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GUIDANCE FOR THE VERIFICATION PROCESS

I. Verification of Eligibility of School Meals

A. Verification is confirmation of eligibility for free and reduced priced meals under the National School Lunch Program (NSLP) and School Breakfast Program (SBP).  Verification must include either confirmation of all income eligibility or confirmation that a child is currently certified to receive NJ SNAP or TANF (Temporary Aid to Needy Families) benefits. 

B. Exceptions from Verification 

· Children who have been directly certified

· Denied Applications

· Homeless, Runaway and Migrant Children

· Children in Residential Child Care Institutions (Group Homes)

· Free and Paid Milk (FPM) or Split Session  Milk Program (SSMP) Applications

· Schools that participate in Provision 1 or 2, except in the base year
· Foster Child with documentation from DYFS
II. Determining Sample Size 

A. The standard sample size is 3 percent (3%) of the total approved free and reduced price paper applications on file as of October 1st, selected from error prone applications.  Local Education Agencies (LEAs) may begin verification prior to October 1st by projecting the number of approved free and reduced priced applications they anticipate will be on file as of October 1st. The LEA, however, must compare this estimate with the actual number of free and reduced price applications on file October 1st, and make the necessary adjustments if more applications need to be verified.

B. Step 1- October 1
· Complete the “Pre-Verification Worksheet” (Form 30)

· Based on the number of applications on file as of October 1.  

· Data obtained from the district’s “Master Eligibility List” (Form 128) or other resources
Step 2- October 1-15

· In SNEARS (School Nutrition Electronic Application  Reimbursement  System) enter information on the left side of the “Verification Summary Report” (Form 122)

· Obtain data from the “Pre-Verification Worksheet”  

(Form 30)
· Certifier/submitter/other user and alternates can enter data 
Step 3-Number of applications to verify
· The number of applications to verify or the 3 % sample size is determined by the data entered on the “Verification Summary Report” in SNEARS.

· Select the number of applications identified in SNEARS 

Note: Verify no less or no more than the established 3%.  One hundred percent (100%) verification is not permissible. In addition, verification cannot be requested at the time of application.

C. How to Select Applications for Verification

REMEMBER:  The sample size must be selected from error prone applications.
Error prone applications would be those defined as:
· Weekly: $0-$25 below the free and reduced price income eligibility limits

· Every two weeks: $0-$50 below the free and reduced price income eligibility limits

· Twice a month: $0-$50 below the free and reduced price income eligibility limits

· Monthly:  $0-$100 below the free and reduced price income eligibility limit

· Annually: $0-$1200 below the free and reduced price income eligibility limit
Insufficient number of error prone applications: 

When an insufficient number of error prone applications are identified, randomly select from the remaining applications to meet the required sample size. Random sampling is any method which gives each application an equal chance of being selected as long as the selection does not involve discrimination.

Excessive number of error prone applications:

When more error prone applications are identified, select randomly from the error prone pool. Random sampling is any method which gives each application an equal chance of being selected as long as the selection does not involve discrimination. 

D.  Confirming Official
Prior to notifying the household of verification, the applications selected must be reviewed by the confirming official.  (This individual cannot be the determining official.)  The confirming official must validate the determination, correctly identify that the application is error prone and sign and date the application in the “for school use only” section. If the application is correctly approved, the verification process continues.  If the application is incorrectly approved, the eligibility status must be changed and the household must be notified using “We Have Checked Your Application” (Form 244); then another error prone application must be selected. 

III. Verification Process

A. The selected household(s) must be sent a “We Must Check Your Application” (Form 236) to inform them of their selection, unless verification confirmation has been obtained through agency records.

B. The “Verification Tracker” (Form 242) must be completed for each application verified. Attach all documentation to the verified application and file in a verification folder.
C. The LEA must complete the verification process for all households that have been notified of their selection. 

D. If all students withdraw from a selected household another application must be verified.  

E. The entire verification process must be completed by November 15th.

F. The LEA has an obligation to verify all questionable applications “for cause”.  Any applications verified “for cause” is in addition to the required verification sample.  “For cause” applications may be verified anytime during the school year.
· Do not include applications verified “for cause” on the “Verification Summary Report” (Form 122).

IV. Verification Facts

A. All income listed on the application must be verified.

B. Households that indicate zero income must provide a written explanation of how living expenses are being met.

C. LEAs must accept income information anytime from the month prior to the application up until the current time.  (Example:  August thru November)

D. LEAs must provide a “no charge telephone number” for households to call for assistance with verification.  A local number for which there is no charge will serve this purpose.
E. A second attempt to obtain verification information must be made by the LEA using “Second Notice We Must Check Your Application” (Form 21) when the household fails to cooperate with the verification process.  The second attempt to obtain information may be made through mail, phone or e-mail.

F. If the household submits insufficient or obsolete written evidence, the LEA may contact the household using “Letter to Notify Household of Incomplete Verification” (Form 237) to request the missing information and to advise the household that failure to comply may result in termination of benefits.

G. It is the responsibility of the verifying official to notify the appropriate personnel that a change in meal status has occurred “Notification of Status Change” (Form 318).  Meal tickets, meal rosters, and/or computer database must be updated to reflect verification changes.

H. LEAs must send the “We Have Checked Your Application” (Form 244) to any households receiving a reduction in benefits.  The notification must advise the household of the reason for the change in benefits, instructions on how to appeal, and how to reapply, if desired. 

V. Acceptable Documents 

For income applications acceptable papers include:

Jobs: Paycheck stub or pay envelope that shows the amount and how often pay is received; letter from employer stating gross wages and how often you are paid; or, if you work for yourself, business or farming papers, such as ledger or tax books.

Social Security, Pensions, or Retirement: Social Security retirement benefit letter, statement of benefits received, or pension award notice.

Unemployment, Disability, or Worker’s Comp: Notice of eligibility from State employment security office, check stub, or letter from the Worker’s Compensation’s office.

Welfare Payments: Benefit letter from the NJ SNAP or TANF office.

Child Support or Alimony: Court decree, agreement, or copies of checks received.

Other income (such as rental income): Information that shows the amount of income received, how often it is received, and the date received.
No income: A brief note explaining how you provide food, clothing, and housing for your household, and when you expect an income.

Military Housing Privatization Initiative: Letter or rental contract showing that your housing is part of the Military Privatized Housing Initiative.

For categorical applications acceptable papers include: 
 NJ SNAP or TANF:  NJ SNAP or TANF Certification Notice that shows dates of certification or letter from NJ SNAP or Welfare Office indicating NJ SNAP or TANF benefits

 For homeless, migrant or runaway

· Contact your school, homeless liaison, or migrant coordinator

For foster children acceptable papers include:  

· Written documentation that verifies the child is the legal responsibility of the agency or court or provide the name and contact information for a person at the agency who can verify that the child is a foster child.

Unacceptable Proof 
· W-2 forms

· Family First Card/EBT

· NJ SNAP Photo Identification Card

· Medicaid Identification Card

· WIC Identification Card

· NJ Family Care Card

VI. Verification Submitted through Agency Records

NOTE: LEAs would only select categorical (NJ SNAP or TANF) applications for verification if an insufficient number of error prone applications were identified.
A.
A household’s eligibility may be confirmed through the use of information                 maintained by other government agencies.

A. It is the responsibility of the LEA to ensure that the NJ SNAP or TANF office responds to the verification request in a timely manner.

B. If the NJ SNAP or TANF Office does not confirm that the household is currently receiving these benefits, the LEA must send the household a “We Have Checked Your Application” (Form 244).

VII. Verification Using Collateral Contacts

A. A collateral contact is only used in cases when the household is not able to provide adequate written evidence.

B. A collateral contact is an individual outside of the household who is knowledgeable about the household’s circumstances. 

Collateral contacts include:

· Employers

· Social Service Agencies

· Migrant Workers’ Agencies

· Civic Organizations
· Religious Groups

C. The verifying official must give the household the opportunity to designate the collateral contact.  

D. All collateral contacts must be documented, dated, and initialed.

E. If the collateral contact is unwilling or unable to provide the requested information, then the benefits must be terminated “We Have Checked Your Application” (Form 244).

VIII. Verification Results (Post Verification)

A. No change in benefit level:  The household’s current documentation supports the level of benefits for which the household has been approved. 

The LEA may complete “We Have Checked Your Application” (Form 244) if notifying the household that no change in benefits has occurred.
B. Reduction in Benefits:  The household’s current documentation identifies income too high for the level of benefits for which the child had been originally approved. Example: free changed to reduced price, free changed to paid or reduced price changed to paid.

The household must be sent a “We Have Checked Your Application” (Form 244) that benefits will be reduced/terminated in 10 calendar days.

C. Increase in benefit level:  The household’s current documentation qualifies the household for free meals rather than reduced price meals. Example: reduced price changed to free.

The household must be sent a “We Have Checked Your Application” (Form 244) that benefits will be increased immediately.  

D. Termination of benefits:  Households who do not respond to verification efforts or whose current documentation does not support eligibility will be denied benefits.  Example: free changed to paid or reduced price changed to paid. 

The household must be sent “We Have Checked Your Application” (Form 244) that benefits will be terminated in 10 calendar days.  If the household responds within 10 calendar days, benefits continue providing the required documents are submitted, thus, qualifying the household for benefits.
IX. Post Verification Further Facts 

A. If the household appeals the verification results, the LEA must continue the benefits for which the child was originally approved until final determination is made.

B. Households affected by a termination of benefits may reapply within the same school year, but must submit a new meal application.  Proof of income or NJ SNAP/TANF eligibility must be received before being approved.

C. If verification results in a change in benefit level or termination, the change must apply to all children in the household.  
Document changes on:

· Application 

· Master Eligibility List 

· Benefit Issuance Document (Point of Sale Data Base/Meal Ticket / Meal Roster)
· “Notification of Status Change” (Form 318).

X. Reporting Results

A. All verification efforts from the LEA must be consolidated using “Verification Consolidation” (Form 243).  

B. Transfer the “Verification Consolidation” (Form 243) data to the “Verification Summary Report” (Form 122).

C. Households who have reapplied and were re-approved prior to February 15th must be recorded on Part 10 of the “Verification Summary Report” (Form 122).

D. By March 1st of each year, LEAs must electronically report the information through SNEARS.
Forms referenced above can be used to facilitate the verification process.  These forms can be found on the NJ Department of Agriculture Website:  www.nj.gov/agriculture/applic/forms/#6
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