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DATE:  August 1, 2013         
 
TO:  Local Education Agency (LEA) – Please route to individuals approving  

the Iowa Eligibility Applications for school meals 
 
FROM:            Patti Harding, Administrative Consultant  

Bureau of Nutrition and Health Services   
 patti.harding@iowa.gov 

 
SUBJECT: Sharing of Household Information with the hawk-i/Medicaid Program 
  Submission due January 31, 2014. 
 
Requirement 
Public Local Education Agencies (LEAs) are required by Iowa Administrative Code to 
release to the Department of Human Services Healthy and Well Kids in Iowa (hawk-i/ 
Medicaid Program) household information for the students eligible for free or reduced 
price meal benefits who have expressed interest in learning about hawk-i.  Non-public 
LEAs are encouraged but not required to release household information. 
 

 
Iowa Administrative Code 

 
283A.2 School lunch and breakfast programs.  
Each school district that operates or provides for a school breakfast or lunch 
program shall provide for the forwarding of information from the applications for 
the school breakfast or lunch program, for which federal funding is provided, to 
identify children for enrollment in the medical assistance program pursuant to 
chapter 249A or the healthy and well kids in Iowa program pursuant to chapter 
514I to the department of human services.  

 
 
Background 
Iowa schools serve thousands of low-income children in school lunch and breakfast 
programs and can play a vital role in outreach for Medicaid and hawk-i (Iowa’s State 
Children’s Health Insurance Program).  Iowa’s uninsured population continues to grow, 
as is the nation’s, due to layoffs and increasing health insurance premiums.   
 
More children may be eligible for publicly funded health insurance programs than 
thought; even a working family of four earning up to $70,650 may qualify for hawk-i.  
Clearly, health insurance is an important issue that affects many of your students and 
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their families.  The hawk-i program will mail hawk-i applications to the households that 
have requested a contact.   
 
Contract 
A copy of the contract between the Department of Human Services (DHS) and the 
Department of Education (DE) will be posted on the Form Download section of CNP 
2000.  The DE, acting on behalf of participating LEAs, enters into the contract with DHS.  
You will find signatures from DHS and DE and a place for the LEA to sign.  The LEA 
must download a copy, review and sign the contract.  Signing the contract exercises 
your authority to disclose the eligibility information as authorized. The contract between 
the DHS and the DE is in effect until June 30, 2015.  The signed contract and a copy of 
the list released to hawk-i must be on file with the LEA’s approved Iowa Eligibility 
Applications.  These materials must be on file for three years following the close of the 
current year or until any audits are resolved.  The LEA may not release the names of 
any parents/guardians who HAVE signed the hawk-i section of the Iowa Eligibility 
Application or Direct Certification Eligibility notice requesting that their 
information not be released.   
 
Procedures and Timeline  
Reporting the names of parents/guardians who have requested an application is done in 
an on-line process at http://www.hawk-i.org/.  Instructions are located in the Form 
Download section of the CNP 2000 system.  Public LEAs with no names to report must 
file a report with no names. 
 
The timeline is summarized below: 

• January 31, 2014 
Complete upload on or before this date.   

Assistance 
For assistance with your POS or SIS systems, contact your vendor representatives.  For 
assistance with submission of files or problems with accessing the website contact the 
hawk-i database manager at  HawkiSchools@maximus.com or call hawk-i toll free at 1-
800-257-8563. 
 
For program related assistance contact your designated consultant. 
 
No information, lists of interested parents/guardians or copies of the contract should 
be sent to the Department of Education, Bureau of Nutrition and Health Services. 
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Iowa Schools Instruction Guide for Submission of the Free and Reduced 

Price Meal Program Request for hawk-i Information 
 
About this Guide 
 

This guide will walk you through the necessary steps to E-mail a spreadsheet of households in your 
district who are participating in the Free and Reduced Price Meal Program.  You will be using a secure 
page on the hawk-i program website and clicking on a link on that page which will bring up your e-mail 
program and allow you to attach and send your completed excel spreadsheet to hawk-i. 

 
Minimum Software Requirements 
 

The software to access the Free and Reduced Price Meal web page has been tested with Microsoft 
Internet Explorer version 5 or greater. Mozilla Firefox will work as well. 
 

1) Access the School Submission Page: 

    Go to the hawk-i homepage by typing http://www.hawk-i.org/ into your web browser’s URL address 
bar and press enter.   

 

 

 

  Click on the “Schools” link, which is in red box at the very top of the page: 
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2) Downloading/Saving the Spreadsheet: 

Once on the Iowa School Districts page of the hawk-i website you will find a link to the Excel 
spreadsheet listed in the “Please click HERE to save…” sentence.   Click on the “HERE” to access the 
spreadsheet. 

 

 

After clicking on the link you will be presented with a pop-up window.  Click on Save and select a 
location on your computer to save this file. 

 

 

 

Find the spreadsheet that you saved to your computer, open it and fill it out with the parent’s 
household information.  When you are finished, save your file with a name that includes your school 
district’s names (i.e. Lenox_hawki_names.xls) and return to the Iowa School Districts page on the hawk-i 
website. 
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3) Submitting/E-mailing the Spreadsheet: 

Now it is time to submit your saved spreadsheet via E-mail.  Click on the yellow Submit Via E-mail link 
indicated near the bottom of the page.   

 

Clicking on the “Submit Via E-mail” link will bring up your default E-mail client - (The example below is 
Outlook Express.) 

 

The E-mail recipient and subject are already filled in for you.  Attach the completed spreadsheet (this is 
typically done in E-mail programs by clicking on the paper-clip icon and then searching for the file you 
wish to attach), type your school name and number in the body of the E-mail and then click “Send”. 

After the E-mail has been sent you are done!  If there are problems with the spreadsheet that has been 
submitted, you may receive an E-mail back asking for corrections to be made. 
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4) Questions 

Please send questions about the submission process to HawkiSchools@maximus.com or call hawk-i   
toll-free at 1-800-257-8563. 


