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Tips

e Start early to ensure that your application is submitted by the due date of August 31, 2020.

e Keep all instructions as a reference.

e Follow all directions.

e The application to participate in the Community Eligibility Provision (CEP) must be completed by August
31, 2020 through the annual School Nutrition Program (SNP) application renewal process via the Cyber-
Linked Interactive Child Nutrition System (CLiCS).

e Applications cannot be submitted to MDE until application rollover occurs. This typically occurs in the
middle of May, but application rollover will be delayed this year. A listserv message will be sent out
notifying sponsors when the School Year 2020-21 SNP applications are available.

e The enrollment list can be pulled from your student information system any single day between April 1
and June 30, 2020.

e Do not send enrollment lists, household information, or any other student data via email, as it is not
secure.

e Always upload information into your SNP site application in CLiCS.

e Be sure to discuss CEP program participation with school nutrition staff, administrators, and business
managers to ensure all factors are considered before choosing to participate in CEP.

For Questions Please Contact:
CEP email box at cep.mde@state.mn.us
651-582-8526, toll free at 1-800-366-8922
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General Information

The Community Eligibility Provision (CEP) allows eligible districts and schools in income eligible areas to provide
school lunch and breakfast at no charge to all students using simplified meal counting and claiming methods.
Schools or districts must have a required percentage of students identified for free meals, and must agree to
serve free lunches and breakfasts to all students. They must also agree to cover the cost of providing free meals
to all students, above the amount provided by federal and state reimbursement, with non-federal funds.

Pursuant to section 2202(a) of the Families First Coronavirus Response Act (the Act) (P.L. 116-127), and in light
of the exceptional circumstances of this public health emergency, the Food and Nutrition Service (FNS) is
establishing additional Nationwide Waivers to support access to nutritious meals while minimizing potential
exposure to the novel coronavirus. On March 25, 2020 USDA released Child Nutrition Response #6, Nationwide
Waiver of CEP deadlines in the National School Lunch and School Breakfast Programs. This waiver provides
flexibility in the deadlines related to the CEP application timeline.

CEP Requirement Previously Established Annual | New Deadline from Waiver
Deadline

Data Used to Calculate Identified April 1 Any single day between April 1-

Student Percentage June 30, 2020

Elect CEP for Following School Year June 30 August 31, 2020

In order to participate in CEP during school year 2020-21, the “Identified Student Percentage” (ISP) for a site or
group of sites must be at least 40 percent any single day between April 1 and June 30, 2020. The ISP equals the
number of identified students in a site or group of sites divided by the number of students enrolled in the site or
group of sites, multiplied by 100. Enrolled students are those who have access to either breakfast or lunch at the
site(s).

Due to the flexibility provided by USDA that allows schools to use any day between April 1 and June 30 to
calculate the ISP, best practice would be to check your Identified Student Percentage often between April 1 and
June 30 in order to determine which date reflects the highest ISP.

e For example: A school submits data from May for the ISP calculation and is approved for CEP. In June the
school determines the ISP is higher. The school is able to submit the new data from June to be approved
at a higher ISP.

Identified students are those who are certified for free meals in the following ways (other than a free/reduced-
price application):

e Directly certified students.

e Foster students certified through means other than an Application for Educational Benefits.
e Homeless, migrant or runaway students.

e Head Start/Even Start/Early Start participants.

e Recipients of the Food Distribution Program on Indian Reservations (FDPIR).

There are other factors to consider before applying. The CEP Decision Tree can help you decide if CEP is right for
you.

Each CEP application must contain the required elements. Please read all instructions for important information
on preparing and submitting your application. Additional information related to this program may be found at:
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e Minnesota Department of Education Community Eligibility Provision Web page

e U.S. Department of Agriculture Community Eligibility Provision Web page

e U.S. Department of Agriculture Community Eligibility Provision Planning and Implementation Guidance

A. Application instructions for renewing CEP sites

Follow these steps if your site(s) 4-year eligibility period is not yet complete.

On the site application in CLiCS, ensure CEP is selected under lunch and breakfast. No additional information is
needed for CEP unless the school/district wishes to request an increase to the site Identified Student Percentage
(ISP). To do this, email cep.mde@state.mn.us and include the following message in the subject line: Request to
increase ISP for [insert site name].

Instructions for completing the online application renewal process are located on the Sponsor Application

Process webpage.

Reminder: CLiCS School Nutrition Program site applications are typically available in the middle of May, but
application rollover will be delayed this year. A listserv message will be sent out notifying sponsors when the SNP
applications are available.

If you have any questions related to the CEP application process described above, please email
cep.mde@state.mn.us or call 651-582-8526.

B. Application instructions for expiring CEP sites

Follow these steps if your site’(s) 4-year CEP eligibility period is complete as of June 30 of the current school
year:

1. Follow the application instructions for a new CEP site. See below in part C.

a. ISP over 40 percent: If you determine that the ISP from any single day between April 1 and June 30,
2020 is over 40 percent you can choose to start a new 4-year cycle with the new ISP.

b. ISP between 30-40 percent: If you determine that the ISP from any single day between April 1 and
June 30, 2020 is less than the minimum 40 percent, but it is still above 30 percent, you are able to
participate in CEP for one additional year. This year is called a “grace” period. You will operate CEP
and receive reimbursement based on the ISP calculated this year. At the end of the “grace” period,
you will need to determine if you have an ISP over 40 percent. If so, you can start a new 4-year
cycle. If not, you will have to return to standard counting and claiming or apply to participate in
provision 2/3. If you participate in a CEP grace year, please complete the Grace Year Agreement
instead of the regular 4-year agreement.

C. Application instructions for new CEP sites

Follow steps 1-4 below to determine the ISP for the site(s) planning to participate in CEP.

1. Obtain a list of students enrolled on any single day between April 1 and June 30, 2020 at each site(s)
planning to participate in CEP.
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a. Schools should enter the enroliment data into the Enrollment List Template provided on the
Minnesota Department of Education (MDE) website. If this template is not used, please provide the
same fields of information that are outlined in the template in an excel document.

= The list(s) should come from the school/district student database (not the food service
database), to provide the most accurate enrollment information. If applying for more than one
site, separate lists by site.

= Include only students who are enrolled in and attending a school(s) applying for CEP and who
have access to at least one meal service (breakfast or lunch) daily. Include preschool students if
they have access to breakfast or lunch.

b. On the enroliment list, mark students who are considered to be ‘identified’. Instructions for
marking identified students are outlined in the Enrollment List Template. The following chart shows
which students are considered identified and the documentation that must be available for those
identified students. Note that students certified for free meals based on a free/reduced-price
application are not considered identified.

Identified Student

Documentation Required

Directly certified students

Pull the year to date (YTD) direct certification report from CLICS to identify
which students are directly certified. The file includes students receiving
Supplemental Nutrition Assistance Program (SNAP), Minnesota Family
Investment Program (MFIP) benefits, and foster children. Any student that is
on the YTD direct certification list as of the month selected for the enroliment
data can be counted as identified.

e For example, a school pulls the current school enrollment list on May
15. Any student on the enrollment list that is also on the direct
certification list with a “date first certified” from July 1, 2019 through
May 31, 2020 will be counted as “identified”. (The May direct
certification file contains April data).

The direct certification reports do not need to be uploaded with your
application materials.

Household members of
those directly certified

Documentation to show the same address for a directly certified student and
other household members. This may be a screenshot of a household page in
your student information system that shows the address of the student on the
direct certification list as well as the additional household members who
reside at the same address. Upload into the CLiCS SNP site application if
applicable.

Foster children certified
through means other than
an Application for
Educational benefits.

A letter provided by the household from the appropriate assistance agency.
As a reminder, foster students may also be found on the CLiCS direct
certification list. Upload into CLiCS SNP site application if applicable.

Homeless, migrant or
runaway students

A signed, certified list from the district/school’s homeless liaison that indicates
the date on which each student was certified. Upload into the CLiCS SNP site
application if applicable.

Revised 04/2020


https://education.mn.gov/mdeprod/idcplg?IdcService=GET_FILE&dDocName=MDE073693&RevisionSelectionMethod=latestReleased&Rendition=primary
https://education.mn.gov/mdeprod/idcplg?IdcService=GET_FILE&dDocName=MDE073693&RevisionSelectionMethod=latestReleased&Rendition=primary

Identified Student Documentation Required

Head Start/Even Start/Early A signed, certified list from the coordinator of the program to show which

Start participants students are enrolled. Upload into the CLiCS SNP site application if applicable.
Recipients of the Food Documentation from the local agency administering FDPIR to show who is
Distribution Program on receiving benefits and the date on which benefits began. The FDPIR agency

Indian Reservations (FDPIR) should have a file available in the Automated Inventory System (AlS). This can
be found under client menu and is titled "Participant by Birthdate/Direct
Certification". Upload this supporting documentation into the CLIiCS site
application if applicable.

2. Calculate the Identified Student Percentage. Divide the number of identified students by the number of
enrolled students in the CEP site. If grouping sites, add together the identified students from the sites that
will be grouped, and then add together the enrolled students from the sites that will be grouped. Divide the
total number of identified students by the total number of enrolled students. This is the ISP for the group of
sites. Record the ISPs for each site/group(s) of sites on the CEP Eligibility Worksheet.

3. Complete the Eligibility Worksheet.

4. Complete the 4-Year Agreement.

D. Apply for CEP in CLiCS on the SNP site application(s)

After completing steps 1-4 above, the documentation must be uploaded into the CLiCS site application.
Instructions for accessing the site application are available on the Sponsor Application Process webpage.

Reminder: CLiCS School Nutrition Program site applications are typically available in the middle of May, but
application rollover will be delayed this year. A listserv message will be sent out notifying sponsors when the SNP
applications are available.

1. Select the Community Eligibility Provision radio button under the National School Lunch Program and School
Breakfast Program.

1. National School Lunch Program 2. School Breakfast Program
A. Program Participation: A. Program Participation:

O Regular

9
O Regular o
. O Base Year for Provision 2/3

O Base Year for Provision 2/3 -

O Provision 2
O Provision 2 O Provision 3
O Provision 3 @® community Eligibility Provision
® community Eligibility Provision O Not Participating
O Not Participating O Request Exemption
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2. Upload* the following CEP documents to the site application. If grouping sites for the ISP, upload information
to just one site application.

a. Completed Enroliment list(s) template.

b. Completed Eligibility Worksheet.

c. Additional documentation for all identified students as indicated in the chart above. Note: Direct
certification files do not need to be uploaded, but documentation for household members of those
directly certified does need to be uploaded.

d. Signed 4-year agreement.

3. Select “submitted for approval” at the top of the site application.

® submitted for Approval O Approve O Reject

ite Application
tatus

4. Save the data on the site application. The “Save” button is located at the bottom of the site application.

Site Application Certification of Truth

| certify that the information on the application and attachments is true to the best of my knowledge;
that reimbursement will be claimed only for meals and snacks served to eligible participants; and
that the program will be available to all eligible participants regardless of race, age, color, disabllity,
gender, or national origin. | understand that this information is being given in connection with the
receipt of federal funds; that officials of the U.S. Department of Agriculture and the Minnesota
Department of Education may verify this information; and that deliberate misrepresentation may
subject me to prosecution under applicable state and federal criminal statutes.

«<

The information uploaded to CLiCS will be verified and the individual listed on the CEP Local Educational Agency
Agreement will be contacted to review the CEP requirements before the application is approved. An email will be
sent to the sponsoring authority contact, as indicated in CLiCS, and the CEP contact, as indicated in the CEP Local
Educational Agency Agreement, when the application is approved.

Lunch CEP Documents
Upload File

* Upload CEP documents. Up to 10 documents allowed.

* Upload the information in CLiCS using the red Upload File option (see screen shot below) on the Site Application.
This option appears after the CEP radio button is selected. View Instructions for Uploading Files to the Cyber-Linked
Interactive Child Nutrition System.
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