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Purpose:
· To identify students receiving SNAP* (formerly Food Stamps) and/or TANF* benefits.
· These students are automatically eligible for free school meals.
· Parents/guardians do not have to fill out application form and schools do not have to process the form.
· Since applications aren’t needed, meal benefits may be provided quickly, preventing unpaid meal charges or students who go hungry.
· All public and private schools participating in School Lunch and School Breakfast.
*SNAP – Supplemental Nutrition Assistance Program
*TANF – Temporary Assistance for Needy Families

Data Source:
· Student enrollment information from STARS is sent to Department of Human Services (DHS) data hub
· DHS data is matched with DPI data
· Student matches (linkages) are broadcast back to STARS
· Districts are notified of matches.  
· Districts enroll students into Direct Certification special program.

Process to Enroll Students as Direct Certification:
· Schools are provided with a notification list of enrolled students that have been matched with DHS SNAP/TANF participation data.
· School acknowledges student as enrolled.
· Once acknowledged,  student will be marked as receiving Direct Certification under Special Programs section of Student Detail in STARS.
· If student is not at that school, school indicates that the student is not enrolled, and the student is placed in a “research” file for DPI.

Unmatched School Aged Children:
· If direct match can’t be made to student enrollment, child’s information will be broadcast out to schools at 5 closest zip codes to child’s DHS zip code.
· If none of those schools acknowledge child, DPI may research further by sending information out to additional schools of their choice.
· DPI opens up enrollment for the new school year in STARS.
· Schools rollover their enrollment from the previous school year.
· The Direct Certification match process occurs once enrollment is populated for new school year.  
· As enrollment is updated by school, direct certification system will send notifications. 
· Direct Certification notification lists will not be available until district opens their enrollment for the new school year. 

Beginning of School Year:
· All students eligible last school year remain eligible for the first 30 days of this year or until their eligibility is re-determined through Direct Certification or application form.  
· All students on notification lists at the beginning of the school year are new determinations for the new school year.  
· Direct Certification students do not have to submit free/reduced price applications.
Extending Free Meal Eligibility: 
· All other school aged children in household of a Direct Certified student are also eligible for free meals.  
· If a match does not occur through STARS process, but additional enrolled children reside in the household of a child on the list, document relationship manually and provide free meal benefits.

During the School Year:
· Student  receiving SNAP/TANF transfers into district
· School enters student enrollment information into STARS, new match will occur and school will be notified.
· Enrolled student becomes eligible for SNAP/TANF
· If enrollment information is in STARS, a match will occur and school will be notified
· If no enrollment information is in STARS, the broadcast and research process will begin. 

Additional Things to Remember:
· Households must be notified that they have been determined eligible for free meals.  
· Use the “Notification of Predetermined Eligibility” letter. http://www.dpi.state.nd.us/child/snp/tools/notific_PE.pdf 
· Households may refuse benefits.  If so, document and change student eligibility.
· Eligibility is good for the entire school year and 30 days into the next school year.  Regardless of household changes or residential circumstances.
· Accessing Direct Certification in STARS 
· Identify the person(s) who will be accessing the student eligibility information on STARS.
· This person should be the person currently responsible for determining free/reduced price applications and/or maintaining the roster of free/reduced price students. 
· Access to the Direct Certification system must be limited to only those persons authorized to access free/reduced price eligibility information. This information must be kept confidential.  
· The district administrator must grant permission in STARS for that person(s) to access the Direct Certification system. 

Permissions:
· The District Administrator grants the permissions to access Direct Certification in STARS. 
· the administrator logs into STARS and then clicks on Manage Users and searches for the user they want to assign permissions to. 
· Once they find the user they click on the “Configure” link to the right of the “Report Permissions” heading. 
· On the next screen the user picks how many rights to grant (i.e. One educational entity, All my reports and educational units, One report and one educational entity or One report). The choice on this screen determines what the following screens will be. A user may have to choose an educational entity or a report on the next screens.
· The last screen is granting the permissions. For direct cert the only permissions that are needed for full functionality are “Can View”, Can Add/Edit Data” and “Can Export”.  
· If a user needs to view the Direct Certification checkmark in enrollment, they also need the Direct Certification special program permission.  
Step-By-Step Instructions

Once the user is logged into STARS, the main page will display.  To access Direct Certification, click on the Direct Certification link under reports. Then click on the name of your district.  And then select the school year. 

[image: ]

The Direct Certification Menu offers two choices, Broadcast Notifications and Matched Notifications. The two notifications are defined as:
Broadcast Notifications – School age children who are receiving SNAP and/or TANF, but do not have an enrollment record in STARS. 
Matched Notifications – School age children who are receiving SNAP and/or TANF, and are listed in STARS as enrolled in your district/school. Most of your Direct Certification students will be identified in this section.  

On the screen print below, the Broadcast Notifications heading is listed in white, which indicates that you are on that page.  This district has one student listed as a Broadcast Notification, Chase Johnson.  
Once the district receives the list of names on their notifications, they must indicate whether or not the students listed are enrolled in the district.  To do this, click on the (blue) name of the student.

[image: ][image: ]
For students on the Broadcast Notifications list, you will see the student details followed by a grayed-out “Enrolled” box and an active “Not Enrolled” box.  There is also a simple student search section at the bottom of the page.  

When the Enrolled button is grayed out, the system has not found the student in the district’s Enrollment in STARS.  If the student is enrolled in STARS, the district may find the student name by typing the student’s last name in the Search field at the bottom of the page and click on Search.   
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If the student’s name shows in the Search results at the bottom of the page, the district may click on the last name (blue) of the student.  

[image: ]







Once the student name is found the Enrolled button will be active.  Click on the Enrolled button to add the student’s name to the district’s Direct Certification list.  
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You will asked if you want to enroll the student with non matching information.  Click on OK.  
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If a student listed on the Broadcast Notifications list is not enrolled at the district, click on the student’s name. 
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Then click on the Not Enrolled button. The system will ask if you are sure you want to decline the student enrollment.  Click on OK  
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Once the district indicates that a student on the notification list is either Enrolled or Not Enrolled, the name is removed from the Notification list.  If the student is Enrolled, the name will be listed on the Direct Certification list, which can be accessed through the Export Tool or PDF Function in the Direct Certification system.  If the district clicks on Not Enrolled for a student, the student’s name is removed from the notification list and is put on a DPI administrative Research list.  
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As previously mentioned, there are two types of Direct Certification Notifications.  The students on the Matched Notifications list are school age children who are receiving SNAP and/or TANF, and are listed in STARS as enrolled in your district/school. Most of your Direct Certification students will be identified in this section.  The district may Enroll/Not Enroll these students one by one, or in multiples.  
Once you click on Matched Notifications, you will be able to enter search filters.  After entering your search criteria, click on Search.  Large School Districts – the list will be very long at the beginning of the school year.  A search filter must be entered or the system will time out before the list is generated. 









To enroll the students one by one, click on the name of the student.  
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Then click on the Enrolled Button.  You will see that both of the buttons, Enrolled and Not Enrolled, are active on this page.  If the Enrolled button is grayed out, the system has not identified the student as enrolled in the district during the current school year.  Once the student is Enrolled, the name will be removed from the notification list and will be added to the district’s Direct Certification list. 
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To Enroll/Not Enroll multiple students at a time, select the students by clicking on the box before their names or click on the box in the green header of the table.  That will select all active students on the page. Then click on the Enrolled or Not Enrolled links above or below the student list. If there is a blue link at the bottom of the page that says “next”, the district has multiple pages of Direct Certification matches.
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If the box before the student’s name is grayed out, the system has not identified the student as enrolled in the district during the current school year, and the district will not be able to click on Enrolled for the student until the student is added to the district’s enrollment in STARS.  
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The district may also Look Up students from DPIs Direct Certification application records. This is helpful if siblings of a student who is directly certified don’t show up on your notification list, or if you suspect a student should be on the list.  Click on “Student Lookup” in the left column.  Then enter either a case number (which is listed on with the directly certified students record on the Direct Certification export), or enter the student’s first and last name (doesn’t need to be exact) and birthdate (must be exact) and click on Search.  If the student name is found, the district would enroll them just like they do when the name is on the Broadcast Notifications list.  
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The district/school may generate an Excel or pdf report of their enrolled Direct Certification students.  This is a list of the students from either the District Notifications list or the Broadcast Notifications list that the district/school had indicated as Enrolled.  To generate the pdf report, click on Generate PDF under the Functions menu on the left column of the page.  
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Then click on the PDF button 
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The pdf report provides a separate page for each plant within the district in the format listed below.  
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A spreadsheet (.csv) report may also be generated by clicking on Export under the Tools menu in the left hand column
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Choose the Direct Certification Students Export and then click on Export in the left column.  
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The spreadsheet may be sorted by plant, name, etc.  The file may also be imported into the district’s computerized meal counting system.  
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The District Direct Certification reports (pdf and excel) now show the date that the student became eligible for direct certification.  The most recent date that the student became eligible for Direct Certification is listed.  Frequently, the date will be in a prior school year.  If a district has signed an Assurance Regarding Flexibility on the Eligibility Effective Date for Directly Certified Students form, they can claim free meals for the directly certified student back to that date.  Claims can be adjusted within 90 days of the claim period.  If the date listed is before the current school year, the district can go back to the first day fo school for the current school year.  The Date eligible is not listed on the notifications that districts receive in STARS.  Districts must enroll the student into Direct Certification before they are able to view the date.
 
Pdf Report:
[image: ]

Excel Report:
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1 [StatelssuedIl|SchoolYeaStatelD  FirstNameLastName MiddleNa DOB Gender
2 34-006-1323 2015 1.42E+09 Noah Bartolome M. 19990608 M
3 34-006-1323 2015 2.51E+09 Colton  Brolliar  Daniel 20080607 M
4 34-006-1323 2015 2.3E+09 Jayden  Brolliar  Elizabeth 19990527 F
5 34-006-1323 2015 2.3E+09 Jeffrey  Brolliar Richard 20000730 M
6 34-006-1323 2015 2.19E+09 Aydan Doll Lee 20060924 M
7 34-006-1323 2015 1.61E+09 Brandie Domingue Mae 20050626 F
8 34-006-1323 2015 2.29E+09 Gissele  DomingueElvira 20080815 F
9 34-006-1323 2015 1.69E+09 Raymond DomingueJoel 20070528 M
10 |34-006-1323 2015 2.51E+09 Berkley Fonder  Scott 20080427 M
11 |34-006-1323 2015 2.79E+09 Jammi Fracasso Rae 20020104 F
12 |34-006-1323 2015 3.01E+09 Abigail  Garza Martinez 19980108 F
13 |34-006-1323 2015 2.09E+09 Ailyn Garza 20000827 F
14 |34-006-1323 2015 1.06E+09 Annahi  Garza Martinez 20030718 F
15 |34-006-1323 2015 2.2E+09 Jaden Gilbert  Lee 20070420 M
16 |34-006-1323 2015 2.7E+09 Jordan  Gilbert McKee 20090115 M
17 |34-006-1323 2015 1.33E+09 Arielle GrandboisJean 20040713 M
18 |34-006-1323 2015 2.59E+09 Angela  Hager R 20010720 F
19 |34-006-1323 2015 2.86E+09 Makayla Hager Ann 20100402 F
20 |34-006-1323 2015 1.61E+09 Brylee Johnson Ann 20050121 F
21 |34-006-1323 2015 1.32E+09 Griffin Johnson L 20021104 M
22 34-006-1323 2015 2.59E+09 Sierra Johnson L 20010726 F
23 /34-006-1323 2015 2.2E+09 Carley Kalis Ann 20070429 F
24 34-006-1323 2015 1.52E+09 Kayleigh Kalis Jo 20060604 F
25 |34-006-1323 2015 2.7E+09 Caitlyn  Karau Rose 20090525 F
26 |34-006-1323 2015 1.88E+09 Abigail  Lopez Nicole 20060613 F
27 |34-006-1323 2015 2.59E+09 Monica Lopez M. 19961007 F
28 |34-006-1323 2015 1.15E+09 Rosendo Lopez 1l 20050730 M
29 |34-006-1323 2015 2.48E+09 Christoph: Martinez Scott 20030828 M
30 34-006-1323 2015 1.13E+09 Esteban Martinez 19970831 M
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103 Elizabeth St
13051 94th St NE
13051 94th St NE
13051 94th St NE
201E2ndAve S

Cavalier
Cavalier
Cavalier
Cavalier
Cavalier

403 Boundry Rd W # Cavalier
403 Boundry Rd W # Cavalier
403 Boundry Rd. lot Cavalier

601 River St
PO Box 253
PO Box 542
PO Box 542
PO Box 542
PO Box 353
PO Box 353
PO Box 441
201 W 5th Ave N

13664 Hwy 5
13664 Hwy 5
300 E 2nd Ave S
PO Box 162

PO Box 162
1204 Westwood Ct
301E2ndAveS
PO Box 14
301E2ndAveS
13754 Hwy 5
8909 Main St

Cavalier
Cavalier
Glasston
Glasston
Glasston
Cavalier
Cavalier
Cavalier
Cavalier

Cavalier
Cavalier
Cavalier
Hamilton
Hamilton
Cavalier
Cavalier
Cavalier
Cavalier
Cavalier
Glasston
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State Zip PlantPupil DirectCert CaseNumi DHSSourc: EligibleDate
ND 58220 10598 20140904 137715 DHS-FS 20140806
ND 58220 10457 20150327 333558 DHS-FS 20150327
ND 58220 10349 20150327 333558 DHS-FS 20150327
ND 58220 10350 20150327 333558 DHS-FS 20150327
ND 58220 10612 20150123 224465 DHS-FS 20140930
ND 58220 1.61E+09 20140904 202157 DHS-FS 20130524
ND 58220 10596 20140904 202157 DHS-FS 20130524
ND 58220 1.69E+09 20140904 202157 DHS-FS 20130524
ND 58220 10458 20141021 200570 DHS-FS 20141021
ND 58220 10613 20150208 180813 DHS-FS 20140815
ND 58236 3.01E+09 20140904 133120 DHS-FS 20140509
ND 58236 2.09E+09 20140904 133120 DHS-FS 20140509
ND 58236 1.06E+09 20140904 133120 DHS-FS 20140509
ND 58220 2.2E+09 20141223 295945 DHS-FS 20141219
ND 58220 10577 20141223 295945 DHS-FS 20141219
ND 58220 1.33E+09 20140904 236708 DHS-FS 20140805
ND 58220 2.59E+09 20150114 176858 DHS-FS 20150102
20150114 176858 DHS-FS 20150102
ND 58220 1.61E+09 20140904 258624 DHS-FS 20141010
ND 58220 1.32E+09 20140904 258624 DHS-FS 20141010
ND 58220 2.59E+09 20140904 238542 DHS-FS 20140610
ND 58238 2.2E+09 20140904 313022 DHS-FS 20141028
ND 58238 1.52E+09 20140904 313022 DHS-FS 20141028
ND 58220 10563 20140908 323260 DHS-AF 20140819
ND 58220 1.88E+09 20150326 15316 DHS-FS 20141010
ND 58220 2.59E+09 20140904 165581 DHS-FS 20140211
ND 58220 1.15E+09 20150326 15316 DHS-FS 20141010
ND 58220 10415 20140904 306962 DHS-FS 20140509
ND 58236 1.13E+09 20140904 142658 DHS-FS 20140506
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STARS
State Automated Reporting System

Welcome Linda Schioer (Log Out)

ill Out Reports

Tofill out orview a report first select the report rom the tree view by clicking on the plus sign to expand the tree and then click on the educational unitfor the report Afer you click on the educational
unit,a box wil be displayed on the right side of the page that displays the contact information for the selected report. Selectthe school year and click “Select”to enterthe report.

& Reports Direct Certification
© Enroliment Educational Unit. DPI DISTRICT
& ) Direct Certfication SchoolYear  [20102011 v

& [ Direct Certiication

Select

= Wahpeton 37 (Wahpeton) 39-037

ContactName:  Linda Schioer

Email lkschioer@nd.gov
Phone: 701-328-4565
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