School Nutrition Program
Responsibilities of an Eligibility Official
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The eligibility official(s) has the authority to determine if an applicant is eligible to receive meal or milk benefits under the National School Lunch, School Breakfast or Special Milk Programs.

The eligibility official is listed on the State – Sponsor Agreement as part of the Free and Reduced Price Policy Statement, which is renewed annually. 
This is done in CNPweb on the site information sheet # 39 – 42 OR by submitting Eligibility Officials List (found in CNPweb on the packet tab) to: ode.schoolnutrition@state.or.us

As changes in the eligibility official occurs during the year, the site information sheet must be updated in CNPweb. (Site information sheet # 39 -42)
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The eligibility official’s responsibilities include:

· Maintaining the confidentiality of the information provided by the household.

· Assuring that the overt identification of participants approved for meal/milk benefits is avoided.

· Evaluating if an application contains all required information for making an eligibility determination.

· Making the eligibility determination within at least 10 working days of receiving the application.

· Communicating the eligibility status to the household.

· Sending denied households written notification with appeal rights.

· Using ODE School Nutrition Eligibility templates letters (including the Direct Certification Notification templates).  If using eligibility determination software, compare the software’s eligibility notification letter with School Nutrition Eligibility template letters (DC too) and edit as needed.

· Downloading the ‘Direct Certification Electronic Files’ a minimum of three times each school year:
· Beginning of school year (August)
· By last operating day of October or by October 31
· By last operating day of January or by January 31

· Using the ODE School Nutrition Direct Certification Notification template letter.  If using eligibility determination software, compare the software’s direct certification notification letter with ODE School Nutrition Direct Certification Notification template letter.

· Sending Direct Certification notification to the parent and address listed in the DC Download files - not what is listed in the student database.

· Maintain up-to-date student eligibility data for meal claiming.

· Detailed information concerning fulfilling each of these responsibilities is found in the USDA Eligibility Guidance for School Meals Manual, July 18, 2017.
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