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CONFIDENTIALITY: IT’S NOT A SECRET

OVERVIEW
Maintaining the confidentiality of a student’s eligibility status is required for schools
participating in the USDA School Meals Program. The focus of these activities is to
engage participants in a conversation about the types of systems used to protect the
privacy and identity of students eligible for Free and Reduced price meals. Refer to the
Accountability Background for additional information to prepare for the training.
The session includes two activities:
• Confidentiality Checklist - Participants discuss methods to maintain confidentiality.
• What Must Be Selected? - Participants review of scenarios to prevent overt identification
of Free and Reduced price eligible students.
GET READY
• Record start time on this form and circulate a sign-in sheet among participants.
• Distribute the Confidentiality Checklist handout to participants.
START THE TRAINING
• Outline what the participants will be covering during the session.
GROUP ACTIVITY - Confidentiality Checklist (Refer to handout.)
Explain that the Confidentiality Checklist is a way to assess how schools are accountable
for the confidentiality of students who receive meal benefits.

TIME
Start: _________ End: _________
Total minutes: ________________

OBJECTIVES
By the end of the session participants will
be able to:
• Identify methods for preventing the overt
identification of eligible students
• Discuss strategies for maintaining
confidentiality at point of service

PARTICIPANT HANDOUT
Download from Resources/teaching-tools:
• Key Word Definitions - Accountability
• Confidentiality Checklist
NOTES

Have participants form small groups and ask:
Each participant to review the checklist and answer items that apply to their schools.
Once filled out, use the following questions to facilitate a discussion:
• What type of medium of exchange do students use to buy lunch?
- How does the medium of exchange ensure confidentiality?
• Do you have a coding system in your district and/or school?
- What type of coding system do you use?
- How does this system maintain confidentiality?
• What type of information do you include on your rosters?
- Do you see any potential problems with the information included?
• How often do you update rosters?
• Who has access to eligibility rosters?
• Do you designate register lines for specific meals or students?
- Is so, how do you maintain confidentiality?
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ASK & DISCUSS - After participants discuss the checklist in groups, ask…
• Would anyone like to share the coding system they use in their school to
maintain confidentiality?
• Do you have a coding system in your district/school?
- What type of coding system do you use?
- How does this system maintain confidentiality?
• What types of mediums of exchange have been used in your school?
- How does the medium of exchange ensure confidentiality?
• How do you handle eligibility rosters? Where are they kept? Who has access?
- What type of information do you include on your rosters?
- Do you see any potential problems with the information included?
• How do free and eligible students come through the cashier line?
- Does each register have an updated roster available for when there is a power
outage or to take on a field trip to record meals served?
• Have you been in a situation when you felt confidentiality was being compromised
or violated? What did you do?

NOTES:

GROUP ACTIVITY - Maintaining Confidentiality
Explain that each group will be discussing scenarios to prompt conversation around how
to handle the situation when a student who is eligible for a free or reduced price meal
comes through the line. Allow time for discussion between reading each scenario.
What would you say in the following situations?
• A visitor notices that some of the students aren’t paying for meals but others are.
They ask the cashier why all students are not paying for their meals.
• A student eligible for a Reduced price meal does not have a reimbursable meal on
their tray?
• A student eligible for a Free meal has a reimbursable meal and a non-reimbursable
meal on their tray?
• The student eligible for a Free meal asks why they do not have to pay?
• A student in the line loudly announces that the person in front of them gets a
Free meal?
• A student eligible for a Free meal shouts out at the cashier that they do not need to
pay for their meal?
ASK & DISCUSS - After the groups have discussed their responses, ask…
• Who would like to share a scenario and response?
• Does anyone have any other recommendations for handling the situation?
REVIEW & WRAP UP - To conclude the training, ask...
• What questions do you have about maintaining confidentially?
• What is one thing you learned about maintaining confidentially?
How will you use this information?
At the end of the session:
• Record the end time of the site-based activity on this Confidentiality: It’s Not a Secret
Instruction sheet and total training time on the Accountability Tracking Sheet. If you
continue
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did not cover the entire module during the training, you can select and record the time spent
on individual sections.
• File the Tracking Sheet to document professional development for participants.

NOTES

OR
• Return to the Accountability module and continue with the training.

ACCOUNTABILITY BACKGROUND
Accountability is important when it comes to reimbursable meals. According to the Access
Participation, Eligibility and Certification (APEC) II study roughly $2 billion in over or
underpayment errors are made each year*. Schools are accountable to the State and to the U.S.
Government through the Food and Nutrition Service which administers child nutrition programs
like the National School Lunch Program. In addition to providing meals that are in compliance
with USDA requirements, schools are accountable to students for not only providing nutritious
foods that taste and look good but also maintaining confidentiality when it comes to their
student’s eligibility for free or reduced price meals. It is every school nutrition personnel’s
responsibility to maintain confidentiality. Each school/district may have a different way of
maintaining confidentiality. It is important to check your school/district policy.

* https://www.fns.usda.gov/sites/default/files/ops/APECII-Summary.pdf
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