[bookmark: _GoBack]Community Eligibility Provision (CEP) and HIF Forms
Confirmation Letter of Free/Reduced SES Status

Purpose: Describe how to create a confirmation letter in Infinite Campus for free/reduced SES status

Audience: Partial or Full CEP Districts (excluding any partial CEP district utilizing Infinite Campus as their food service POS)

General Overview: Districts have requested that a letter template be made available for the purposes of confirming free/reduced socioeconomic status (SES) of a student. Parents may request this letter for proof of free/reduced SES when asking for fee waivers from outside organizations, who are requesting an outside validation of assistance. 

Letter Template Examples



Two examples are provided for generating a confirmation letter. Both templates originate from Infinite Campus and contain dummy data. The first template is for a directly certified student and the second is for a student who is eligible for free/reduced SES based on the household income form (HIF). While the letter was designed for the traditional NSLP program this template has been modified for use with the HIF form under the CEP program.

Use of the Letter Templates
Depending on their need districts may either: 1) create a MS Word mail merge template based on the attached letter templates, or 2) user the Letter Editor in Infinite Campus to modify the templates to match the attached letter templates and then generate the letter using the FRAM Letter Batch tool. The decision on which tool to use depends on what information should appear on the letter and how the SES status was entered into Campus.

	Method
	Advantage
	Disadvantage

	FRAM Letter Batch tool
	Prints parent’s name, address and student name(s)
	Will not print when manually entering in the SES status into Campus; Household Application tool must be used to generate SES status; will work fine for DC students

	MS Word mail merge
	Can customize format of letter; easy to use
	Must generate FRAM eligibility report in Excel to use as the mail merge file; will not have parent name and address on the file



Each method will be described in more detail below. Since this represents an official communication school letterhead should be used for whichever method is chosen.




Option #1: FRAM Letter Batch 
The FRAM Letter Batch uses a set of templates found under the Letter Editor tool (FRAM>Letter Editor). The templates provided for direct certification and approval/denial letter should be modified for use by the FRAM Coordinator as the default design is for the traditional NSLP program.

Steps
1. Edit the letter templates in Campus by navigating to the Letter Editor (FRAM>Letter Editor). If you do not have access to this tool then please contact your IC contact in your district for them to give you rights.
[image: ]

2. If the “+” sign is next to “Direct Certification Approval Letter” or the “Approval/Denial Letter” skip to step 4. Otherwise, click on the “New Letter” icon:
[image: ]

3. Fill out the information for the template and then click “Save”:
[image: ]

4. Click on the Adobe icon to begin editing the letter. The default language will need to be changed to match the attached templates:  
[image: ]

[image: ]
5. Ensure that your text matches the attached template language, including the non-discrimination statement at the bottom of the letter.

6. Click “Save” when finished.

7. You can click “Print Sample” to view the finished letter in PDF format.

Generating the Confirmation Letter
Use the FRAM Letter Batch tool to generate and view the letters.
1. Open the FRAM Letter Batch tool under FRAM>Reports>FRAM Letter Batch tool.

2. Select the school from the Campus school dropdown menu at the top of the screen that you want to run the report on:
[image: ]


3. Within the interface select the type of report you want to generate and the date. (The date represents the start date of eligibility):
[image: ]

4. Once the report is generated then scroll through the list to locate the confirmation letter. You can use the search feature in Adobe to locate the student name. As noted earlier those student SES records that were entered directly using the FRAM eligibility editor with a non-direct status will not appear. You will have to use a MS Word mail merge template for those.

5. Save or print out the letters that you need.



MS Word Mail Merge Option
As mentioned above when the FRAM eligibility is manually entered into Infinite Campus then the confirmation letter out of IC will not be available. In those cases you can use a mail merge feature in MS Word with the eligibility file out of Infinite Campus as the mail merge source file.

To create the mail merge source file you will use the FRAM eligibility report out of Infinite Campus.

1. Go to FRAM>Reports>Eligibility. Choose the following settings:
[image: ]
You can modify these settings for grade level and school to obtain only the records that you need. Note that “Date” entry pulls only students who are currently active as of that date. Use the “Period” or “Month” feature to pull students who are withdrawn. The period/month must be inclusive of the withdrawal date. Ensure that you choose “CSV” as the eligibility report format.
2. Once the report has been generated in Excel you can eliminate any rows prior to the student meal status data:
	Sch. Year
	Student Name
	Date of Birth
	State ID
	Grade
	Eligibility Type
	Eligibility
	Source
	Certified Type
	School
	Start Date
	End Date

	 15-16
	Brown, Charlie
	5/8/2009
	2120999999
	3
	Meal
	Free
	Direct
	SNAP
	Peanuts Elementary School
	8/12/2015
	6/30/2016



The above example shows you the data that you will have available. Note that parent/guardian name and the physical address are absent, which is useful identifying information to ensure you have the correct student.

3. The letter template with using the FRAM eligibility report is shown below with the mail merge fields shown in braces:
Date: {Letter Date}
To the parent/guardian of:
{Student Name}
{School}
{Grade}

	
	Dear Parent/Guardian:

Your child, {Student Name}, has been assigned a {meal status} socioeconomic status with attending a Community Eligibility Provision (CEP) school for SY 15-16 based on information received by the [Name of District] school district. This may qualify your child for additional educational benefits.

If you feel that your child has been incorrectly certified for additional educational benefits or if you do not want to receive additional educational benefits please contact [Insert contact information].

Please contact me if you have any questions.

Sincerely,

[FRAM Coordinator Name ]
[Title]
[Address]
[City, State, Zip]
[Phone]

In accordance with Federal Law and U.S. Department of Education policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. To file a complaint of discrimination, write U.S. Department of Education, Office for Civil Rights, The Wanamaker Building, 100 Penn Square East, Suite 515, Philadelphia, PA 19107-3323 or call (215) 656-8541 (Voice). Individuals who are hearing impaired or have speech disabilities may contact U.S. DOE through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). The U.S. Department of Education is an equal opportunity provider and employer.

4. You can select the student(s) to print out based on the mail merge selection. For help with the mail merge option in Word you can perform a web search and find plenty of information on how to accomplish that.

5. Important! Because a school can have students with the same name and grade level please ensure you choose the correct student when selecting from the FRAM eligibility report.

Please contact Brad Blunt, OAS Data Controller, at 502-564-5279, ext. 4932 or at brad.blunt@education.ky.gov with any questions you may have. 
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