


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training library to prevent use of outdated content.



Ntended Audience

This training is intended for School Food Authorities
(SFAs) operating the National School Lunch Program
(NSLP). All regulations are specific to operating the
NSLP under the direction of ADE.

Opjectives

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

e understand the USDA requirements for ADE's
oversight of the verification process;

e understand the details of each phase of verification
INn order to complete all necessary actions
successfully;

e be familiar with the verification timeline to ensure
compliance with all deadlines; and

e be prepared to submit the Verification Summary
Report (VSR) through ADEConnect.




Eligibility Manual for School Meals
Determining and Verifying Eligibility

USDA USDA Food and Nutrition Services
i Child Nutrition Programs

The instruction within this Online Course Is based on guidance
from USDA's Eligibility Manual For School Meals, 2017.

Verification information can be found on pages 97 -118.

It iIs recommended to review this manual in addition to
reviewing this course for complete guidance on verification.

Click here to access the manual.



https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd

Quiz Time

”~ ‘
I . b"‘ ] .
- _ - |
” 4 n




Table of Contents

Section 1: Introduction to Verification

Section 2: Phase 1: Prepare for Verification

Section 3: Phase 2: Calculate & Select Applications
Section 4: Phase 3: Verify Selected Applications

Section 5: Phase 4: Submit the Verification Summary Report

7-17

18-28

29-46

47-81

82-95






SECTION 1 INTRODUCTION TO VERIFICATION

VWhat Is
Veritication™

VERIFICATION IS THE PROCESS OF
CONFIRMING ELIGIBILITY FOR FREE
AND REDUCED-PRICE MEALS.

Verification is only required when eligibility is
determined through the householad
application process, hot through direct
certification.

SLIDE 8

ALL YEAR, COMPLETED HOUSEHOLD
APPLICATIONS ARE APPROVED AT
FACE VALUE.

However, a small sasmple of household
applications are selected for verification, and
documentation is requested from the
household to verify that the information on the
application is accurately reported.

The following are subject to verification:
e Case number applications
e Foster applications
e Income applications (free)
e Income applications (reduced)
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Wy is verification important?

CHECKS AND BALANCES:

e Since applications are approved at face value, the NSLP must have a
system to support the accuracy of household self-reported data.

e |fthe documentation provided by the household matches their household
application, it supports that self-reported data does ensure free and
reduced-price meals are provided only to eligible children.




SECTION 1 INTRODUCTION TO VERIFICATION

Ameliorative Action

HIGH CHANGE/TERMINATION RATE

Because the purpose of verification is to ensure that the
information provided on the household applications is
accurate, USDA requires ADE to analyze the results of
verification each year. This analysis looks at which SFAs
submitted the report with errors and/or had high
numbers of applications change or terminate eligibility
status due to the verification process.

USDA requires each State agency to create an
Ameliorative Action Plan to provide heavy oversight and
technical assistance for SFAs that had a high
change/termination rate for verification. The intent of
Ameliorative Action is to improve the accuracy of the
information that is provided on applications, as well as
Improve the timeliness and accuracy of data in the VSR.

SLIDE 10

AMELIORATIVE ACTION PLAN

ADE complies with USDA's requirement by
providing training and technical assistance to
SFAs who have been placed on the
Ameliorative Action Plan based on the
previous year's verification reporting.

SFAs are placed on the Ameliorative Action
Plan if they meet one or more of the following
criteria:

e Had a high termination/change rate

e Did not submit the report by February 1st
e Verification activities were not completed
by November 15th

Incorrect sampling method chosen
Selected an incorrect sample size

SFAs will be notified via memo if they are
placed on the Ameliorative Action Plan.



Quliz Time

True or false: All applications on file need to be verified.

A True

B False



Quliz Time

True or false: All applications on file need to be verified.

A True

< B FaI59

Only a small sample of the household applications are selected for
verification. This sample includes case number, foster, and free
and reduced household applications.



Quliz Time

Only a small sample of the household applications are selected for verification. This sample
includes case number, foster, and free and reduced household applications

A Had a high termination/change rate

B Did not submit the report by February 1st

C Verification activities were not completed by November 15th
D Incorrect sampling method chosen

E Selected an incorrect sample size



Quliz Time

Only a small sample of the household applications are selected for verification. This sample
includes case number, foster, and free and reduced household applications

@Had a high termination/change rate

@Did not submit the report by February 1st

@Verification activities were not completed by November 15th
@Incorrect sampling method chosen

@Selected an incorrect sample size

USDA requires ADE to provide heavy oversight and technical assistance for SFAs who )
met one or more of these criteria based on the previous year’s VSR submission.
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Verirication Phases

THE VERIFICATION PROCESS HAS
FOUR PHASES, WITH EACH PHASE
HAVING AN INDIVIDUAL TIMELINE.

e Phase 1. Prepare

e Phase 2: Calculate and Select
e Phase 3: Verify

e Phase 4. Report
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Veritication Phases

PHASE 1: PREPARE
INn this phase, organize all approved applications.

PHASE 2: CALCULATE AND SELECT
INn this phase, determine how many applications will be verified and select the
applications using an appropriate sampling method.

PHASE 3: VERIFY
INn this phase, conduct direct verification on the selected applications in CNP
Direct Verification, and contact the households that were not directly verified.

PHASE 4: REPORT
INn this phase, log into ADEConnect to submit the Verification Summary Report
(VSR) in CNP Verification Reporting.




SECTION 1 INTRODUCTION TO VERIFICATION SLIDE 17

Verification \Verification Best
Timeline Practices Calendar

SEPTEMBER 1 FOLLOW ALONG WITH THE VERIFICATION
Begin Phase | PROCESS AND STAY ON TRACK WITH
EVERY TASK AND DEADLINE WITH ADE'S
VERIFICATION BEST PRACTICES
CALENDAR!

OCTOBER 1
Begin Phases 2 & 3

NOVEMBER 15
e Phase 3 ends.
e Phase 4 begins.

REPORT
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Pnase | Prepare
for Verification

During Phase 1, SFAs will:

e Count the total number of applications
on file

e Count and categorize applications by
case number, foster, free by income, and
reduced by income

e Complete best practices shared
throughout this training to ensure the
correct number of applications are
chosen for verification




SECTION 2

PHASE 1: PREPARE FOR VERIFICATION

S est
Stugent b
Check

Before counting the number of applications
on file, it is recommended that ADE's
Student Eligibility Checklist is completed.

If you have questions on this checklist,
please contact your assignhed specialist.

Student Ellglblllty Checkllst
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L0 ENSUre your pr 0 e benefits are in compliance o he P yOu prepa are tor

1. Al least one person in our organization has access to ADEConnect and can use CHP Direct |0 Yes | D Mo
Certification/Direct Vernfication.
2. Ran CNP Direct Certification for our entire enrclimant. O%¥es [ No
Search method wsed
a. Owr site only extendsd eligibdity benefits to siblings of students who matched on OYes | No
SHAP, TANF. FOPIR and'or DC-Medicaid.
b. Owr site did not extend eligibiity bensfits to siblings of students who matched on O Yes | Mo
foster, migrant of homebsss.
Printed or saved the CHP Direct Certification Match resuits. O ¥es | No
Collected and reviewed documentstion about which students are enrolled in the Head Start |0 Yes | Mo [0 M/A
Program.
5. Reviewed Notice to Provider document that wes submitted for Foster children. O¥es |CONo |0 NA
6. Reviewed documentation submitted for children from a liastson for homeless, migrant or OYes |0 ko [ Mi&
runaway status.
7. Reviewed SNAP, TANF and'or FOPIR letters submitted by the household for children OYes | Mo [ WA
receiving assistance programe.
& Processed all applications checking for completenass
g. We utilized a date stamp to indicate when applications were recaived. O¥es |CHo
b. We ensured all case numbers were validated for assistance programs in Anzona O%es |0 HNo
[SHAFTANF being B digits or less or FOPIR based on indian Tribal Orgenizations).
¢ We ensured the fofal household members boo was filled out and that there was O¥es | Mo
Social Securty Mumber information on all income applications.
We ensured all applications contained an adult signature. O¥es | Mo
We hawve only certified homeless, migrant, and runaway applications for free meal OYes | No
benefits if we received confirmation from the Esison.
. We marked which applications were emor-prone. O ¥es [ No
4. Entered all case numbers listad on case number applications through CHP Dinect O%es |O No
Cerification.
10. Motified houssholds of eligibility status with notification leter. O¥es |C Mo
11. We or our online system organized all household applications according to thedr aligibility
categones and methods of certification
8. Divided free by income, free by case number, free by foster, reduced by income. O¥es |O No
b. Labeled =il applications for students who are Direct Certification matches and filed OYes | No
them separatedy_
¢ Laheled sll applications for students who have withdrawn. O vYes |0 Mo
12. Created a Banefit Issuance Document (BID) O¥es |CHo
a. Our BID indicates the method of certification for each student. O ¥es | ko
b. Owr BID indicates the date of approvalieffective date of benefits. O¥es |CNo
c.  Owr BID has rolled over a child's eligibility status from the previous school year into O%es |C No
the current school year for no bkess than 30 operating days.
d. Om the 31* operating day, updated child's eligibility from the previous school yearto [ Yes | Mo

paid if child does not have new eligibility documentation submitted for this program
YEar.

Lrzona Department of Education

N ooplal oppartunity



https://www.azed.gov/sites/default/files/2017/06/StudentEligibilityChecklist.pdf

SECTION 2 PHASE 1: PREPARE FOR VERIFICATION
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Sest Practice: Conauct Direct Certification

TO POTENTIALLY REDUCE THE TOTAL NUMBER OF APPLICATIONS ON FILE, IT IS

BEST PRACTICE TO CONDUCT DIRECT CERTIFICATION (DC) ON OR CLOSE TO
OCTOBER 1 (THE BEGINNING OF PHASE 2).

e A household application will not be subject to verification if a student is a match in DC. These
applications would be removed prior to determining the verification sample size.

e The Benefit Issuance Document (BID) needs to be updated after new matches in DC have been
identified in order to reflect the most up to date information.

e Remember to also search the case numbers on the case number applications! If the case numbers

match in DC, those applications are no longer subject to verification and those students become
directly certified.



Quliz Time

What best practices should be completed during Phase 1 of Verification?

A Print the tracking form, contact the households and conduct verification.

B Complete the Student Eligibility Checklist, conduct direct certification and organize all of

your applications.

C Count all the students, contact every household and submit the online report.



Quliz Time

What best practices should be completed during Phase 1 of Verification?

A Print the tracking form, contact the households and conduct verification.

@Complete the Student Eligibility Checklist, conduct direct certification and organize all of
your applications.

C Count all the students, contact every household and submit the online report.

By completing the Student Eligibility Checklist, conducting Direct Certification and
organizing the applications, LEAs are ensuring that they are able to get the correct

application count required for verification r)
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PHASE 1: PREPARE FOR VERIFICATION
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Count Your Applications

DETERMINE THE NUMBER OF APPLICATIONS ON FILE AS OF OCTOBER 1 AFTER

DC HAS BEEN CONDUCTED.

Remember that not all applications are subject to
verification. Use ADE’s Verification Counting Cheat
Sheet to help you identify which applications are
subject to verification.

q D

Verification Phase 1: Prepare

Verification Counting Sheet

Usa this form to help

you count the applications

that are subject to Verification

- Extend to all Directly Count toward
Eligihilhy Status Household members? | Certified? Verification sample?
Household Case # Application Free v L
Paper
Applications Homeless/Migrant/Runaway Incom F"E.I:E' ML
confirm with liaison

Foster Box checked Free Ll

Income Application- Free Free L L

Income Application- Reduced Reduced ¥ L

Income Application- Paid Paid L

CHP Direct Certification Match o~ o~

Results (SNAP/TANF/FDPIR/DCM) Free/Reduced

CMP Direct Certification Match Free

Results (Foster, Migrant) 4

Motice to Provider (Foster) Free L

Confirmed

Homeless/Migrant/Runaway Free ¥

Liaison Lists

Head Start/Even Start Enrollment

Frea

Roster

TANF Agency Letter Free L Ld

FDPIR Agency Letter Free v v

SHAP Agency Letter Free L

*If household completed an application prior to the child being directly certified, the application would be filed with all other directly certified
applications and not be included in the verification sample.



https://www.azed.gov/sites/default/files/2017/06/VerificationCountingCheatSheet.pdf
https://www.azed.gov/sites/default/files/2017/06/VerificationCountingCheatSheet.pdf

SECTION 2 PHASE 1: PREPARE FOR VERIFICATION

Supbject to
\Veritication

REFER TO THE CHART TO
IDENTIFY WHICH
APPLICATIONS ARE SUBJECT TO
VERIFICATION.

APPLICATIONS

Case Number
Application

Foster Application

Income
Application

Income
Application

MEAL BENEFITS

Free

Free

Free

Reduced

SLIDE 25

SUBJECT TO
VERIFICATION

Yes

Yes

Yes

Yes
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Not Supject
to Verification

REFER TO THE CHART TO
IDENTIFY WHICH
APPLICATIONS AND
STUDENTS ARE NOT
SUBJECT TO
VERIFICATION.

OTHER CASES & ACCEPTABLE
DOCUMENTATION

Income Application

Any disregarded applications due to the
student(s) matching in DC

Students who have matched in DC

Students confirmed by their
Homeless/Migrant/Runaway liaison

Students with a Notice to Provider (Foster)
Students enrolled in Head Start/Even Start
Students with a TANF/FDPIR Agency Letter

Students with a SNAP Agency Letter

MEAL

SUBJECT TO

BENEFITS VERIFICATION

Paid

Free

Free

Free

Free

Free

Free

Free

No

No

No

No

No

No

No

No



Quliz Time

Which of the following is not subject to verification?

A Household application certified for reduced-price.

B A free household income application with a household containing three members. On 8/17,
one student matched in DC and the other student did not match.

C Household application certified for free based on a case number.



Quliz Time

Which of the following is hot subject to verification?

A Household application certified for reduced-price.

@A free household income application with a household containing three members. On 8/17,
one student matched in DC and the other student did not match.

C Household application certified for free based on a case number.

Anytime a student is a match in SNAP, TANF, or FDPIR, all students in the household
are directly certified. Any students who are directly certified are not subject to
verification, even if the household turns in an application. r)
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PNhase 2 Calculate &
Select Applications

During Phase 2, SFAs will:

e Determine which sampling method your LEA
qualifies for based on the Verification Non-
Response Rate Report

e Locate the ADE Verification Sample Size
Calculator

e Calculate how many applications will need to
be verified



SECTION 3 PHASE 2: CALCULATE & SELECT APPLICATIONS

PNnase /- Calculate
R Select

SAMPLING METHODS

The sampling method is the calculation used to
determine how many applications you need to
select for verification.

e Always round up at the end of the
calculation.

e |[tisimportant to verify the exact number of
applications the calculation reflects.

e Some sampling methods require you to
select from error-prone applications for
verification.

STANDARD

ALTERNATE 1: RANDOM
SAMPLING

ALTERNATE 2: FOCUSED
SAMPLING

SLIDE 31

Sampling Methods

Option for all SFAs.

Only those who qualify for an alternative sampling
method can use this method.

Only those who qualify for an alternative sampling
method can use this method.
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Verification Non-Response Rate Report

Nnase /- Calculate
R Select

DETERMINE YOUR SAMPLING
METHOD

Use the Verification Non-Response Rate Report
to determine if your SFA qualifies to use an
alternative sampling method.

Verification Non-Response Rate Report

e COPPER: SFA names shown in copper may
choose from any of the three sampling
methods.

The Verification Non-Response Rate Report is:
e Published every year by ADE
e Based on the previous year's VSR

e RED or NO HIGHLIGHT: SFAs with red or no
If you had a low percentage of households who highlight must use the Standard Sampling

did not respond or changed eligibility during Method and determine Error-Prone
last year's verification process, you qualify for an

alternative sample size.

applications.


https://www.azed.gov/sites/default/files/2017/09/Verification%20Non-Response%20Rate%20Report.pdf
https://www.azed.gov/sites/default/files/2017/09/Verification%20Non-Response%20Rate%20Report.pdf

Quliz Time

How will LEAs know if they qualify to use an alternative sampling method?

A The LEA name will be shown in on the Verification Non-Response Rate Report.
B The LEA will be shown in white on the Verification Non-Response Rate Report.

C Look at the last claim in CNPWeb.



Quliz Time

How will LEAs know if they qualify to use an alternative sampling method?

@The LEA name will be shown in on the Verification Non-Response Rate Report.
B The LEA will be shown in white on the Verification Non-Response Rate Report.

C Look at the last claim in CNPWeb.

ADE posts the Verification Non-Response Rate Report annually on the NSLP website.
The LEA name will be highlighted in to indicate they have qualified to use an

alternative sampling method. r)
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oNnase /- Calculate
R Select

STANDARD SAMPLING METHOD

The Standard Sampling Method must be used if the SFA is

operating in its first year or if they do not qualify to use an
alternative sampling method.

SFAs using this method must select 3% of the

applications to verify. The selected applications must be
from those marked as error-prone.

Error-Prone Applications: The income falls within the
error-prone range for income and household size.

e This may have been noted when the applications were
Initially certified. If they were not previously identified,
review all income applications and indicate which ones
are error-prone using the Error-Prone Guidelines.

Step-by-Step Instruction: How to Identify
Household Applications That Are Error-Prone



https://www.azed.gov/sites/default/files/2020/10/Error-Prone%20Guidelines.pdf
https://www.azed.gov/sites/default/files/2020/10/Error-Prone%20Guidelines.pdf
https://www.azed.gov/sites/default/files/2019/07/How%20to%20Identify%20Household%20Applications%20That%20Are%20Error-Prone%20FINAL.pdf
https://www.azed.gov/sites/default/files/2019/07/How%20to%20Identify%20Household%20Applications%20That%20Are%20Error-Prone%20FINAL.pdf

SECTION 3 PHASE 2: CALCULATE & SELECT APPLICATIONS

SLIDE 36

oNnase /- Calculate
R Select

EXAMPLE: STANDARD SAMPLING METHOD

1,100 income applications (62 are error-prone)
+ 72 case number applications
+ 2 foster applications

= 1,174 total applications subject to verification

Total applications x 3%

1,174 x .03 = 35.22 (always round up) - 36 applications to verify



SECTION 3 PHASE 2: CALCULATE & SELECT APPLICATIONS SLIDE 37

oNnase /- Calculate
R Select

ALTERNATE 1: RANDOM SAMPLING METHOD

Only SFAs who qualify to use an alternative sampling
method can use the Random Sampling Method.

SFAs using this method must select 3% of the
applications to verify. SFAs must randomly select from all
case number, foster, and free/reduced income
applications.

e The benefit of this sampling method is that the SFA
does not need to identify error-prone applications, but
Instead is able to select from all applications.
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Nnase /- Calculate
R Select

EXAMPLE: RANDOM SAMPLING METHOD

1,100 income applications (62 are error-prone)

+ 72 case number applications

+ 2 foster applications

= 1,174 total applications subject to verification

Total applications x 3%

1,174 x .03 = 35.22 (always round up) - 36 applications to verify



Quliz Time

True or False: Any LEA can use Alternate 1: Random Sampling.

A True
B False- No LEA can use Alternate 1: Random Sampling

C False- Only LEAs who qualify to use an alternative sampling method can choose this option.

f)



Quliz Time

True or False: Any LEA can use Alternate 1: Random Sampling.

A True
B False- No LEA can use Alternate 1: Random Sampling

( € )False- Only LEAs who qualify to use an alternative sampling method can choose this option.

The LEAs who qualify to use an alternative sampling method can choose from
Standard Sampling, Alternate 1: Random Sampling, or Alternate 2: Focused Sampling.

f)
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oNnase /- Calculate
R Select

ALTERNATE 2: FOCUSED SAMPLING
METHOD

Only SFAs who qualify to use an alternative sampling
method can use the Focused Sampling Method.

SFAs using this method must select 1% of the total
applications (from the error-prone applications) and 0.5%
of the case number applications to verify.

e The benefit of this sampling method is that it reduces
the number of total applications the SFA will need to

verify.
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oNnase /- Calculate
R Select

EXAMPLE: FOCUSED SAMPLING METHOD

1,100 income applications (62 are error-prone)

+ 72 case number applications

+ 2 foster applications

= 1,174 total applications subject to verification

Total applications x 1%
1,174 x .01 = 11.74 (always round up) - 12 error-prone applications to verify

=

Total case number applications x 0.5%
72 x .005 = 0.36 (always round up) - 1 case number application to verify

12 error-prone applications + 1 case number application = 13 applications to verify
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Does the sampling method make
a difference?

Using the application counts in the
previous examples, let's compare
the number of applications needed
to be verified in each of the
sampling methods.

STANDARD

ALTERNATE 1:

RANDOM

ALTERNATE 2:

FOCUSED

CALCULATION

3% of total
applications

3% of total
applications

1% of total
applications +
0.5% of case
number
applications

# OF APPS TO
VERIFY

36 (chosen from
error-prone)

36 (chosen from
total applications)

13 applications (12
error-prone and
case number)

SLIDE 43

NOTES

Anyone can use this
method

SFAs are able to
select from all
applications and not
have to track/identify
error-prone.

SFAs are able to
select from a smaller
sample size of
applications;
therefore, they will
not have to verify as
many applications.
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Nnase /- Calculate
R Select

VERIFICATION SAMPLE SIZE CALCULATOR

ADE provides a Verification Sample Size Calculator
for SFAs to use to calculate the required number of
applications to be verified.

It is best practice to use this online calculator for
verification to ensure the correct number of
applications are being verified.

To access the calculator, the SFA must have
permissions to the CNP Verification Reporting
application through ADEConnect. Users who do not
have access to CNP Verification Reporting must
request access from their Entity Administrator.

Applications

Arizona Department of Education (79275) [-]

A ator I"_"_'|.-:--:-.u,'l'.'.|:_|_:||'--.';-':_"'. ":r E

CMP Direct Certification / Direct Verification
CNPWeb

3 P

o=

o &

o
WVWelCome 1o

CNP Verification

= E

Calculator Links

Verification Sampling Methods

™ o omem, o i
= il =
= r {

SLIDE 44
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Nnase /- Calculate
R Select

STANDARD SAMPLING METHOD EXAMPLE

Calculator

Total Number of Approved Applications on file as of October 1st: 1174

Total Number of Applications to Verify:

In this example, the Standard Sampling Method was used. Based on the calculator,
the SFA would be required to verify 36 applications and select from error-prone.

Feel free to print the screen for documentation purposes!



SECTION 3

PHASE 2: CALCULATE & SELECT APPLICATIONS

Nnase /- Calculate
R Select

SELECT APPLICATIONS

The last step in Phase 2 is to randomly select
the correct number of applications as
iIndicated by the Verification Sample Size
Calculator.

e Remember to select from error-prone if
you chose Standard Sampling or
Alternate 2!

Once you have selected the applications, you
are ready to move on to Phase 3!

SLIDE 46
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Pnase A \Verity
Selected
Applications

During Phase 3, SFAs will:

e Complete the Verification Tracking Form for
each application selected for verification

e Conduct Direct Verification in CNP Direct
Certification/Direct Verification

e Contact the households and collect
documentation
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PNhase 5 Verity

Verification Tracking Form
BEST PRACTICE: VERIFICATION TRACKING FORM —

For each application selected for verification, ADE n

Hhrp 1 = ity e e ey e e e el ek el ol B sl sl ae o pn T sermTh T

recommends printing the Verification Tracking_Form. e

i el rormd Mrepead Tereereasen o charem w o oem b

e Print and attach this form to each application D errrr e I

being verified. =i~ SO
e Fill this form out as you go through the verification T e e ool s e i, S o e
process. et oA

) il Wi el il i s i i iy ey, il T TIOR

e The tracking form has four steps to guide the SFA o

-:I__.- fow conlec] the Sdoussfiok’

from beginning to end through what to do with A S ———

e e G m:u_._ Inliea wp war® ecey efead Lacwmd e pre Bove e sland, eead EF T

each application selected for verification. § Ry’ |

LR =i Frman s! Yeeloalios | Seke- ] L 1
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https://www.azed.gov/sites/default/files/2017/05/VerificationTrackingForm.pdf
https://www.azed.gov/sites/default/files/2017/05/VerificationTrackingForm.pdf

Quliz Time

What ADE form is recommended to be printed and attached to each application being verified?

A Sources of Acceptable Documentation
B Verification Tracking Form

C Verification Non-Response Rate Report



Quliz Time

What ADE form is recommmended to be printed and attached to each application being verified?

A Sources of Acceptable Documentation
( B )Verification Tracking Form

C verification Non-Response Rate Report

This form provides step-by-step guidance for conducting verification and it should be
used as the place to track all activities and outcomes of the verification process for

each application. r)
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STEP 1: CONFIRMATION REVIEW

A school official who did not make the original
eligibility decision (known as the Confirming Official)
will review the applications and confirm that the Direct Verification
correct eligibility was assigned when the application
was initially certified.

Confirmation Review \\

The confirmation review can be completed when the
application is initially certified for eligibility, or it can
be done during the time of verification.

Refer to the Verification Tracking Form for guidance
on what to do when the initial eligibility
determination is incorrect.

Results of Verification
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The confirmation review can be walve

RESULTS OF THE CONFIRMATION REVIEW for SFAs who use a technology-based
system that operates with a high level

If the original determination is confirmed: No . . S
of accuracy in processing applications.

change in benefits, move on to Step 2.

If the original determination changed the benefits:
Refer to the Verification Tracking Form for next
steps.

Be sure the Confirming Official signs and dates
the household application after it is reviewed.

OFFICE USE ONLY Recommended training:
QError Prone

e T .77 Step-by-Step Instruction: How to
QCase # Application QFoster Application _ irecty Certified: Date of Disregard: Submit a Verification Confirmation
Eincome Ap.npll.t:ahnn QHomelessiMigrantRunaway i ]
'?;ij%ﬁ#ﬂ? Per EiWeek DBi-Weskly (Every 2 Weeks) T2« Month OMonthly QAnnual ReV| ew Wa lvVer
d Selected For Yerification: Confirming Official’s Signature: Date:
Follow-Up Official's Signature: Diate:



https://www.azed.gov/sites/default/files/2020/11/How_To_Submit_Verification_Confirmation_Review_Waiver.pdf
https://www.azed.gov/sites/default/files/2020/11/How_To_Submit_Verification_Confirmation_Review_Waiver.pdf
https://www.azed.gov/sites/default/files/2020/11/How_To_Submit_Verification_Confirmation_Review_Waiver.pdf
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\
STEP 2: CONDUCT DIRECT VERIFICATION

Direct verification (DV) is a process used to
verify income and/or participation in
assistance programs by directly obtaining

documentation from the appropriate state
or local agency.

In Arizona, DV is conducted via ADEConnect
in the CNP Direct Certification/Direct
Verification application.

Results of Verification
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How to
CNP DIRECT CERTIFICATION/DIRECT Conduct
VERIFICATION Direct Verification
Please refer to the online training Step-by- STES Bl S TEERBGE RULTACH

Professional Standards Learning Code: 3110

Step Instruction: How to Conduct Direct
Verification for detailed instructions on how
to:
e Log into ADEConnect and CNP Direct
Certification/Direct Verification.
e Search students using various methods.
e Save your search results.

qd D


https://www.azed.gov/sites/default/files/2017/04/How%20to%20Conduct%20CNP%20Direct%20Verification.pdf
https://www.azed.gov/sites/default/files/2017/04/How%20to%20Conduct%20CNP%20Direct%20Verification.pdf
https://www.azed.gov/sites/default/files/2017/04/How%20to%20Conduct%20CNP%20Direct%20Verification.pdf

Quliz Time

Which ADE online training must be completed prior to moving on to the next step?

A None, continue to the next step

B Step-by-Step Instruction: How to Conduct Direct Verification in CNP Direct Certification/
Direct Verification

C Step-by-Step Instruction: How to Submit the Verification Report in CNP Verification



Quliz Time

Which ADE online training must be completed prior to moving on to the next step?

A None, continue to the next step

B Step-by-Step Instruction: How to Conduct Direct Verification in CNP Direct Certification/
Direct Verification

C Step-by-Step Instruction: How to Submit the Verification Report in CNP Verification

It is important to understand how to conduct Direct Verification prior to moving on
with the verification process.

f)
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[Hide All]
CNP DIRECT CERTIFICATION/DIRECT , _
Arizona Department of Education [79275) [-]
VERIFICATION | |
ADE Maotor Pool Reservation System 'Efi" ET
To conduct direct verification you will need OV Dibsst Civiilicatices 7 Dl Vistliticn &
permissions to CNP Direct Certification/Direct . _
o . . CMNP Venification ﬁp_!':ﬂrrmu_; Yy ET
Verification in ADEConnect.
CNPWeh o i Cn

O I ’ If CNP Direct Certification / Direct Verification is not a

- - listed application in ADEConnect, you will need to request
-~ Y

/7 access from your Entity Administrator.
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ACCESSING THE SYSTEM

After successfully logging in to the CNP Direct
Certification / Direct Verification System, a
screen with a Family Educational Rights and
Privacy Act (FERPA) statement will load. The
statement must be read, understood, and
acknowledged to advance in the system by
selecting "Il AGREE/CONTINUE."

After the FERPA statement has been
acknowledged, you will then be brought to a
new screen where you must select CNP Direct
Verification by clicking "Proceed to Direct
Verification."
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Acknowledgement:

| acknowiedge that my use of the CNP Direct Cenlificaton ¢ Direct Venfication application s in complance with all resinictions stabed above

Lpedify;

CNP Direct Certification & Direct Verification

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification Application

ATTENTION:

Direct Cenmification and Direct Veriication search func

Weiomé, Rhodes, Maddis
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Copyright © 2017 Anzona Depanment of Eduecation

All nights ressned

== ;o

-
-
Y

AT
e A
P 2,
A (
r,\ Y

2 <

o i

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.

All Child Nutrition Program School Food Authorities (SFAs)™ are required to run a Direct Certification report at
least three times per school year using CNP Direct Certification:

= At oraround the beginning of the school year (July 1)
= three months after the initial effort;, and
= six months after the initial effort

Mo application is necessary if eligibility is determined through the direct certification process.

If a household submits an application for children who were directly certified, direct certification takes
precedence over an application.

Modify

Proceed to Direct Certification >>>

<

CNP Direct Certification & Direct Verification

Weleame, Rhodes, Maddie

Direct Verification

Available October 1st

Conducting Direct Venfication is a requirement in the state of Arizona. Direct Verification is not Direct
Certification; however, they're located in the same application via the ADE Commuon Logon, CNP Direct
Certification/Direct Venfication. Direct Verification can enly be conducted duning the Verification time frame
{Oct. 1- Now. 15) and must only be conducted for applications that are part of the Verification sample. Since
Verification for Cause can be conducted at any time during the year, including dates that Direct Verification is
not available, ADE does not require LEAs to conduct Direct Verification for applications selected to be verified
for cause.

Modify

Proceed to Direct Verification 1 3>

Acceptable Use Policy
Copynght & 2017 Arzona Department of Education . All rights reserved.

= :u
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DIRECT VERIFICATION VS
DIRECT CERTIFICATION

You can use Individual Student Lookup or
File Upload to conduct DV
e Case number search

e State Student ID search
e Standard format search (first name, last

name, date of birth)

Direct Verification (DV) is very similar to DC,
except for a few differences:
e Only available during verification time
e Only search students who were selected
for verification
e Searches using an additional data
source: Medical Assistance (MA)
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INTERPRETING THE RESULTS

The search results will show Verified or Not Verified.

Search Results

Search Hisaalts

Download: | Check hefe 1o include NOT VERIFIED results I:!I _,Jl'\v
[ ]

Saarch Type Search Date Searched By Entity Name Total Records Varified Partial Matches Mot Verified
Lookug Standard SN0 1247 459 FiA User, HMS Ao Unmhed Eestrac 4 1 1
All L
Result;

Show 10 | entries Search:

First Name “ Last Name Birth Date Result Resuft Date Possible Duplicate

Biian hallese 112272013 Wierified 2002015

Jackie Do LT 2009 Mol Verified
Showing 110 2 of 2 entnes

1 izl




Quliz Time

Which of the following are true for direct verification?

A Required to conduct at least 3 times per year.

B Search all enrolled students.

C Need ADEConnect to access it.

D Search only students who were selected for verification.
E Only available during verification, beginning October 1.

F Is the same as direct certification.



Quliz Time

Which of the following are true for direct verification? Direct verification can only be
conducted during verification,

beginning October 1, via the CNP

A Required to conduct at least 3 times per year. Direct Verification application in
ADEConnect. It allows SFAs to
B Search all enrolled students. search only for students selected
for verification using an
@Need ADEConnect to access it. additional data source, Medical

Assistance.
@Search only students who were selected for verification.

@Only available during verification, beginning October 1.

F Isthe same as direct certification. f)
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Verification Tracking Form
INTERPRETING THE RESULTS —

Refer to the Verification Tracking Form for next steps Snatbi

Hhrp 1 = ity e e ey e e e el ek el ol B sl sl ae o pn T sermTh T
o B pare pereare. wfen melagfy e Cl el Do sy acer

Frmali ol Losela rarliar e s (D] N

e Verified: Print the results and attach to the =t = g o

.luﬂiﬂ-ﬁ“.ﬂlﬂ-llrr

tracking form. Verification is complete for this Ometrmit
application.

i Mearegew’ la ML
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d b s g b [y w10 o adendon Seys o iwrTle meedl o

o STOP. Do not contact the household! Do not et ot e e
select another application! ] R = A
%, Mow contec tha bounefiodks

e Not Verified: Print the results and attach to the SOl bk it

O sy vy o7 =8 DTN PSR B HEPIEFT

LR =i Frman s! Yeeloalios | Seke- ] L 1

tracking form. Continue to Step 3. it s i
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Quliz Time

True or false: SFAs will need to contact the household when a student has been verified in the
CNP Direct Verification system.

A True

B False



Quliz Time

True or false: SFAs will need to contact the household when a student has been verified in the
CNP Direct Verification system.

A True

@False

SFAs will only contact the household if the student was not verified. Refer to the
Verification Tracking Form, Step 2, if further explanation is needed.
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STEP 3: CONTACT THE HOUSEHOLD

\

If the student was not verified, the
household must provide documentation to Direct Verification
support the information on the application.

Notify the household that their application
was selected for verification and request
Income documentation.

The SFA must document the day the letter
was sent.

Results of Verification
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STEP 3: CONTACT THE HOUSEHOLD

ADE’s Notification of Verification Letter School
Meals template can be used to notify the
households.

The letter must include the date by which a
response is due.

e The due date is your decision; however, you
should allow the household sufficient time
to respond to the request, allow yourself
sufficient time to do at least one follow-up
and complete verification for the household
by November 15th.

NE MUST CHECK YOUR SCHOOL MEALS APPLICATION
‘Bokaot [Tsho ! Memal]
Dria 3%

Sl | i ]

Thg Grted Baten Degartmant of Agrigutun (JEDA] Iz slowing cqr ok By pperaie e
Eanmigas Fumimar Cpbicn TEEQ ) derfmg Bekaod Vamr J037-3037 [EY I9-331 S 5 The COVED TR
pandaris, maasing wl pudd-ls il RSefve e iE ot rs cosf regiedie s &F Fat mas! Eare™
ey etk

aheGis B8 Mgelred i vty Tha escarEny ol apofcationg 1rat wers aubirriigd Viou must
g Sk plgieily documartatios rodirgd Baice ar somlect Nama] b [Date! WHkos i
deggmenfabon, peur shiddiran] ol no lorgsr bave & freg o redusad-grice miesl Semals glgiivty
rhirtun Tar BY 27332 aad may iods banefRs Pram othiot grosgrasna: Ifeiading Sut st Dot Rl 1 pour
SR RS & kil S8 Al T ARGEE My el Mo TR Praf 30 Sdipl 6T 37 23530, PasASEmEE Besiranic
Bind*s TIIJI'IIF-I.' [F-ERT], Tid :-'lill_'I:-\.l"Jﬂ Pl 5 QTS Ih Modd kfErE, radadid

i LEtPEN o Sl e AP BAT anader ADT RSN SEES S8 MNEE SR SRl R B R .
appiving far DotEga, &NE HEDIUNED IS oA WErnaL BETvicEE IF Poo OO EhE AEY D FREDa R,
WEUF PR | = no onGar rava O Ired o resd e 0=l el Beeg i S lgEndnty izt

Wom arw cisadifreg P 1 e mnd Rt ks Sobeed Moy Spplica®ion Por < o o o'
arilad el

Rasherr: thin foorms and B doremarsefcs Doised halow iz 450 gaz

1 el e e Nkl rarova T AF TR, or FINPE
o NS Bral v ERT cid. Fravila ang of tha falireimg
v SHAIFarTaMF g FIFA Carffcaton Noficg Put stowe dgs o somolesior
*  LaSar from SHAF oF TANF of FOFTA afTce el phesed Satea oF St catian

I WS okl mesats e Sefinfos of homalans, megrand, = ronasy
Pkl L5 FLREY [SAMOET PErSdEd | LIRS, Elded BARM AT P IGREA St O0A 1] Per
LR EaPCd

B e olilld o @ ool oiviel anier O gl M ioRsBiTy o & ol Clve By O 0L
Drpyidg wTEREN SaCumenta o r imed werifies e chld I i egal masponeiodtty of 1he
AQENCY Gr oowt o prevkas P14 e ol ShrsEa] iarmatar T § BETRET 81 TG AgEny
ar S M WG ogem aprtty teat the ool g g Taster ohdd

d o i B Bl rsslean SEAE or TEAMF or FIPR banafe
Fegvidis dosyrmestplicn ghowing B fofiad Inegme and ssprseial of ineg= g regalved by
all ffamSdss o T fcuaisd. The SSCumartalen must stow a8 fame af Tha: [ rest
mea fidalvied thi IS e 36l B wad ekl fisw Mk wad recda il scrd 5w
SPEA Lol el

SLIDE 68



https://www.azed.gov/sites/default/files/2022/08/Notification%20of%20Verification%20Letter%20%28English%29.docx
https://www.azed.gov/sites/default/files/2022/08/Notification%20of%20Verification%20Letter%20%28English%29.docx
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A NOTE ON GETTING FAMILIES TO
RESPOND

ADE understands the difficulty in getting
families to respond to verification requests,
or even submitting household applications
at all.

We recommend encouraging the families to
respond because “it's more than a meal
application!”

SFAs are welcome to use this flyer to send to
families to encourage the submission of
household applications and response to
verification.

It's More Than a Meal Application!

The information collected on meal applications for the National School Lunch
Program [N5LP) can do more than just provide free and reduced-price meals.

Meal
' Application
schog|

ﬁm Maintains funding for student
d prograrns and aeﬁ-:ce's. ’.': . ‘

) — {3 .

(e
- ‘ @ 4¥)
» oo SRR
® ® ®

' : Reduced registration fees for (0- @ g

AR, SAT, and/or ACT tests D) ® '® ¢

A

Athletics

Turn in your meal application
t to take advantage of these
additional benefits and ensure
your school continues to receive
funding!

June 2023 | Health and Nutrition Services | Ariz

This flyer is available here.
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https://www.azed.gov/sites/default/files/2022/06/It%27s%20More%20Than%20a%20Meal%20Application.pdf
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STEP 3: CONTACT THE HOUSEHOLD ‘

Document the date the letter was sent and the due e

o B pare pereare. wfen melagfy e Cl el Do sy acer

T ol Ll rolion §rey s (D] L

date on the Verification Tracking Form. et e el

i Ll M Filla el b ligs

i Mlaregrs bres Fore Lo Beharei

If a household does not respond by the given due N
date, you must complete at least one follow-up. - S
e This can be done by sending a second letter, ,},,,m,_;:;f_;w"
sending an email or calling the household. e e e e st e et — 0
Make sure the date that the second follow-up was a S o g Sy i

conducted is documented and a due date for the St s o coi e
household to respond by is included. St ey ———
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QCase # Application QFoster Application QDirectly Cerfified: Date of Disregard:

STEP 3: CONTACT THE HOUSEHOLD el

Total Income: 700 Per HWesk DBi-Weskly (Every 2 Weeks) O2x Month  OMaonthly  QAnnual

The Follow-Up Official will sign and date the (St s U e s
household application if a follow-up letter was p — '
sent.

e This does not need to be a different individual
than the Determining or Confirming Official.
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STEP 3: CONTACT THE HOUSEHOLD

When the household provides you with
documentation, the list of Sources of Acceptable

Sources of Acceptable Income Documentation

Thi estions of sources of acceptable income

Types of Income

Earnings: (wages and salary): Total or gross earnings before withholding FICA, taxes, or
other deductions, such as insurance. If the applicant is a self-employed businessperson or
farmer, net income should be used. (NOTE: Many of the assets of self-employed business

incomea, not assets. )

Suggested Sources of Acceptable
Written Evidence

+ & current paycheck stub
+ Pay envelopes showing total gross pay
« Letter from employer stating gross wages

persons are on paper and their cash or net worth is often very low, although they may hold SeikEoplgyme
; + Business or farming documents, such as
considerable propertly and equipment [assets]. They should report anly their actual cash feger bk

+ Last quarterly tax estimate
+ Last year's fax retum

This list is not lusive and

SLIDE 72

Cash Income: Some persons who work in situations where the employer does not want to
be responsible for withholdings, such as domestic workers, casual laborers or persons
working for an individual or small business on an iregular basis, may receive wages in the

+ A letter from the employer stating wages
paid and frequency

form of cash.

Income Documentation can assist with

. . . . . bles de ion d
determining if the documentation provided can PIIIINN Q1) oo e oo curacns et oo documontoen e
be accepted.

serving one or two of Arizona’s
to participate in FDPIR, the app
they have been approved,

Fuentes Sugeridas de Evidencia Escrita
Aceptable

Tipos de Ingresos

« Un taldn de cheque actual

. Sobres de pago gue muestren el salario
Ingresos: (sueldos y salarios): ingresos lotales o brutos antes de la retencion FICA, bruto total

impuestos o otras deducciones, como el seguro. Si el solicitante es un trabajadores por - Carta del empleador declarando los salarios
cuenta propia o granjero, se debe usar el ingreso neto . (NOTA: Muchos de los bienes de brutos

las personas de negocios propios estan en papel y en efectivo o el valor neto a menudo es

| Health and Nut

This list is available in English and Spanish.

Trabajadores por cuenta propia:
« Documentos de negocio o granjero, como
libros de cuentas
Estimacion fiscal trimestral pasada
- Declaracion de impuestos del afo pasado

muy bajo, aunque puedan tener un valor considerable en propiedad y equipo [bienes].
Deben de informar solo el ingreso efectivo real, no los bienas.)

Ingresos en efectivo: algunas personas que trabajan en situaciones donde el empleador
no quiere ser responsable de las relenciones, como las empleadas domésticas,
trabajadores ocasionales o personas que trabajan para una empresa individual o pequefia
en bases iregulares, puede recibir salarios en efectivo.

« Una carta del empleador indicando los
salanos pagados y la frecuencia

EDPIR: en Arizona, el programa de Distribucidn de Alimentos en las Reservas de Indios
Nativos (FOPIR) es administrado por las organizaciones tribales de Indios Nativos (ITO).
Existen siete ITO en Arizona, cada uno de los cuales sirve a uno o dos de los nueve indios
nalivos de Arizona tribus. Una vez aprobada la elegibilidad de un hogar para participar en
FDPIR, la ITO apropiado proporciona a ese hogar una carta que indique que han sido
aprobado.

« Una carta de aprobacion FOPIR o
certificacion carta

ud | Departamento de Educacio s Arizona | Esta institucion es un pre



https://www.canva.com/design/DAFIM6oZnto/AX9CO9HxrfcTnEiSFSOIng/view?utm_content=DAFIM6oZnto&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://www.canva.com/design/DAFINzUggGw/M2pNWpeefKkV3K7CDH9sVg/view?utm_content=DAFINzUggGw&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
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STEP 4: RESULTS OF VERIFICATION

\

If documentation from the household was
received, compare the documentation Direct Verification

provided with the information provided on
the application.

When verifying an income application, be
sure to look at the gross income, not the net

iIncome.

e Thisis a very common mistake! Never
use net income when certifying or Results of
verifying household applications. Verification
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Verification Tracking Form
RESULTS OF VERIFICATION =

Once you have determined the results of verification, e
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RESULTS OF VERIFICATION

RESULT WHAT IT MEANS
Responded, no change in benefits. Documentation provided supports the information on the application.
Responded, original determination Documentation provided does not support the information on the application.
changed to free. The documentation provided increases the student’s benefits.
Responded, original determination Documentation provided does not support the information on the application.
changed to reduced. The documentation provided decreases the student’s benefits.
Responded, original determination Documentation provided does not support the information on the application.
changed to paid. The documentation provided decreases the student’s benefits.

The household did not provide any documentation, or the documentation
provided is incomplete and, therefore, the student’s benefits are terminated and
changed to paid.

No response, original determination
changed to paid.
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PNnase A \Verity

RESULTS OF VERIFICATION

Notify the households of the results of
verification. ADE's Notice of Verification Results

SLIDE 76

Letter template can be used to notify the
households.

e The letter isrecommended to be sent as
soon as possible to all households selected
for verification, but the final deadline is
November 15th.
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https://www.azed.gov/sites/default/files/2022/08/Letter%20of%20Verification%20Results%20%28English%29.docx
https://www.azed.gov/sites/default/files/2022/08/Letter%20of%20Verification%20Results%20%28English%29.docx
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PNagse A Verity

Verification Tracking Form
RESULTS OF VERIFICATION e

Document the date the letter was sent and the ‘ s e——

date the student’s eligibility change will be T e e
made active (if applicable) on the Verification

Tracking Form. Omettmta—
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PNnase A \Verity

RESULTS OF VERIFICATION

If benefits have increased, this must be active within
three calendar days.

If benefits have decreased, allow the household 10
calendar days to receive the notification letter and
adjust to the new meal benefits.

e Example: If the letter is sent out on October 20th,

the student(s) will be changed to reduced or paid
on October 30th. Any household selected for verification
v !/ may reapply after verification is over,

: : = = however, they must provide income
Update your BID if benefits have changed as a result of "™\ Jocumentation prior to certifying the

verification. new application.

~




SECTION 4 PHASE 3: VERIFY SELECTED APPLICATIONS SLIDE 79

PNnase 3 Review

THE VERIFICATION TRACKING FORM HAS BEEN ATTACHED TO EACH APPLICATION AND FILLED
OUT COMPLETELY.

0 DIRECT VERIFICATION HAS BEEN CONDUCTED ON THE SELECTED STUDENT(S) AND THE RESULTS
HAVE BEEN PRINTED.

NOTIFICATION OF VERIFICATION LETTERS REQUESTING DOCUMENTATION OF ELIGIBILITY HAVE
BEEN SENT TO THE HOUSEHOLDS FOR STUDENT(S) NOT VERIFIED IN DIRECT VERIFICATION. THIS
ALSO INCLUDES A FOLLOW-UP ATTEMPT IF THE HOUSEHOLD DOES NOT RESPOND TO THE FIRST
ATTEMPT.

o ALL DOCUMENTS HAVE BEEN REVIEWED FOR HOUSEHOLDS THAT HAVE SUBMITTED EVIDENCE
SUPPORTING THE INFORMATION ON THE APPLICATION.

O THE LETTER OF VERIFICATION RESULTS HAVE BEEN SENT TO ALL HOUSEHOLDS SELECTED FOR
VERIFICATION.



Quliz Time

By what date do all verification activities need to be completed?

October1i
October 31
November 1

November 15

O o W »



Quliz Time

By what date do all verification activities need to be completed?

A October1l
B October 31

C Novemberl

( D) )November 15

Verification is complete when the household provides adequate documentation
supporting the information on their application, or when the Letter of Verification

Results is sent to families who did not respond. These notices must be sent out no later >
than November 15th.
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DNnase 4 Supmit the
Veritication

Summary Report

During Phase 4, SFAs will:

e Need permissions to ADEConnect

e Categorize and count all needed documents
for submitting the report

e Fill out and submit the Verification Summary
Report (VSR) in the CNP Verification
Reporting application in ADEConnect
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Subomitting the Coogle Chrome

\/S Q PLEASE USE GOOGLE CHROME TO SUBMIT
THIS REPORT.

Beginning on November 16th, SFAs can begin
submitting the VSR in CNP Verification
Reporting.

Before you begin your report, you will need to
gather all of the information you used to
conduct verification, including the October T
application counts and the results of each
application selected for verification.
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Soelect Languags v £ in (S W

éi"", ARIZONA DEPARTMENT OF
% EDUCATION

Swudents & Families  Educators  Administrators  Programs & Supporms  About ADE  ADEConnect O}

T Saraies W & b
Welcome to Health & Nutrition Services nistrators and School Leaders ~
— The Health and Mutrition Services Division is commited to enhancing the haalth and weilbeing of P Eamil
Arizona’s children and adults by providing access to a variety of federally funded programs ArGALEAnc: FEmisRe. =
|

3 Child Mutrition Program Operators =

Peer o Peer Support for Child Nutrition
Professional s

Free and Reduced-Price Percentage
Report

HMS/USDA Memos

Go to any ADE webpage: www.azed.gov/hns

Click ADEConnect.

The system will either log you In
automatically or you will need to enter your
username and password.

Welcome Maddie Rhodes

Click View Applications.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

00 000

Select CNP Verification Reporting. i —

Independent Applications



https://www.azed.gov/hns
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°
Q e O r ‘ | m erification fd calculators » 4] Reports » "5 History * # Tools » & Logout
Good Morning Maddie Rhodes from ADE

Arizona Department of Education

Welcome to

CNP Verification

The CNP Verification Reporting application
will load.

i

Next, select Verification.

||||||||||||||||
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suomitting the VSR

AT THE TOP OF THE REPORT THERE IS A
STATUS BAR INDICATING THE STATUS
OF THE REPORT. THE STATUS OPTIONS

ARE: CNP Verification

Sponsor Mame ! Juniper Tree Academy
{ 14-87-59-000 )

e Pending: The SFA has begun the report but
has not submitted

e Submitted: The SFA has submitted the report
and is awaiting ADE approval

e Approved: ADE has approved the SFA's report
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The VSR

AREAS OF THE R
REPORT [ steproran Total schools and Residential Child Care Institutions (RCCI
| . O1al sChooils an esidentia | dare Institu IDI'IS[: ]
The top of each page Description: otal cchoole and RCCIe
shows:
e Which Step YOU are on, Instructions:

View, confirm and enter the number of NSLP schools and RCCls. Click 'Save & Continue' after you've
entered the information.

e ifthe step is required,
and n— 2= 3Ii—4 506/ —8—9 101112 123— 14— 15— 1017/ 18— 19— 20— 21— 22— 23"

e instructions to View Summary Report mm

complete this step.




SECTION 5

The VSR

AREAS OF THE
REPORT

e This navigation bar
allows the user to click
on a step to move to
another page.

e Hover over a step to
see which questions
are on that step.

e Steps in gray are not
required for the SFA.

PHASE 4. SUBMIT THE VERIFICATION SUMMARY REPORT (VSR)

SLIDE 89

Step 1 of 23:

Step Is Required

Description:

Instructions:

View Summary Report

Total schools and Residential Child Care Institutions (RCCI)

Total schools and RCCls

View, confirm and enter the number of NSLP schools and RCCls. Click 'Save & Continue' after you've
entered the information.
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The VSR

AREAS OF THE REPORT

Some guestions provide data
from other platforms as a 3-2B
comparison. Confirm that
your value is correct and
enter the number into the
white box. If the data you are
entering is different than
what is shown from the
other source, discrepancies e
should be evaluated by the

SFA to identify any mistakes.

3-3B

Please enter the number of SNAP matches from Direct Certification and all extended household SNAP 1492
students as of October 31st.

- .
— o=t = T [P T S | CHE O tmemg b e |a5tar memate e
L/ E 5 L i

Please enter the number of students Direct Certified through Temporary Assistance for Needy Families 1519
(TANF), Food Distribution Program on Indian Reservations (FDPIR), or Medicaid Free; those documented

as homeless, migrant, runaway, foster, Head Start, Pre-K Even Start, or non-applicant but approved by

local officials as of October 31st.

R j— - - e — N -
= =z Aznte zlrezo [P R T - - adi-=zid Badiired s idents e
= g T S ] R L ] S | et L et LR Rt JTE. L i

Please enter the number of students certified through the SNAP letter method as of October 31st. 0

Aa stydente rertfed for Free mesle tarmal fhe far ~rens e 3 letter S o e

= I e =alE LR W 1a ¢ RTHIIN R O IS

SLIDE 90
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PHASE 4. SUBMIT THE VERIFICATION SUMMARY REPORT (VSR)

The VSR

AREAS OF THE REPORT

Use the “Back” button to move back a step.
Click “Save & Continue” to save the data and
move to the next step. Click “Save” to save the
data and stay on this step. Click “Submit to
ADE" when all fields have been entered in the
report and there are no validation errors.

SLIDE 91
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The VSR

VALIDATION ERRORS

The system has edit checks in place
that validate the data entered into the
report. If the system identifies any
errors, you will be notified with a red
error message at the top of the report.

A\ Validation Failed! This Verification does not meet USDA requirements.

' '::Fﬂlidﬂﬁﬂﬂ Messages » :I,.:' I

,"'f‘, ,-/ g

Click “Validation Messages” to expand

the list of errors. Validation Messages ~
e You will be provided with the e N S e e S
1-18 Per CHPWeb, this 15 the reported enroliment from your October daim(s). Please enter the number of students enralled in your 1 mes=age(s)
reasons for the errors and how to e S ;
correct th em. Al | Va | |d atiO N [FMS Ervor 81] - Total free and reduced price students cannot be greater than the total member of students in the SFA Critlcal

Pleas= comect the numders reported in fRelds 1-1:8, 1-2:8, T-1, and/or T-2.

messages must be resolved prior to
submitting the report.
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Whnat nappens atter  Final Thougnts on
subomit my report? - Verification

The VSR can be submitted anytime between

After an SFA submits the report, the assigned
November 16th and February 1st.

HNS Specialist will review the report to ensure

the data was submitted accurately. .
The report must be submitted and approved by the

e |f revisions need to be made, the specialist speclzlist no later e Feordmry 15t

will reject the report and contact the SFA.
The SFA will then make the necessary
revisions and resubmit the report.

SFAs who do not have a submitted and approved
report by February 1st will have their reimbursements
placed on hold until the report is submitted and

e When no revisions need to be made, the approved.

specialist will approve the report. , ,
ADE hosts annual webinars for both preparing for

verification and submitting the VSR.



Quliz Time

By what date must the VSR be submitted?

November 16
Decemberl

February 1

O o W »

Whenever



Quliz Time

By what date must the VSR be submitted?

A November 16

B Decemberi

( C )February1

D Whenever

All LEAs must submit the VSR by February 1st. Those who do not submit the report by
the deadline will have their reimbursements placed on hold. r)



- CONTACT US



https://www.azed.gov/hns
https://helpdesk.azed.gov/

Congratulations

You have completed the Online Course:
Online Course: Verification Review

Information to include when documenting this
training for Professional Standards:

Training Title: Key Area: 3000 - Administration

Online Course: .
Learning Code: 3110

Verification Review
Length: 2 hours

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:
Training Title: Key Area: 3000 - Administration

Online Course: Learning Code: 3110

Verification Review Length: 2 hours

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, this
institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual
orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative
means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should
contact the responsible state or local agency that administers the program or USDA's TARGET Center at (202) 720-2600 (voice
and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination
Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any
USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name,
address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the
Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027
form or letter must be submitted 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; or

2. fax:
(833) 256-1665 or (202) 690-7442; or

3. email:
Program.Intake@usda.gov

This institution is an equal opportunity provider.


https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:Program.Intake@usda.gov



