Connecticut State Department of Education (CSDE)

Calendar for Completing Verification

This calendar summarizes the tasks and completion dates required for Connecticut school nutrition programs to comply with the U.S. Department of
Agriculture’s (USDA) verification requirements. The CSDE’s verification forms are updated annually in August/September and are available on the
CSDE’s Verification Procedures for School Nutrition Programs webpage. Do not use outdated forms.

Rolling Verification

The USDA allows sponsors to start the verification process prior to October 1, which is known as “Rolling Verification.” Rolling Verification is designed
to help ease the administrative burden associated with the verification process, especially for sponsors expecting large verification sample sizes. The due
date for completing Rolling Verification is November 15, the same as the regular verification process. Prior to implementing this type of verification,
interested sponsors must review the USDA’s The Basics of Rolling Verification webinar and Verification Toolkit.

. Target
Check (i) if Comp?etion Task Forms to Complete Reminders
completed D
ate
O August 1 Review the USDA Eligibility Manual for | Not applicable Check to be sure you are using the most current USDA
and ongoing | Schoo! Meals. manual (see Egibility Manual for School Meals).
O August 1 Verification for Cause may be Same forms as the formal The local educational agency (LEA) has an obligation to
and ongoing | conducted at any time during the school | Verification Process. Must be verify all approved applications that may be
year and is not part of the formal reported on the Verification questionable. However, such verification efforts cannot
verification process. Refer to Part 9D in | Collection Report (FNS 742). delay the approval of applications. If an application is
the USDA Eligibility Manual for School complete and indicates that the child is eligible for free
Meals for further guidance. or reduced-price meal benefits, the application must be

approved. The LEA can only begin the verification
process after the determination of eligibility has been
made.
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https://portal.ct.gov/SDE/Nutrition/Verification-Procedures-for-School-Nutrition-Programs
https://www.fns.usda.gov/verification-toolkit-and-beginning-verification-october-1-aka-%E2%80%9Crolling-verification%E2%80%9D
https://www.fns.usda.gov/school-meals/verification-toolkit
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
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. Target
Sl [ Completion Task Forms to Complete Reminders
completed
Date
O August 15 Determine the type of verification that | Alternate One Sampling Worksheet or | Refer to last year's Verification Collection Report and
must be conducted. Standard Sample Size Worksheet the USDA El/igibility Manual for School Meals. 1f 20 percent
or more households failed to respond to the verification
process in the previous school year, the district must do
Standard Sample Size verification focusing on error
prone applications. “Error prone” means applications
within $100 per month of the applicable Income
Eligibility Guidelines.
O August 15 Work with the determining official to Not applicable This will impact the completion of the Verification
decide how students will be tracked and Collection Report (FNS 742).
entered into the system:
1. Directly certified through the
Supplemental Nutrition
Assistance Program (SNAP).
2. Directly certified through other
programs (e.g., TFA, foster,
homeless, runaway, Head Start).
3. Applications that are categorically
eligible for free meals based on a
handwritten SNAP/TFA case
number.
4. Free income applications.
5. Reduced-price income
applications.
O September 7 | Review the CSDE’s handout, Important | Not applicable Not applicable
Points for Completing 1 erification.
O September 7 | Review the verification letters/forms Verification letters/forms Prototype forms are available on the CSDE’s

and update as needed.

Verification Procedures for School Nutrition Programs
webpage in English and Spanish.
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https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/PointsVerification.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/PointsVerification.pdf
https://portal.ct.gov/SDE/Nutrition/Verification-Procedures-for-School-Nutrition-Programs
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. Target
Sl [ Completion Task Forms to Complete Reminders
completed
Date
O October 1 Print off the master list of all free and Not applicable Not applicable
reduced-price eligible students as of
October 1.
O October 3 Select the required sample of Alternate One Sampling Worksheet or | Review the USDA Eligibility Manual for School Meals for
applications to be verified. Prior to Standard Sample Size Worksheet guidance.
selecting the sample, deterrplne the Also complete the Verification
names that are directly certified or are o
. A Selection Worksheet for each
not subject to verification, and separate .
household that is selected.
out of the sample. Only newly approved
applications are subject to the formal
verification process.
O October 6 Conduct a confirmation review. Section on the [erification Selection | Must be conducted prior to notifying the households
Worksheet and must be done by someone other than the
determining official.
O October 7 Notify the selected households. Household Notification of Selection Reminder: If the district uses the letters that are
letter and applicable attachments. | automatically generated by their software company, the
Print off the appropriate forms district must review the letters to ensure that they
including the Verification Selection comply with any updated language in the USDA
Worksheet. Eligibility Manual for School Meals and the CSDE CNP
prototype letters. Keep copies of all correspondence,
letters, and other documentation.
O Prior to Issue a second notice to those ‘Second Household Notification | A second notice is required if the household failed
October 23 | households that have not responded to | of Selection” section on the to respond. This follow-up attempt must be

the verification process.

Verification Selection Worksheet.

documented.
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https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/Alternate1Sampling.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/StandardSample.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/FreeRed/USDA_eligibility_manual.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
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. Target
Chockl(H))if Comp?etion Task Forms to Complete Reminders
completed D
ate
O Prior to Review the data and supporting Adyerse Action for Income Households | All households for whom benefits are to be reduced or
November documentation that the households ot Adyerse Action for SNAP/TFA | terminated must be given 10 calendar days’ written
10 submitted. Send letters of adverse action | Howsebolds or Notification of advance notice of the change. The first day of the
as needed. Continnation of Benefits advance notice period is the day the notice is sent. The
notice of adverse action may be sent via the postal
setvice ot to the e-mail address of a parent/guardian.
The LEA cannot notify the household of adverse action
by phone. Keep copies of all correspondence, letters
and other documentation.
O November Notify the school food service program | Finish and sign-off on the Keep documentation to demonstrate that the change
15 of any changes in eligibility status and Verification Selection Worksheet for went into effect.
the date the changes go into effect. each household that was selected
for verification.
O November Complete the verification process. Veerification Checklist “Complete” means that all letters of changes in
15 determinations have been issued to the households and
Must be the food service operations have been notified of the
completed by changes and the date that the changes go into effect.
November 15
O December Complete and submit the VVersfication Veerification Collection Report (FNS Make note of the type of verification the district will
15 Collection Report (FNS 742) to the CSDE. | 742) need to do next year based on the nonresponse rate.
Must be
completed by
December 15
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https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationSelection.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationChecklist.pdf
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This document is available at https://portal.ct.gov/-

CONNECTICUT STATE
DEPARTMENT OF EDUCATION

For more information, visit the CSDE’s Verification Procedures for School Nutrition Programs
webpage ot contact the school nutrition programs staff in the CSDE Bureau of Health/Nutrition,
Family Services and Adult Education, 450 Columbus Boulevard, Suite 504, Hartford, CT 06103-1841.

/media/SDE/Nutrition/NSLP/Forms/Verification/VetificationCalendar.pdf.

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil

rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions

participating in or administering USDA programs are prohibited from discriminating based on
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights
activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact
the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of
hearing or have speech disabilities may contact USDA through the Federal Relay Service at
(800) 877-8339. Additionally, program information may be made available in languages other
than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form, (AD-3027) found online at: How to File a 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.

This institution is an equal opportunity provider.

The Connecticut State Department of Education is
committed to a policy of equal opportunity/affirmative
action for all qualified persons. The Connecticut
Department of Education does not discriminate in any
employment practice, education program, or educational
activity on the basis of age, ancestry, color, criminal record
(in state employment and licensing), gender identity or
expression, genetic information, intellectual disability,
learning disability, marital status, mental disability (past or
present), national origin, physical disability (including
blindness), race, religious creed, retaliation for previously
opposed discrimination or coercion, sex (pregnancy or
sexual harassment), sexual orientation, veteran status or
workplace hazards to reproductive systems, unless there is a
bona fide occupational qualification excluding persons in
any of the aforementioned protected classes.

Inquiries regarding the Connecticut State Department of
Education’s nondiscrimination policies should be directed
to: Levy Gillespie, Equal Employment Opportunity
Director/ Americans with Disabilities Coordinator (ADA),
Connecticut State Department of Education, 450 Columbus
Boulevard, Suite 607, Hartford, CT 06103, 860-807-2071,

levy.gillespie@ct.gov.
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http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:levy.gillespie@ct.gov
https://portal.ct.gov/SDE/Nutrition/Verification-Procedures-for-School-Nutrition-Programs
https://portal.ct.gov/SDE/Nutrition/Contact-Information-for-School-Nutrition-Programs
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationCalendar.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Forms/Verification/VerificationCalendar.pdf

