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Benefit Issuance

Idaho School Nutrition Reference Guide

OVERVIEW

Benefit issuance is the process of providing school meal benefits to students who are eligible.
The process of determining a student’s benefits may involve a free and reduced application or
categorical eligibility. Maintaining a benefit issuance list is a key component of the benefit
issuance process. A school that operates Provision 2 for both breakfast and lunch (in a non-base
year) or operates Community Eligibility Provision (CEP) will maintain a list of children enrolled in
school, but will not have to maintain a traditional benefits issuance list as explained in this
section.

Please refer to the most current Eligibility Manual for School Meals found in MyldahoCNP
under Download Forms, and the Direct Certification and Verification sections of this reference
guide for additional details on the process of determining a student’s eligibility status and,
therefore, what meal benefits they will receive.

TERMS TO KNOW

Benefit issuance - Documentation of meal benefit status conveyed to children. A benefit
issuance list of all students and their eligibility status must be maintained.

Benefit issuance list - A continually updated document that lists each student enrolled in a
school site and their school meal eligibility status (free, reduced, or paid). It shows the source of
the student’s free meal status (i.e., free because of direct certification (DC), household
extended, foster status, household free/reduced income application, or due to being certified
as homeless, migrant, or runaway by the designated liaison). A benefit issuance list of all
students and their eligibility status must be maintained / updated and must document dates
when benefits changed. This document must be kept confidential. Accurate maintenance of this
document is a requirement of USDA School Meal Programs.

Categorical eligibility- Those children approved without an application to receive free school
meals. A child is categorically eligible for free school meals if they are: on the direct certification
State match list, living in a household receiving SNAP (Supplemental Nutrition Assistance
Program), FDPIR (Food Distribution Program on Indian Reservations) and/or TAFI (Temporary
Assistance for Families in Idaho) benefits, on a signed homeless / migrant / runaway list
certified by the appropriate liaison, enrolled in Head Start, or in foster care where the court has
the legal responsibility for the child.

Certification/determination- Process used in determining the eligibility status of each student,
which includes approving or denying free and reduced applications, matching children on the
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direct certification list, and using certified lists from the school district’s homeless, migrant,
runaway liaison.

Direct certification (DC) — A method in which a child is eligible for free meals based on
documentation obtained directly from the appropriate State or local agency authorized to
certify that the child is a member of a household receiving assistance under SNAP, FDPIR or
TAFI programs, and/or is a foster or Head Start child or is certified by the appropriate liaison to
be a homeless, migrant, or runaway child.

Free and Reduced Price School Meals Application- An application completed by a household
and turned into the school district, providing household and income information to determine
qualification for free or reduced price meal benefit.

Homeless / migrant / runaway list — A list of students from the appropriate school district
liaison who are certified to be homeless, migrant, or runaway, and, therefore, qualify to receive
free meal benefits. The list(s) must be signed and dated by the designated liaison and retained
on file. Homeless, migrant, and runaway status does not convey free meal status to other
students in the household.

Overt identification- Any action that may result in a child being recognized as potentially eligible
to receive or be certified for free or reduced price school meals or free milk.

Point of service (POS) - The point in the food service operation where a determination can
accurately be made that a reimbursable free, reduced price, or paid lunch has been served to
an eligible child.

WHAT IS BENEFIT ISSUANCE?

Benefit issuance is the process of providing school meal benefits to students who are eligible. A
student’s eligibility is determined by a completed free and reduced price meal application from
their household or establishing categorical eligibility. The eligibility status of each student
enrolled in the school must be documented and updated as appropriate on a master record,
known as a benefit issuance list or roster. Schools or districts may have more than one benefit
issuance list, as long as there is a complete or master list that includes all of the students.
Maintaining an accurate, updated benefit issuance list is a requirement of the NSLP and SBP
and the list will be reviewed by the State agency (SA) during an administrative review. The list(s)
may be stored electronically or in hard copy depending on the POS system used by the school.
The list(s) should be updated as needed, whenever a student is added or whenever a student’s
status changes to a greater meal benefit and/or becomes categorically eligible (see the Direct
Certification section of the Idaho School Nutrition Reference Guide). A student that qualifies for
free or reduced meal benefits during the school year is eligible to receive the benefit for the
entire school year, unless the household declines the benefit. If the list is not automated, then
the date updated and the determining official's signature must be recorded on the printed
list(s). The compilation of the benefit issuance list occurs through determination of free and
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reduced applications, foster status, accessing directly certified lists on the electronic State
matching system, communicating with the appropriate agencies/individuals to confirm names
of migrant, homeless, runaway, and students enrolled in Head Start, and completing the
verification process.

The benefit issuance list must contain the following information (at the minimum):
e Student’s first and last name
e Benefit status (free/reduced/paid)
e Method of determination (DC/household extension DC/foster/income
application/homeless/migrant/runaway)
e Date of determination & date of any change in benefit status
e School name
e Total number of eligible/enrolled students in SFA

A benefit issuance list template in Excel is available in MyldahoCNP under Applications >
Download Forms.

For schools utilizing a POS software system, it is recommended that a backup paper copy of the
list be kept at the cashier station in case the electronic system goes down.

Remember:

e The benefit issuance list must be updated as changes occur (withdrawals, additions,
changes in category). All changes should be dated to reflect when they occurred.

e Student information on the benefit issuance list is highly confidential. The information
should not be made available to all school officials. Only those who are directly
responsible for the ongoing operation of the nutrition program or responsible for
monitoring program compliance should have access.

e The benefit issuance list should never be faxed or emailed due to the possibility of the
secure information being inadvertently exposed or shared with others. If mailing a list, it
must not go by regular mail, but a secure form of mailing. When communicating with
the SA, always upload the benefit issuance list and any other sensitive student data into
MyldahoCNP.

e Schools must ensure, to the maximum extent practicable, that students are not overtly
identified as receiving free or reduced priced benefits to their peers and other school
staff. Please refer to the Eligibility Manual for additional information on disclosure of
student eligibility data to programs and individuals outside the food service operation.

WHY IS BENEFIT ISSUANCE IMPORTANT?

All SFAs participating in the NSLP or SBP must make free and reduced meals available to eligible
children and all SFAs participating in the Special Milk Program providing applications must make
free milk available to all eligible children. A proper benefit issuance process ensures children in
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low income families are able to get the benefits of receiving healthy, nutritious meals at school,
providing for the health, wellness, and success of students.

A secure, comprehensive benefit issuance process and an accurate, updated benefit issuance
list are necessary to track the service of free, reduced, and paid price meals. Accurate tracking
allows the food service department to maintain correct claiming counts of how many free,
reduced, and paid meals were served, and therefore submit an accurate claim to the SA and
receive reimbursement for the meals served.

RESOURCES

Additional resources may be available for this topic. Please check the Idaho School Nutrition
Reference Guide website for copies of manuals, user guides and helpful links to relevant subject
matter.

For Questions Contact

Child Nutrition Programs

Idaho State Department of Education
650 W State Street, Boise, ID 83702
208 332 6820 | www.sde.idaho.gov
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USDA Nondiscrimination Statement

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/USDA-OASCR%20P-Complaint-Form-
0508-0002-508-11-28-17Fax2Mail.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.
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