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Presenter Notes
Presentation Notes
This module contains information on The Emergency Food Assistance Program (TEFAP) application and eligibility process.

Today, we will review the application form used to receive USDA Foods. We will also address the requirements that must be met to be eligible to receive USDA foods.




Determining TEFAP Eligibility

Determine
participant
eligibility upon
application.

Collect service
statistics on
participants.

This institution is an equal opportunity provider.

Renew participant
eligibility
application
annually.

Allow proxy
representation for

the participant.



Presenter Notes
Presentation Notes
This module will cover how to determine TEFAP eligibility, review the eligibility form, talk about proxy usage and the collection of service statistics.  

TEFAP eligibility is determined at the time of application by a participant. 

Renewal of eligibility occurs on an annual or more frequent basis and is completed using the TEFAP Eligibility application form. 

Collecting service statistics is an important task that will need to be completed when providing USDA Foods to applicants.

It is allowable for proxy representation for the application and receipt of USDA Foods.


Wisconsin Household Income
Eligibility Guidelines

Combined Household Combined Household Combined Household
Annual Income Monthly Income Weekly Income
Hous”ehold Size Ingresos Anuales Ingrgsos Mensuales Ingre_sos Semanales

Tamanio del Hogar Combinados del Hogar Combinados del Hogar Combinados del Hogar
1 person/1 persona $29 160 $2.430 $561
2 people/? personas $30 440 $3.287 $758
3 people/? personas $40 720 54143 $956
4 people/d personas $60,000 $5.000 51,154
5 peoplel/S personas $70,280 $5 857 $1,352
& people/é personas $80,560 $6.713 $1,549
7 people/7 personas 200,840 $7570 $1,747
8 people/B personas £101,120 58427 $1,945
9 people/d personas £111,400 $9.283 $2,143
10 people/10 personas $121,680 $10,140 $2,340
11 people/11 personas £131,960 $10,997 $2,538
12 people/12 personas $142 240 $11,853 $2,735

To determine eligibility for households of more than 12 members, add $10,250 per additional person per year; this value
equals an additional $857 per additional person per month.

Para determinar la elegibilidad de los hogares de mas de 12 miembros, afiada $10,280 ddlares por persona adicional por
afio; este valor equivale a $857 ddlares adicionales por persona adicional por mes.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
This slide displays the federal fiscal year 2023 Wisconsin household income eligibility guidelines.
 
TEFAP applicants self-declare income eligibility by determining that their combined household income is equal to or less than 200% of the poverty level. This level is adjusted to match federal levels each year. Proof of income is not required and cannot be requested to enroll in TEFAP. 

Current income is self-declared to be below the amount allowable and can be based on yearly, monthly or weekly gross income.  Gross pay is what is listed on the eligibility guidelines and application.





Household Definition

A household is a single person or group of
people, related or not.

A household lives as one economic group,
purchasing and preparing food together.

Multiple households may reside at one
address.

This institution is an equal opportunity provider. 4



Presenter Notes
Presentation Notes
A household can look many ways; it can be a single person, or a group of people. The people in a household may or may not be related but live, purchase and prepare meals together. Multiple households may reside at an address. 

For example, two people may share an apartment but purchase and prepare food on their own. Each person in this case is a household and is considered separately for income levels. 


Privacy Considerations

Provide applicants Train volunteers in Inform staff, and

with privacy during civil rights and volunteers not to

intake. confidentiality. discuss information
about TEFAP

recipients of
distribution site.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
When an applicant comes to a TEFAP distribution site it is important to have a level of privacy for applicants to have a conversation with the intake worker.  

The applicant should not have to have their paperwork viewable to other applicants or have others overhear intake conversations. 

All volunteers should be trained in civil rights and confidentiality. 






More Privacy Considerations

Do not share
information about
applicants or

participants.

Do not share
TEFAP records,
even with other
sites.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Information about applicants should not be shared. These records are exclusive to each distribution site.




Accommodations

TEFAP is a Federal food program and open to all
qualifying participants. Civil rights laws apply.

Remember to have needed accommodations in
place.

Have language translation plans for limited
English proficiency applicants and participants.

Provide wheelchair ramps or other assistance
plans for applicants and participants with
limited mobility.
Thi institution s an equal opportunity provider, 1 ___



Presenter Notes
Presentation Notes
TEFAP is a Federal food program and open to all qualifying participants. Civil rights laws apply.

Providing accommodations for TEFAP applicants is important for distribution sites to put into place.  

Some of the accommodations that should be made include services for limited English proficiency participants, wheelchair ramps or other assistance plans. 


Example Application

DEPARTMENT DFHE!LTH SERVICES STATE OF WISCONSIN
wision of Public H
F-40059 (032024)

The Emergency Food Assistance Program (TEFAP) Eligibility Application

Distribution site name and location Date
Participant name Number in household
Participant address

1 No permanent address

| cenify, by selt-attesting that | am sligble to raceive LISDA foods being tht | reside in Wilsconsin, and my otal househeld income is
200% or less of the Federal Povery Guideines isted below. | will us this food only for home consumption, This form is being
completed in connection with the receipt of federal assistance. Application is valid for up to one year, changes in household
information must be reported immediately. | release USDA, the State of Wisconsin and its agents from any kablity resuting from my
receipt of tis food. | understand false information may subject me to prosecution and require me to repay the value of the

banefits

Household size | 1 2 J 3 4 J 5 I 5 | 7 Ia ‘Additional
1 I person add

Gross Incoma

Yearly [$30,120 | 540,880 | $51,640 | $62,400 | $73,160 | $83,920 | 394,680 | 5105440 | 510,760

Monthly [$2510 | 53407 |$4303 | $5200 | $6.087 | 36993 | $7890 | 58,787

Weekly [8579  [s786 3993 | $1200 | $1.407 | 91614 | $1821 | %2028 |

I autharize the following persen to pick up USDA foods on my behalf as a proxy:

Date of distribution Number of people served

T acaGrdance wilh Iegeral Cvil TgTTs 1aw and US_Depanimert of AGrcuture {USDR) civi igits feguabions 3nd polioes. s (nstilion 15 pronibied
o discreviralio on the basis of racs, color, afionalpiin,sex (ivchding gendes deniy an sexual crietatior),disabily. age of eprisalor
etaliation for prioe il may be made ctherthan Englah. Persons i diie o
require allemalive means of commurication to abtsin program information (e.g. Braile, large print audictape, American Sign Language), shauid
Coreac ne responaibie e of mcal apency hat sdmeiiers ihe orogram of USDA's TARGE T Cerle ot (303) T20 2800 telce and 17) orcartact
S0 ouh the Federal Ry Serige i (800) 677 2335.To e 3 prograr  Camplainart m AD-
b far e 8 d

oniine at: Hips: s, ‘ DA
CASCR20P-Cormplsinl For e 1508-0002-508-11-28-17Fax 2Mail pa, o any USDA offic, by caling (B35 632-G882 ar by g a e
siesied o USOR The eler ! coian e coml e’ nane,sdcress, aspone e, au0 3 wren desrgionof e
for Col Rights e atare a0t dos f h gt il s
iaalon. The compleled AD-J027 form of eler et be submited 1o USDA. by 1. a3, Deparbmers of g Oice o e Assieai
Secestryfo G Fights 1400 repepdence Awenie, SVY\ashinglo, D.C. S0250. 8410 1 2. Fx (533) 295 1035 o (202) 904143, r 3. et
Progaminakeustaon

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Eligibility is collected on form DHS F-40059.

Address or lack of an address is collected and is self-declared by the participant.  Individuals experiencing homelessness may include individuals who lack a fixed and regular nighttime residence; or an individual whose primary nighttime residence is
a supervised publicly or privately operated shelter designed to provide temporary living accommodations,
a temporary accommodation in the residence of another person,
a public or private place not designed for, or ordinarily used as, a regular sleeping accommodation.  

Individuals experiencing homelessness do not need to provide an address and the appropriate box is checked on the application. 

Physical presence in Wisconsin for 24 hours demonstrates residency. No identification or proof of address may be required.


Application-Eligibility Form

The TEFAP application-eligibility form is completed and
connected with receipt of federal assistance.

Certification is valid for one year.

Any changes in household circumstances must be
reported immediately.

Making false statements may subject person to criminal
prosecution under state and federal law.

This institution is an equal opportunity provider. )



Presenter Notes
Presentation Notes
The foods provided through TEFAP are a property of USDA, a Federal Agency.  

By reading or having the statement on the application read to the participant they self attest that they are eligible to receive USDA foods by residing in Wisconsin and that their total household income is 200% or less of the Federal Poverty Guidelines. 

They attest that the food will only be used for home consumption and that making false statements may subject them to criminal prosecution under state and federal law. 


Meal Sites and Shelters

No
eligibility
form
needed for
shelters
and meal
sites using
USDA food.

J

Participants
assumed
eligible and

in need.

Demonstrate
population
served is
predominately
Income
eligible.

Service
statistics
show total
number of
participants
served.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Per code, shelters and meal sites using USDA food do not have to use an eligibility form. Participants are assumed to be eligible and in need. 

Upon application to the program, a shelter or meal site should have a basis to show that the participants that they will serve would qualify for TEFAP. This demonstrates that the population served is predominantly income eligible based on that data.

Persons who obtain meals at shelters and meal sites are considered TEFAP eligible, no application is needed. Service statistics are kept to show total number of individual participants served. 


Application Process

Distribution sites should provide a location that allows
for privacy, if possible.

Applicant or volunteer completes the application.

Applicant or volunteer completes name, address, and
number in household.

Self-declare income guidelines are met.

Distribution site staff or volunteers should record date
and number of individuals served at each food site.

This institution is an equal opportunity provider. 11



Presenter Notes
Presentation Notes
TEFAP participants should arrive to a distribution location that has clear signage indicating it as a distribution site and shows the participant where to enter.  

There should be an intake system that allows for privacy as the applicant fills out or has help filling out the eligibility application that is provided by the state.  

The application will ask the client to provide their name, self declare their address (or lack of address), number of people living in their household, and self declare that they meet the income limits.  

Each time a customer receives food the date and number of individuals served is recorded for service statistic reporting.  


Eligibility Re-Verification

At each distribution, or
annually, intake staff should:

*Ask participants to verbally
re-verify eligibility.
OR

*Have participants complete a
new eligibility form.


Presenter Notes
Presentation Notes
At each distribution, or annually, intake staff should either:
 
Ask participants to verbally re-verify that they are still eligible for TEFAP based on the income and residency requirements each time USDA food is received. 

OR

Annually have the participant fill out a new eligibility form.  


Distribution Sites May Not

Do Not
Request

Do Not
Request

\

o

Do Not
Request

information other than what is on
Form F40059.

Birth dates or Social Security number.

participant waivers to release personal
information not required by TEFAP.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Please make sure staff are trained on what may not be requested of an applicant.  

Information other than what is on Form F40059 may not be required. You may not ask for a Social Security number, birthdates, proof of address, or a drivers license. 

You may not request applicants’ sign waivers to release personal information.
 
You may not share information about distribution site participants with other food pantries or anyone else outside of the distribution location.  


Distribution Sites May Not

\

Do Not

Require
h

Do Not

Share
\.

4

This institution is an equal opportunity provider. 14

proof of income or address.

information about distribution site
participants with other food pantries
or anyone else outside of location.



Presenter Notes
Presentation Notes
Please make sure staff are trained on what may not be requested of an applicant.  

Information other than what is on Form F40059 may not be required. You may not ask for a Social Security number, birthdates, proof of address, or a drivers license. 

You may not request applicants’ sign waivers to release personal information.
 
You may not share information about distribution site participants with other food pantries or anyone else outside of the distribution location.  


-

Serving Participants by Proxy

» Distribution sites must
provide participants the
option to obtain TEFAP by
desiﬁnating a proxy to pick-
up their food.

A proxy may be required to
show identification to pick
up the food.

« Distribution sites may
deliver to homebound
participants.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Eligible participants are sometimes unable to go to a TEFAP distribution site. Reasons may include illness, lack of transportation and scheduling conflicts with work or other obligations.  

Distribution sites must provide participants an option to obtain their TEFAP food by allowing them to designate a proxy to pick up the household's food. A proxy may be a friend, neighbor, relative or caregiver. 

The DHS eligibility application has a line to capture the name of the designated proxy. The participant may come in and fill out the proxy's name on the application, you can mail them the form to be returned or the participant can send a note signed by the participant indicating the proxy’s name.  

The proxy may be required to show identification to pick up the food.  

Distribution sites may also deliver to homebound participants. 



Volunteers Receiving
USDA Foods

e Distribution site staff and
volunteers may receive
USDA foods if they meet
TEFAP eligibility
requirements.

. The?_/ must complete
C

application like any other -
aBBIicant. i =

* They cannot receive
referential treatment or
arger food packages.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Pantry staff and volunteers may receive USDA Foods if they meet TEFAP eligibility requirements. 

They must complete the application like any other applicant. 

They cannot receive preferential treatment or larger food packages than others.  


TEFAP Considerations

The intent of TEFAP provides There may be
TEFAP is to participants with reasons for using a
alleviate hunger. food, and it TEFAP provider
promises fair, and outside of a
consistent designated
treatment. neighborhood site.

This institution is an equal opportunity provider. 17



Presenter Notes
Presentation Notes
TEFAP providers understand that turning away people that are hungry violates the basic intent of TEFAP. Participating in TEFAP not only provides participants with food, but it also promises that they will be treated fairly and consistently. 

Proximity to a job, hours that are more flexible, a more agreeable distribution model or bilingual accommodations are just a few of the reasons why households would want to use a TEFAP provider outside of their neighborhood.

If there are multiple food pantries within a county, an ERA/distribution site may allow food pantries to establish a recommended geographic service area (such as a school district, city, or township). 

Distribution sites may suggest a closer pantry to the participant’s residence if more convenient, but TEFAP providers are required to provide food assistance to all households that express need whether they reside within the provider’s “self-identified” service area. USDA Food is state food and is not intended to limit participation by geographical area or other boundaries. 


If An Applicant’s
Income is Too High

They are ineligible for TEFAP.

tYou may still provide non—USDA foods.

They may reapply if income changes.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Distribution sites may still serve households whose income is higher than the TEFAP requirements by providing them non-USDA TEFAP foods available at the pantry. 
The distribution site would not include TEFAP USDA foods in the distribution.  

Although there are many reasons why a higher income family may require food assistance, federal law requires states to set a gross income limit for receipt of USDA foods. 


Confidentiality of Participant
Information

 Client records must be
protected.

 Distribution sites must
protect the confidentiality
of their data.



Presenter Notes
Presentation Notes
State statutes require that participant confidentiality is always maintained. 

Participants seeking food assistance are providing household information at the time they complete an eligibility application. This information is confidential, and every step should be taken to ensure the information is protected.  

Only immediate staff and volunteers should have access to the information. Participant names should not be verbally called out during food distribution, nor should participants names be visible to others during the application process. 

Distribution sites must maintain participant records in a secure and confidential manner, this may be electronic protections or physical security such as locked cabinets or rooms. 

This requirement is in the annual grant site agreement, in the Wisconsin TEFAP Manual, and is part of Wisconsin law.



Records

Use the eligibility application form properly to create
a record and meet program requirements.

Keep eligibility application forms (records) for the
current fiscal year, and three years after.

Store records in an onsite, accessible, and secure
location.

This institution is an equal opportunity provider.



Presenter Notes
Presentation Notes
Remember the eligibility application is a record. Proper use of this form creates a simple but effective record that meets program requirements.  

This record must be kept for the current federal fiscal year and for three years beyond the current year.  

Record storage should be accessible onsite and kept in a secure location.  

Distribution sites must securely destroy outdated records when they are removed from storage.





https://forms.office.com/r/ghcdP37R7H

Thank you for your commitment
and service to your community!

This information has been provided
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This institution is an equal opportunity provider. 22



Presenter Notes
Presentation Notes
We sincerely thank you for your time and efforts to serve your community.


mailto:carol.johnson@dhs.wisconsin.gov
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