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Presenter
Presentation Notes
Andrea: Welcome to the Community Eligibility Provision and iMATCH basics webinar.  We are so glad you could join us today to learn more about CEP!
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Presenter
Presentation Notes
My name is Andrea Theilen and Teresa Motlas is also here with me today.  Teresa I will be working together this year with the agencies that are applying for CEP and so she is here to help with the webinar today.  



Right click on your 
name in the video 
view or in the 
participant pane

1
Click “rename” 

2
Change your 

name to include 
yourself and 

anyone who may 
be with you
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Presenter
Presentation Notes
Before we get started with the training, let’s take care of a few housekeeping items. We would like to know who is joining the webinar today, so please check your name and change it, if your first and last name are not on the screen. To change your name, right click on your name in the video view or in the participant pane and click on the word Rename. Enter your first and last name.Please use the chat box or unmute along the way if you have questions.A recording of today’s webinar and the notes will be emailed out to everyone.  



OVERVIEW

CEP Basics
CEP Timeline
iMATCH Basics
FDPIR
Homeless/Migrant
Helpful Hints
Questions
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Presenter
Presentation Notes
Here is an overview of what we will be discussing today.  We will go over some basics of Community Eligibility Provision, and the timeline that you will need to follow as you work on applying.  We will also go over some of the basic functions of iMATCH and how to use it.  We will talk about students who are directly certified via FDPIR and homeless/migrant status and give you some helpful hints that might come in handy and of course we will have plenty of time for questions.  
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CEP uses an Identified Student Percentage (ISP) of enrolled 
students to set up a claiming percentage for free meals 

ISP is based on identified students who are directly certified 
through SNAP, TANF, FDPIR, Homeless, Migrant, Runaway, Foster

Schools must have an ISP of at least 40% to participate

Presenter
Presentation Notes
CEP uses an Identified Student Percentage (ISP) of enrolled students to set up a claiming percentage for free meals .  This ISP is based on students who are directly certified through SNAP, TANF, FDPIR, homeless, migrant, runaway or foster.  In order to participate in CEP you must have an ISP of at least 40%.



Once CEP is elected, you maintain your Identified Student 
Percentage (ISP) and claiming percentages for 4 years
Unlike Provisions 2 and 3, there are no CEP Extensions after 4 
years – you must re-apply
During your 4-year cycle, you may re-apply to achieve a higher 
ISP and claiming percentages
If you do not re-apply for CEP, you will return to standard 
counting and claiming methods
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Presenter
Presentation Notes
Once CEP is elected, you maintain your Identified Student Percentage (ISP) and your claiming percentages for 4 years.  This differs from Provisions 2 and 3 in that there are no CEP extensions.  After your 4 years are up you must re-apply.  During your 4-year cycle you may re-apply if you think it will help you get a higher ISP and claiming percentage.  You do not have to update your ISP if there is a decrease, your percentages remain for 4 years.If you do not re-apply for CEP after your 4-year cycle, then you will return to standard counting and claiming methods.  Standard counting and claiming = collecting free and reduced applications from families, charging for meals, and claiming based on free, reduced, and paid eligibility status.



Your ISP is multiplied by 1.6 to determine your free claiming 
percentage
If it is less than 100%, the difference is claimed at the paid 
rate
Example: an ISP of 57.3% x 1.6 = a free claiming percentage of 
91.68%

100% - 91.68% = a paid claiming percentage of 8.32%
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Presentation Notes
How is your CEP claiming percentage calculated?Your Identified Student Percentage is multiplied by a factor of 1.6 to determine the percentage of meals being claimed at the free rate.If the percentage is less than 100%, then the difference will be the percentage of meals claimed at the paid rate.For example, an ISP of 57.3% x the factor of 1.6 is a free claiming percentage of 91.68%. When subtracted from 100, this will mean that 8.32% of meals are claimed at the paid rate.Schools with an ISP equal to or greater than 62.5% (before applying the 1.6 multiplication factor) will receive 100% of meals at the free rate.



Jan.–Apr.

Work in the 
iMATCH system to 
make matches

1 Apr.
Date that is used for 
CEP Data Reporting

2 Apr.

Apply for CEP and submit 
documentation to be 
approved

30 June
Final day to submit 
documentation to 
apply for CEP
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Presentation Notes
What is the best way to improve your ISP? Start working to identify directly certified students in iMATCH from January through April.   April 1st is the date used for reporting CEP data and you can submit your CEP application the next day on April 2. The sooner that you submit your documentation to the CANS office for review the better. There are about 21 schools that will potentially have to re-apply for CEP this year, which will take our office time to go through. The sooner we can review your documentation, the sooner we can let you know your tentative claiming percentages and if you need to submit any further documentation. June 30th is the final day to submit documentation to apply for CEP.  



June 30th – Start of School: 
A mandatory CEP Year 1 Training 

Attendance at this training is required to be approved for 
CEP

After the school year begins: If your school is not on the 
administrative review list to receive a full review, you may 
receive an abbreviated administrative review
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Presenter
Presentation Notes
Sometime between June 30th and the start of the school year we are hoping to have a mandatory CEP year 1 training in Pierre. We will announce more specific details once we are able to evaluate the feasibility of an in-person training.   After the school year begins: If your school is not on the administrative review list to receive a full review, you may receive an abbreviated administrative reviewWhen conducting an abbreviated review (desk audit), we look at one month of claim and the supporting meal counts. If we do not find any issues, then we close the abbreviated review, if there are issues, we will ask for further documentation.
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Direct Certification system – used by SFAs to identify 
students eligible for free meal benefits via assistance 
programs (SNAP, TANF, etc.)

System compares enrollment information from Infinite 
Campus and DSS data nightly

Identical entries between the two files are matched, and 
listed on the corresponding school district list

Presenter
Presentation Notes
Now let's touch base on what the iMATCH system is used for, and how it works… iMATCH is our Direct Certification System.  It is used by SFAs to identify Students who are eligible for Free meals via assistance programs such as SNAP or TANF.  ��The system compares enrollment information that comes from infinite campus and the Department of Social Services nightly.  Identical entries between the two files are then matched and listed on the corresponding school district list in iMATCH.  



Student Eligibility
Administration
DC Matching
Matched - All Match 
Methods selected
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Presenter
Presentation Notes
Let’s go over how to obtain the direct certification list for your SFA, or school district.After logging in, select Student Eligibility, Administration, and then DC Matching.  Click the Matched tab I will discuss the exclude boxes on the next slide 



Un-check the Exclude Checkboxes
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Presenter
Presentation Notes
First, make sure all the match methods are selected including system, sibling, manual, and transfers.The PrimeroEdge software has added some ‘exclude’ boxes to help with load times.  When the ‘exclude’ boxes are selected, the system will not display the following conditions:Students that have been previously notified by using the automated iMATCH notification lettersTransfer students that had benefits in a previous school districtStudents that had a lower level of benefits (like TANF), and are now matched at a higher level of benefits (like SNAP)We suggest that you unselect the ‘exclude’ checkboxes.  From here, you can click apply.After clicking apply, the system will display all students in your SFA that are identified as directly certified for free meal benefits.



Export allows you to save the full list in Excel format
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Presenter
Presentation Notes
The export button in the right corner allows to save full list in Excel format We will continue this process on the following slide.



Export allows you to save the full list in Excel format
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Presentation Notes
After clicking ‘Export’ an ‘Export Options’ window will appear.Select the ‘Export latest eligibility matches only’ option. This will allow for your export to capture the most updated benefit information and will limit to a single-entry display per student, and ensure that you are including transfer students.  
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Presentation Notes
This is an example of the iMATCH system notification email.  This email is a basic notification that will get sent to all users in your SFA when a new match has been determined.  The notification is not specific but is to be used as an alert to check the system.  It is important for the primary user at your SFA to keep an eye on these email notifications and update the schools benefit issuance accordingly. 



Student Eligibility  Administration Matching
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Presenter
Presentation Notes
When you get an email notification you will want to go in and check on your new matches, so here, we are back on the Matched tab, which is found by selecting Student Eligibility -> Administration -> DC Matching.  �The ‘Matched’ tab also features a date range. Use the date range feature from the Matched tab to observe the new matches.  You can adjust the date range to determine when newly matched students are eligible.  When using the date range, it is suggested to add an extra day to the ‘From’ box and the ‘To’ box, to ensure that you are capturing the information that you are looking for.  After a date range is entered, click apply.  The list of students displayed will come from only the date range identified.  
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Student Eligibility  Administration  DC Matching Matched tab

Presenter
Presentation Notes
There are multiple ways to do the same task – Direct certification by site is probably the easiest way to identify a list of students receiving benefits per a specific site within your School Food Authority.Go to the Matched tab, as we have previously discussed by clicking Student Eligibility -> Administration -> DC Matching -> Matched tabBefore selecting ‘Apply’, use the Site drop-down arrow to select a specific site.  Now, when you click ‘Apply’, it will bring up a list of directly certified students that are enrolled at the selected site.This is helpful if you are not participating in CEP district wide but instead participate in CEP by grouping schools. Using this feature, you can pull a report for each site participating in CEP We will look at another way to obtain this information on the following slide.



Student Eligibility
Eligibility Reports
Eligibility 
 (uncheck Paid, Reduced)

Reason
 (uncheck DC Unmatched, 

Default)
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Presenter
Presentation Notes
Using the Eligibility Report, you are also able to obtain a list of directly certified students enrolled per site.The Eligibility Roster is nice, because you can export data in an excel document, and have each tab in the excel document be a different site.To do that you would need to follow these steps:Click Student Eligibility,Eligibility Reports -> Eligibility Roster In the Eligibility box,  uncheck Paid, ReducedIn the Reason box,  uncheck DC Unmatched and Default �From here you can click generate report and iMATCH will generate the report for all the sites in your district 
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Presentation Notes
There is also a site modifier at the top of the screen, if you wanted to change the report to one specific site.Next, in the Eligibility box, as stated on the previous slide, you will want to make sure to ‘un-check’ Reduced and Paid.  Also, in the Reason box, you will want to make sure to ‘un-check’ DC Unmatched and Default.  We have highlighted the boxes to un-check.  Once you have un-checked the necessary boxes, click ‘Generate Report’ in the bottom right corner.  After you click ‘generate report’, an additional window will be displayed.  You can page through to find the different site reports, which we will talk about more on the next slide.
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Arrows allow user to page through to additional 
students, or additional sites

Floppy disk Save icon allows users to save file 
as Excel

Saving as Excel features each site to display as 
a different tab in Excel

Presenter
Presentation Notes
Arrows on the generated report allow the user to page through to additional students, or additional sitesThe Floppy disk Save icon allows users to save file as ExcelSaving as Excel allows for each site to display as a different tab in ExcelIf you would like to look at site-based direct certification data, then it is best to save the document as an Excel document, that way the list is more manageable and user-friendly.  Teresa will explain potential matches on the following slide.



Student 
Eligibility
DC Matching
Potential 
Matches
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Presentation Notes
TERESA: Reviewing potential matches can be an important step when trying to increase your ISP. When the iMATCH system compares Infinite Campus enrollment to students receiving benefits from Department of Social Services, it automatically matches files using criteria.Each criteria (or data point) is assigned a score, and when the comparison of data points between the two student files reaches a score of 44, an automatic match occurs.For example, if the first name, last name and date of birth match perfectly between the two systems, there will be an automatic match with a score of 100.  If there is a slight difference between the Infinite Campus student record and the SNAP or TANF benefit information, an automatic match can not be made, but a potential match may be created. The Potential Matches tab is a probability ranking of names that have not been automatically matched. It gives the likelihood that a student listed in Department of Social Service database is a match to a particular student entry in Infinite Campus for your school.Please note the two blue boxes on the screen. Prior to observing your list, you can select High and/or Medium probability to observe. It is best practice to observe the High-probability student files first.  Make sure that the ‘High’ probability checkbox is checked, then click apply. Additionally, if particular entries in the Potential Matches tab have already been reviewed, the ‘Compare Status’ checkboxes will only display the entries that have not been reviewed.
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Presentation Notes
Once you have clicked apply, the system will display a list of students that have a high probability of matching. The column on the left, labeled ‘PrimeroEdge Student Details’ (identified on the slide by the green border and number 1) is the enrollment file from the school’s Infinite Campus.The column on the right, labeled ‘Certification File Details’ (identified on the slide by the blue border and number 2) is the Direct Certification file from Department of Social Services.  The iMATCH system has made a comparison between the two files, and determined that the enrollment file on the left, and the direct certification file on the right, have very similar student data, but not similar enough for an automatic match to occur.  This is where you come in.You will see a link toward the middle of the two lists, labeled ‘Compare’.  This link is identified on the slide by the red border, and number 3. When ‘Compare’ is clicked, the systems opens a window that will allow you to look at specifics between the Enrollment file from the left side, and the Direct Certification file from the right side. We will look at more detail on the following slide.



Matching Criteria
Reviewing possible 
match
Making the Match
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Presentation Notes
This is the “compare” box that pops up. You will be able to see the reason why the student was not automatically matched because you will be able to view all of the data points. The fields highlighted in green are criteria that are consistent between the two files.If you review the information and are able to determine that the student record is the same student identified in the Department of Social Services file, you can make a manual match using the Match button displayed on the screen.If you determine that the student record is not the same student, you can mark the student as reviewed.Working through your potential matches helps catch nicknames, different last names and data entry errors that may be preventing an automatic match.It is an important step to improving your ISP, because potential matches will not show up on your DC list until they are matched.



You can manually match siblings or other students that 
live in a household that were not automatically matched 
utilizing the Sibling Match

Go to the Sibling Search tab, select the way in which 
you would like to create a sibling match, and then 
click ‘apply’

Two ways to match siblings are shown on 
the following slides:
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Presenter
Presentation Notes
Now that we have talked about potential matches, let’s talk about sibling matches. If one child in a household is directly certified through SNAP or TANF, all the other children in the household can be directly certified.This is called extending eligibility.You can manually match individuals that live in a household that may not have been automatically matched by using the Sibling Match feature.Go to the Sibling Search tab, and then select the way you would like to create a match, and then click apply.We’ll look at two ways to complete a sibling match in the following slides.
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Presentation Notes
The first way to match a sibling is to Select ‘by household’ (1) this should display a student(s) that has benefits on the left side (2) and a sibling in the same household without benefits on the right side (3)Select the checkbox (4) and click ‘Process Matches’ (5) – this will match the non-recipient (or the student who was not directly certified) to their household 



26

Presenter
Presentation Notes
The second way to match a sibling is to Select ‘Manual’ (1) you will be able to look-up for the approved, directly certified student (2) and then you will be able to do a separate look-up for the non-certified student (3)After selecting these students, click ‘Process Matches’ (4)Please note there is also the ability to use address and guardian as ways to perform the match.
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Reach out to your local FDPIR office to see if they will be 
willing to provide you a list of eligible students

Provide them with a list of students that are enrolled in 
your district, not already directly certified in iMATCH

They will provide you with students receiving FDPIR 
benefits

Presenter
Presentation Notes
Now that we have discussed how to use iMATCH, let’s visit more about how to directly certify students who may be receiving benefits through the Food Distribution Program on Indian Reservations, or FDPIR.The first step is to reach out to your local office to see if they are willing to work with you. You’ll need to provide the FDPIR office a list of enrolled students who have not already been directly certified in iMATCH – and then the FDPIR office can provide you with a list of students who are receiving FDPIR benefits.
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The list you send to your FDPIR office must include:
• one identifying information matching indicator such as their birthdate, 

address, or parents name

The list the FDPIR office sends to you must include:
• Start and End date of benefits
• A written, signed, and dated statement (on letterhead) from an FDPIR 

official at the local office stating that the students on this list are receiving 
FDPIR benefits

Presenter
Presentation Notes
The list that you provide to the FDPIR office should include at least one identifying indicator that the FDPIR office can match – such as a birthdate, address or parents name.The list that the FDPIR office sends to you must include the start and end date of benefits for each child on a written, signed and dated statement on official letterhead from the FDPIR office.The statement needs to say that the students on the list are receiving FDPIR benefits.



Crow Creek Sioux Tribe Connie Thompson 605-245-2872
Cheyenne River Sioux Tribe Theresa Lofton 605-964-3326
 Lower Brule Sioux Tribe Audrey Estes 605-473-5372
Oglala Sioux Tribe Jake Little 605-867-3737
Rosebud Sioux Tribe Ruth Reifel 605-856-4558
 Sisseton-Wahpeton Oyate Mark Thompson 605-698-3762
 Standing Rock Sioux Tribe Charles “Red” Gates 701-854-7238
 Yankton Sioux Tribe Justin Cournoyer 605-384-5549

29https://www.fns.usda.gov/contacts/contact-map

Presenter
Presentation Notes
We have included the FDPIR office contacts and phone numbers for you. Mailing addresses and emails are also accessible through the USDA’s Food and Nutrition Service website for FDPIR.https://www.fns.usda.gov/contacts/contact-map	



Individual who lacks a fixed, regular, and adequate nighttime 
residence and includes:
children who are sharing the housing of other persons due 
to loss of housing or economic hardship
children living in
motels, hotels, trailer parks, or campgrounds
emergency or transitional shelters
abandoned in hospitals
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Presenter
Presentation Notes
You may not realize that homeless students count toward your ISP.Homeless is defined as an individual who lacks a fixed, regular, and adequate nighttime residence and includes:children and youths who are sharing the housing of other persons due to loss of housing, economic hardship, or a similar reasonare living in motels, hotels, trailer parks, or campgrounds due to the lack of alternative adequate accommodations.are living in emergency or transitional sheltersare abandoned in hospitals



children and youths who have a primary nighttime 
residence that is a public or private place not 
designed or ordinarily used as a regular sleeping place 
for human beings
children living in cars, parks, public spaces, abandoned 
buildings, substandard housing, bus or train stations
migratory children who qualify as homeless
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Presenter
Presentation Notes
children and youths who have a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping place for human beingschildren and youths who are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train stations, or similar settingsmigratory children who qualify as homeless



McKinney Vento
https://doe.sd.gov/title/documents/EligRights.pdf

Obtain a list of homeless students from 
your homeless liaison.
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Presenter
Presentation Notes
The McKinney Vento Homeless Assistance Act is the legislation that defines how students are qualified as homeless if you would like to know more.You can obtain a list of homeless students from your school’s homeless liaison. This person is always identified in the Department of Education School Directory under McKinney Vento liaison at https://doe.sd.gov/ofm/edudir.aspx

https://doe.sd.gov/title/documents/EligRights.pdf
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If you can reach an ISP of 
65-70% with only 
iMATCH, you do not 
need to take any further 
steps

If  students are already 
certified in iMATCH, do 
not send them to the 
FDPIR office

The sooner, you begin 
working on this, the 
more assistance and 
support our office can 
provide

Presenter
Presentation Notes
If you reach an ISP of 65-70% with iMATCH, you do not need to take any further steps. A 62.5% ISP = 100% free claiming percentage but you should be sure to give yourself a buffer.Remember students who are already certified in iMATCH do not need to be sent to the FDPIR office.The sooner you begin the process, the more support our office can provide.



Check the iMATCH system weekly for any new potential 
matches, to ensure the highest ISP
“Potential Matches” in the iMATCH system do not count 
toward your ISP, unless you manually match them
Extend DC benefits to all members of a household
If you have questions or need help do not be afraid to call!
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Presenter
Presentation Notes
The iMATCH system is updated in the evening. Check for new potential matches once a week to ensure the highest ISP. Potential Matches are not counted toward your ISP unless you manually match them.Remember to extend direct certification benefits (SNAP, TANF) to all members of a household. And last, but certainly not least, if you have questions or need help, please give us a call!
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Presenter
Presentation Notes
This is the end of our scheduled presentation.



CANS 
CONTACT 

INFO.
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• Andrea.Theilen@state.sd.us
• (605) 773-8067

Andrea Theilen

• Teresa.Motlas@ state.sd.us
• (605) 367-7040

Teresa Motlas

Presenter
Presentation Notes
Please feel free to contact either Andrea or Teresa with questions.

mailto:Mikayla.Hardy@state.sd.us
mailto:Andrea.Theilen@state.sd.us
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1-866-442-6030 support@primeroedge.com

Presenter
Presentation Notes
Primeroedge has a customer support line if you experience issues with iMATCH software.

mailto:support@primeroedge.com
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Presenter
Presentation Notes
Thanks so much for joining today. Please continue to keep up with CANS by attending our upcoming trainings.



Check in with CANS is on February 3, at 2:30 pm CT / 1:30 pm MT

Check in with CANS discusses hot topics, provides new guidance or program 
clarifications from the USDA, and offers reminders of important dates in the 
Child Nutrition Programs. There is also time scheduled to take questions 
from call participants. 

Join the Check in with CANS Zoom Meeting: 
https://state-sd.zoom.us/j/93990420264?pwd=dE1nZ0NPc2JwaCtJOXlqNVVlZ3l3QT09

Meeting ID: 939 9042 0264 
Passcode: 415931
Dial by your location +1 312 626 6799 US (Chicago) 
Meeting ID: 939 9042 0264 
Passcode: 415931
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Presenter
Presentation Notes
Check in with CANS is scheduled for February 3. Full call minutes are posted on the CANS website, under the Check in with CANS section, and a recording of the call will be temporarily available in this same location. 

https://state-sd.zoom.us/j/93990420264?pwd=dE1nZ0NPc2JwaCtJOXlqNVVlZ3l3QT09


Crash Course with CANS is on January 27, at 2:30 pm CT / 1:30 pm MT
Live Webinar Topic: Summer Food Service Program Application

During this Crash Course with CANS, we will be discussing the Summer Food Service 
Program Application, Required trainings and go over announcements!

Join the Check in with CANS Zoom Meeting: 
https://state-sd.zoom.us/j/93990420264?pwd=dE1nZ0NPc2JwaCtJOXlqNVVlZ3l3QT09

Meeting ID: 939 9042 0264 
Passcode: 415931
Dial by your location +1 312 626 6799 US (Chicago) 
Meeting ID: 939 9042 0264 
Passcode: 415931 40

Presenter
Presentation Notes
We are also hosting a Crash Course on the Summer Food Application on January 27. �If you are unable to attend, the slides and a recording of the webinar will be posted to the CANS website (https://doe.sd.gov/cans/index.aspx) under the Crash Course with CANS section by Friday or Monday. 

https://state-sd.zoom.us/j/93990420264?pwd=dE1nZ0NPc2JwaCtJOXlqNVVlZ3l3QT09


Supply Chain Assistance Webinar is on February 1, at 2:30 pm CT/ 1:30 pm MT

This live webinar will go over the SCA funding that you will receive and how you can
use these funds.  

Join the Check in with CANS Zoom Meeting: 
https://state-sd.zoom.us/j/93990420264?pwd=dE1nZ0NPc2JwaCtJOXlqNVVlZ3l3QT09

Meeting ID: 939 9042 0264 
Passcode: 415931
Dial by your location +1 312 626 6799 US (Chicago) 
Meeting ID: 939 9042 0264 
Passcode: 415931
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Presenter
Presentation Notes
Tune in to the Supply Chain Webinar on February 1. This will be a live webinar that tells you how you can use the supply chain assistance funding that is being released.

https://state-sd.zoom.us/j/93990420264?pwd=dE1nZ0NPc2JwaCtJOXlqNVVlZ3l3QT09


The South Dakota Department of Agriculture 
and Natural Resources (DANR) announced 
$80,000 in funding to help school districts 
use more local and fresh foods.
 The Farm to School Grant Program will 

offer grants up to $5,000 for each school 
district that applies.
 School districts must participate in the 

USDA National School Lunch Program to be 
eligible. 
 The program will reimburse schools for 

cafeteria equipment, gardening supplies, 
and other items to increase the use of local 
foods. 

The application can be found here: Farm to School 
Mini Grant Application 42

Presenter
Presentation Notes
And if your school is interested in exploring Farm to School, there are mini-grants available through the South Dakota Department of Agriculture and Natural Resources.Applications are due on May 1 with funds available after August 1, 2022.We encourage you to apply! Find out more on the DANR website: https://danr.sd.gov/AboutDANR/farmtoschool.aspx

https://forms.office.com/Pages/ResponsePage.aspx?id=fFSvcKtpbUG0plQ7XOUrmeSBt-ZzxNFLu6crNBfGliBUNTQ1QjY3Mk1FNkpHWlBDUDdSWTRVVjJYMy4u
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CEP Timeline and iMATCH Basics
This training credits for 30 minutes of training in

Key Area 3 - Administration
3130 Community Eligibility Provision (CEP)

Your Name:

Date of Training:

Presenter
Presentation Notes
Thank you for joining us today! This training qualifies for 30 minutes of time under professional standards code 3130 Community Eligibility Provision.
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Non-Discrimination Statement: 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 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.

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov
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