/training
https://www.azed.gov/hns/nslp/training
https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
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The instruction within this Online Course is based on guidance
from the Code of Federal Regulations 7 CFR 245.

It iIs recommended to review this manual in addition to
reviewing this course for complete guidance on the Free and

Reduced-Price Policy Statement.

Click here to access the manual.



https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-245/
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Definitions

Categorically Egibile

All children in a household with at least one child or household member who receives benefits from Assistance Programs (SNAP,
TANF, FDPIR, DC-M Free) are categorically eligible for free meals. Any one child’s or household member’s receipt of benefits from
an Assistance Program extends free school meal eligibility to all children who are members of the household.

Competitive Foods
All food and beverages other than reimbursable meals are available for sale to students on the school campus during the school
day.

Direct Certification

Direct Certification means determining which children are eligible for free meal benefits based on documentation obtained
directly from the appropriate State or local agency. In most situations, Direct Certification of a child’s eligibility status should not
involve communication with the household or require the household to submit supporting documentation.

Disclosure

The LEA may only disclose aggregate information, such as the number of children eligible for free or reduced-price meals, to any
program or individual. Aggregate information does not identify individual children. Parental notification/consent is needed to
disclose any personal information.
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SECTION # SECTION NAME

Definitions

Income Eligibility Guidelines
Household income size and amounts used for determining free meals and milk and reduced-price meal eligibility. These are

obtained by multiplying the current year Federal income poverty guidelines by 1.30 and 1.85, respectively, and by rounding the result
upward to the next whole dollar.

Limited English Proficiency (LEP)
Individuals who do not speak English as their primary language and who have a limited ability to read, speak, write, or understand

English.

Local Educational Agency (LEA)
A public board of education or other public or private nonprofit authority legally constituted within a state for either administrative

control or direction of, or to perform a service function for, public or private nonprofit elementary schools or secondary schools in a
city, county, township, school district, or other political subdivision of a state. This also includes Residential Child Care Institutions

(RCCls), Bureau of Indian Affairs (BIAs), education service agencies, and a consortia of those agencies.

Media Release
The public release that LEAs must provide at the beginning of the school year, announcing the availability of the National School

Lunch Program, School Breakfast Program, or Special Milk Program in the school district.

Verification
Confirmation of eligibility for free and reduced-price meals under the NSLP and SBP. Verification is only required when eligibility is

determined through the application process, not through direct certification conducted with an Assistance Program or agencies
that document Other Source Categorical Eligibility.
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-ree and Redguced-Price
Policy

THE REGULATION

In accordance with 7 CFR 245.10, each School Food Authority
(SFA) participating in the National School Lunch Program (NSLP),
School Breakfast Program (SBP), and/or the Special Milk Program
(SMP) with the free milk option must have an approved Free and
Reduced-Price Policy Statement on file with the Arizona
Department of Education (ADE) that accurately describes its
current free and reduced-price policies. SFAs just beginning
participation in the NSLP, SBP, or SMP must submit their policy
statement to ADE for review as part of the new SFA application
process. The policy statement becomes a permanent document
but must be amended when the SFA makes a substantive
change to its free and reduced-price policies. Amendments must
be submitted for review by ADE by October 15 each year.




SECTION 1 PURPOSE OF THE FREE AND REDUCED-PRICE POLICY STATEMENT

—ree anad Reduced-

THE STATEMENT

ADE has created a fillable Free and Reduced-
price Policy Statement template for SFAs to
use that fulfills its responsibilities to implement
a policy that conforms to United States
Department of Agriculture (USDA) regulations
regarding the determination of children’s
eligibility for free and reduced-price benefits.

New and amended free and reduced-price
policies must be submitted for review by
October 15 each school year.
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Free and Reduced-Price Policy Statement

Intreduction

In accordance with 7 CFR 245.10, each School Food Authority (SFA) participating in the National School Lunch
Program (NSLP), School Breakfast Program (SBP), and/or the Special Milk Pragram (SMP) with the free milk
option must have an approved Free and Reduced-Price Policy Statement on file with the Arizona Department of
Education (ADE) that accurataly describes its current free and reduced-price policies. SFAs just baginning
participation in the NSLP, SBP, or SMP must submit their policy statement to ADE for review as par of the new
SFA application process. The policy slatement becomes a permanent doecument but must be amended whean the
SFA makes a substantive change to its free and reduced-price policies. Amendments must be submitted for
reviaw by ADE by Octobar 15 each year

Policy Statement
SFA Name:

Date:

This staterment applies to the programs in which the SFA will be participating as indicated on the application and
agreamant.

In fulfilling it responsibiliies o implement a policy that conforms o United States Department of Agriculture
{USDA) regulations regarding determination of children's eligibility for free and reduced-price banafils
wishas to state the following:

A 's CNPWeb Sponsor Application will be updated each school year to
reflect The Tollowing:

- The household application, application letter, and nolification letters provided to households applying for
banefits will be thosa provided by ADE

« Andior a customized household application, application letter, and notification letiers have been developed
and will be provided to households applying for benefits. Customized applicaticns and letters must be
reviewed and approved by ADE prior to use.

B. I the LEA, official that has been designated to make eligibility
determinations.

C. The following direct certificaticn procedures have been implemented:

June 2023 | Health and Mustritix Arizona Dapartment of Education | This institution is an equal opporfunity provider.
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THE ADDENDUMS

Addendums to the Free and Reduced-Price
Policy Statement will be required for the
following operators:

Special Assistance Provision 2/3
Community Eligibility Program
Non-Pricing

RCCI without Day Students
Special Milk Pricing

PURPOSE OF THE FREE AND REDUCED-PRICE POLICY STATEMENT
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Free and Reduced-Price Policy Statement - Addendum:
Special Provision Option 2

Intreduction

This addendum is in addition tafin lew of where applicable to the Free and Reduced-Price Policy Statemeant as
soma or all sites operating the NSLP and/or SBP will be participating in Spacial Provision Option 2 (Provision 2).
It must be provided to ADE when schools begin participation im Provision 2.

Policy Statement

SFA Mame:
Date:

This statemeant applies to the following schools operating Provision 2 and the meal services indicated:

School{s):
Check all that Apply: NSLP | | sep| |
wishes to state the following:
A acknowledges that this addendum becomes effective whean

CNPWeab 5Site and Sponsor Applications have been updated to reflect Provision 2 participation AND a Provision
2 application containing the following has bean submitted by:
and approved by ADE.

« A list of all schools paricipating in Prowvision 2

+ The initial school year of implementation for Provision 2

+ The school years the cycla is expectad to remain in effect

+ Tha school year that Provision 2 must be reconsiderad

+ The available and approved data that will be used in reconsideration, as applicabla

B. will publicly notify and certify students for free and reduced-price
banefits for up to four consecutive school years, provided that eligibility determinations are in accordance with
TCFR 245.3 during the first school year.

C. Except for assistance properly made available under 7 CFR 210, 220, 240, and 250, the Indian Child Welfara
Act B5-608, and by other legislation, will pay with funds from non-
Federal sources the cost of serving meals to all children at no charge for all schools listed above, which includes:
+ The cost of meals served to children not eligible for free or reduced-price meals
+ Tha differential between the per-meal cost and Federal reimbursament received for each free ar reduced-
price meal, respectively, sarved to childran eligible to recaive such meals under applicable program
regulations.

June 2023 | Health and Nutrition cas | Arizong Department of Education | This institution is an egual opporbunity provider.
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Lg‘r”s @ET 1 _ sprrsER APPLICATION

Operators are required to update the
household application, application letter,
parent letter, and notification letter yearly.
Updated templates may be used from HNS;
however, if the operator chooses to
customize these documents, they must be
reviewed and approved by HNS.
=

STARTED!

Dart

ELIGIBILITY DETERMINING OFFICIAL

Operators must designate the person or
position required to make eligibility
determinations.
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Part C Part D

DIRECT CERTIFICATION ACCEPTING HOUSEHOLD
PROCEDURES APPLICATIONS

This fillable portion of the policy must This fillable portion of the policy will detail how
describe the operator’s procedures for the operator accepts and processes household
directly certifying students. This should applications. This should include procedures
INnclude how often direct certification will be accepting paper and/or online applications,
performed, how directly identified student notification of eligibility, and effective dates.

eligibility will be applied and notified, how
benefits are extended to additional students
IN the household, and how partial matches
will be reviewed.

TRAINING AND GUIDANCE ON DIRECT
CERTIFICATION AND PROCESSING HOUSEHOLD
APPLICATIONS CAN BE FOUND IN THE NSLP
ONLINE TRAINING LIBRARY AND THE USDA
ELIGIBILITY MANUAL FOR SCHOOL MEALS



https://www.azed.gov/hns/nslp/training
https://www.azed.gov/hns/nslp/training
https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
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child Hutrition Programs

Income Eligibility Guidelines

Effective July 1, 2004 - June B0, 2008

Fart &

INCOME ELIGIBILITY GUIDELINES

This part states that eligibility for meals will be
determined using the current year income
eligibility guidelines.

Current Income Eligibility Guidelines are
posted under the Eligibility Documents for
School Meal Benefits accordion.

The training Step by Step Instruction: How to
Process Household Applications will provide
guidance on how to certify free and reduced-
price eligible household applications.



https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/sites/default/files/2017/05/FINAL%20How%20to%20Process%20Household%20Applications_0.pdf?id=592deb493217e10e8022c677
https://www.azed.gov/sites/default/files/2017/05/FINAL%20How%20to%20Process%20Household%20Applications_0.pdf?id=592deb493217e10e8022c677
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Part = Part G

FOSTER CHILD OTHER SOURCE CATEGORICAL

This part states that a foster child will be ELIGIBILITY

categorically eligible for free meals. A foster This part states that households with children
child may be included as a member of the who are categorically eligible under Other
foster family if the foster family chooses to Source Categorically Eligible Programs will be
also apply for benefits for other children, as Instructed to contact the school for assistance
including children in foster care as household in receiving benefits and to mark the relevant
members can help other children in the box on the application to indicate their status.

household qualify for free or reduced-price
meals. If the foster family is not eligible for
free or reduced-price meal benefits, this does
not prevent a foster child from receiving free
meal benefits.
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Parts H | J K

]

@ PART H-LIMITED ENGLISH PROFICIENCY (LEP) @ PART K - VERIFICATION RECORD KEEPING
The operator must designate the person or position The operator must designate the person or position
that will ensure no barriers to participation with LEP that will maintain all verification activity records.
families.

@ PART I - HEARING PROCEDURES @ PART L - VERIFICATION REPORTING

The operator must desighate the person or position
that will be responsible for completing the
verification report by February 1 annually.

The operator must designate the person or position
that will ensure compliance with hearing procedures
and non-discrimination requirements.

@ PART J- VERIFICATION ACTIVITIES

The operator will designate the person or position

that will be responsible for completing verification

activities by November 15, as well as provide the

verification procedures that will be followed. v

Training on Verification can be found in the NSLP
Online Training_Library.



https://www.azed.gov/hns/nslp/training
https://www.azed.gov/hns/nslp/training
https://www.azed.gov/hns/nslp/training
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Dart M Dart N

DISCLOSURE OF CONFIDENTIAL MEAL CHARGE POLICIES
INFORMATION This fillable portion of the policy will need to
This fillable portion of the policy will need to designate the person or position responsible
describe the measures taken to prevent the for implementing meal charge policies and
disclosure of personal eligibility information. outline the LEAs meal charge policies. A

Overt identification is any action that may description of the method or methods to be
result in a child being recognized as used to collect payments from those children
potentially eligible to receive free or reduced- paying the full price of the meal or milk, or a
price school meals. SFAs must ensure that a reduced-price of a meal, which will prevent the
child’s eligibility status is not disclosed at any overt identification of the children receiving a
point in the process of providing free or free meal or free milk or a reduced-price meal.

reduced-price meals, including notification of
the availability of free or reduced-price
benefits; certification and notification of
eligibility; provision of meals in the cafeteria;
and the point of service.
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Part O Part P

MEAL CHOICE COMPETITIVE FOODS

This fillable portion of the policy will need to This fillable portion of the policy will need to
outline how children eligible to receive free outline the procedures followed to ensure that
and reduced-price meals will be offered the children eligible to receive free or reduced-
same meal choices as those children paying price meals are not overtly identified when

full price and how paying for these meals will competitive foods are sold.

not result in overt identification.
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MEDIA RELEASE TEMPLATE

A copy of the Media Release must be attached
to the Free and Reduced-Price Policy
Statement. HNS has provided a media release
template linked above.

PRESS (MEDIA) RELEASE
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art O

MEDIA RELEASE

The fillable portion of the policy will need to
designate the person or position responsible
for notifying the public of the availability of the
meal programs through a media release. This
media release will be provided to applicable
local media, unemployment offices, and major
employers contemplating large layoffs in the
attendance area of its schools. The release will
Include the name(s) of the school(s) approved
to operate the NSLP, SBP, and/or SMP, Income
Eligibility Guidelines (IEGs) for free and
reduced-price meals, and other information
required to be contained in the letter to
households.


https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.azed.gov%2Fsites%2Fdefault%2Ffiles%2F2019%2F05%2FMedia%2520Release%2520Template.docx&wdOrigin=BROWSELINK
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Complete and Sign

AUTHORIZED SIGNATURE

This policy must be sighed by a designated official selected by the
LEA. Authorized signers can be found on the signature page of the
Food Program Permanent Service Agreement.
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Adding Addendums

The addendums required for Special Assistance Provision 2/3,
Community Eligibility Program, Non-Pricing, RCCI| without Day
Students, and Special Milk Pricing will require the operator to
designate a person or position to specific regulatory requirements

necessary for these applicable operators. Addendums will need to
be signed by an Authorized signer.

ADDENDUM LOCATIONS

Eligibility
Documents for School Meal Benefits Special Provision
Options



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

Quliz Time

—‘ An Authorized Signer from the Food 2 The Free and Reduced-Price Policy
Program Permanent Service Agreement Statement must be revised and

will need to sign the Free and Reduced- submitted yearly.
Price Policy Statement.

A True A True

B False B False
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_‘ An Authorized Signher from the Food 2 The Free and Reduced-Price Policy
Program Permanent Service Agreement Statement must be revised and
will need to sigh the Free and Reduced- submitted yearly.

Price Policy Statement.

<A True) A True
B False ‘ B Fals}

The Free and Reduced-Price Policy The Free and Reduced-Price Policy
Statement and accompanying Statement becomes a permanent
addendums must be signed by an document and only needs to be
authorized signer. revised and submitted when the

SFA makes a substantive change
to its free and reduced-price
policies.



- CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the Online Course:

How-To Complete the Free and Reduced-Price
Policy Statement

Information to include when documenting this
training for Professional Standards:

How-To Complete the
Free and Reduced-Price
Policy Statement

Key Area: 3000 — Administration
Learning Code: 3100
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.



CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:

How-To Complete the Key Area: 3000 - Administration

Free and Reduced-Price Learning Code: 3100

Policy Statement 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.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

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, religion, sex, disability, age, marital status,
family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or
funded by USDA (not all bases apply to all programs). Remedies and complaint filing
deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
iInformation (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the responsible Agency or USDA's TARGET Center at (202) 720-2600 (voice and TTY)
or 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 discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint
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.

USDA Is an equal opportunity provider, employer, and lender.


https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov

