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TITLE 126
PROCEDURAL RULE -
WEST VIRGINIA BOARD OF EDUCATION
CHAPTER 18-2
SERIES 8%
POLICY 4320

Title: Cperaticnal Manual of Child Nutrition

Section 1. General

1.1 Scope - This procedural rule establishes cperaticnal procedures
that enhances c¢hild nutrition and provides for an efficient

operation of the program. The procedures cover the child
nutrition program and the school breakfast and school lunch
programs.

1.2 Authority and Related Code Citation(s) - W. Va. Const. art. XII,
§ 2, and W. Va. Code 18-2-5

1.3 Filing Date -

1.4 gffective Date -

1.5 Repeal of Former Rules - Nene — This is a revision of former
rules filed in 1983, revised in 1582 1993.

Secticon 2. Inceorporaticn by Reference

2.1 Copy of rules and regulaticns are attached. Copies may be
obtained in the c¢ffice of the Secretary of State and the West
Virginla pepartment of Education, Bureau of Finance and Services.

2.2 Summary of rules and regulations belcow:
SUMMARY OF RULES AND REGULATIONS

State Board Pgolicy Number 4320 authorizes the child Nutrition
Program/Policy Opération Manual to comply with the federal reguirements and
cther State Board policles as these relate to the overall administration of
Child Nutrition Programs. The manual is revised and updated periodically.

The Child Nutrition Program/Policy Operation Manual is
distributed to school administraters and other personnel involved with the
operations of cCchild Nutriticon Programs. The Manual provides wvital technlcal
assistance and guidance and <ccntains all state and federal policy
statements and program regulaticons.

Information 1in the ¢Child WNutrition Program Policy Manual
includes the Department philosophy and goals for nutrition and nutrition
education for West Virginia chilldren. In additieon, the HManual includes state
and federal meal Tequirements Eor scheool breakfast and lunch, special milk
regulaticons and instructions for c<laiming federal reimbursement for eligible
meals and milk. -There are instructions for ccmpleting reguired records and
reports end for handling government deonated foods.




WV Board of Education
Preocedural Rule, 18-2
Series 4320, Sec. 2

Page two

Specifications related to financial management include allocwable
and non-allowable costs, federal procurement regulations, nonprofit status,
federal audit requirements including the Coordinated Review Effort (CRE).

- This Manual provides federal eligibility guidelines for free or
reduced price meal benefits., and federal requirements for verification of meal
applications. Information regarding Civil Rights requirements are included.
Policies are detalled which apply %o emergency feeding, competitive food
sales, catered meals Ffor senior citizens, food service £for handicapped
children and requlatory provisions for parent and student involvement.

Recommendations for personnel training are described and
programs available from the Department of Educatlon are outlined,

53309 .




EXECUTIVE SUMMARY

POLICIES OF OPERATION MANUAL
CHILD NUTRITION PROGRAMS

Series 85, Policy 4320

PUBLIC COMMENT PERIOD ENDS: August 15, 1994 Adopted

BACKGROUND:

Policy 4320.85, Peolicies of Operation Manual, interprets regulations
regarding School Breakfast, School Lunch, Donated Foods, Special Milk and
Free/Reduced Price Meal applications. Further, it provides policy regarding
financlial management as set forth in Office of Management and Budget Circular
A~102. It also detalls federal requirements of the Coordinated Review Effort

{CRE). T

PURPOSE:

The propesed _revislons are intended to update the policy to reflect
changes in United States Department of Agriculture regqulaticns for the various
Child Nutrition ‘Programs £or the public schocls o©of West Virginia. It
operaticonalizes Federal Code 7 CFR Part 210, 215, 220 and 245 that requires
state administering agencies to assist local educaticnal agencies in program
marnagement and accountability.

This policy, Seriles 85, Policy 4320, provides local school districts the
required revisions needed in order to comply with accountability regqulaticns

and other regulatory changes,

CONTENTS:

@ Revised education goals of West Virginla have been added.

® Direct Certificaticn for eligibility has been added.

® The release of student information obtained from free/reduced price meal
application is discussed.

® Notification of parents in regard to approval, denlal or reductien in
benefits is included.

® Daily edit checks are addressed.

® Glessary of Terms has been updated.

® Mincr editing changes have been made to make the policy more readable.

IMPACT:

The policy reguires no additional financial outlay. Rather, it provides
assistance in management practices and federal accountabllity regquirements. B3
total of four perscns commented on the proposed revisions. These resulted in
language clarification that prevides for greater flexibility 1in household

notificaticn of benefits.

5138¢ - - -




Policy 4320: Rules and Regulations for Child Nutrition Operations

The West Virginla Becard of Education provides assistance to
county boards of education in operation of federally funded child
nutrition programs in schools. The Beard's approval of pollcy 4320
will transmit federal regulatory revisions to schocl administrators,
food service supervisors and others concerned with gquality and
accountability of c¢hild nutrition programs in schools.
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POLICIES OF OPERATION
MANUAL
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West Virginia Department of Education
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FOREWORD

This peolicy manual is provided to .school administrators, school food
service supervisors and others concerned with the advancement of child
nutrition programs in our West Virginia Schools. By observing these
stare and federal peolicies, schools throughout the state will be better
able to:

1. Provide nutrition programs needed by the students;

2. Up-~grade and expand avallable services;

3. Provide attractive, nutritlonally balanced meals to all

students; and
4. Help students develop sound eating habits.

The following policles reflect the concerns of parents, interested

citizens and the wWest Virginia Beard iz722;fation.
[

Henry Marockie
State Superintendent of Schools

0474q .




EXECUTIVE SUMMARY

Educators and the public generally agree that nutriticnally adequate
Child Mutrition Programs are essential to the total education system.
Programs dre effective when they are well planned, organized and
accountable at all levels - natlional, state and local.

The National 3School Lunch Program - a forerunner to all the cChild
Nutrition Programs - was enacted

...."to safequard the health of the nation's children"....

The program was not_ designed as a welfare cor income-transfer program,
but solely as a thealth education program. Although subsequent
legislation has provided incentives to encourage participation of
children from low income families (based upon the greater incidence of
nutritional problems among these children), Congress has continued to
recognize that nutritional need is not 1limited to specific income

groups.

In 1977, Congress recognized the need and potential value of nutrition
education by enacting Public Law 95-166, providing a mechanism whereby
nutrition education can be coordinated with school food services.

Currently. ‘accountability of all public programs is a vital issue. The
focus of greater fiscal accountability and automated data processing
should complement the basiec purpose of the National School Lunch
Program - "to safeguard the health of the Nation's children.” Progress
depends upon continuous evaluation, direction and improvement to ensure
that each c¢hild's nutritional needs are met. Meaningful student,
parent and community involvement are essential as we continue to
improve program gquality and partlcipation.
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Section A -

INDEX

History

Philosophy

Mission and Major Functions
USDA Child Nutrition Programs

Responsibilities for Child Nutrition Programs:

Federal Level
State Level
Sponsor Level
8chool Level

Section B - Schcocol Breakfast

Secti

Secti

04869

Background

Meal Requirementis and Recommendations
Sugar Content of Breakfast Items
Qffer Versus Serve

A La Carte

Dietary Exceptions

Reimbursable Breakfasts

Severe Need Rates of Relmbursement
Production Records

Bus Schedule

Waiver

Termination Provision

on C - School Lunch

Background

Meal Requirements and Recommendations
Food Quantities

Meat or Meat Alternate Cowmponent
Vegetable/Fruit Component
Bread/Bread Alternate Component

Milk Component

Product Analysis Sheet and CN Labels
Offer Versus Serve

Kindergarten Snacks

A La Carte

Dietary Exceptions

Reimbursable Lunches

Higher Reimbursement Rates
Productlon Records

on D - Dorated Foods

Background

Allccation of Donated Foods

Procedure for Requesting Donated Foods
Inventory

Loss or Damage t¢ Donated Foods
Commodity Processing

Child Nutrition Programs in West Virginia
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Section E - Special Milk Program

Purpose

Charges and Reimbursement
Milk Shakes

Repeorting Procedures

Section F - Free and Reduced Price Meal and Free
Milk Policiles

Introduction

Applications for Free or Reduced Price Meals

approving Applications for Households Eligible
for AFDC/FS Benefits

Approving Applications for Households Not Eligible
for AFDC/FS Benefits

Income

Determining Household Size

Reviewing Official’'s Responsibilities

Reviewiny OFficial’s Completing an Application

Providing Meals Prior to Application Approval

Application Files and Working List

Collection Procedure

Dally Meal Count (Point of Service Count)

Nondiscrimination

Student Help

verification (USDA)

Application Selection

verification Procedures

Release of Informatlon

Section G - Financial Management

Reporting Procedure
Reporting Deadlines
Reimbursement Procedure and Policy
bccurate (Accountable) Records:
Participation
Income
Expenditures
Allowable Costs:
Food
Milk
Labor
Supplies and Expendable Equipment
Non-Expendable Equipment
Indirect
Non—-Allowable Costs
Shared Costs
Procurement Standards
Excess Balance - Net Cash Resources
consolidation of Scheools
Pricing of Adult Meals
Inventory Reccrds
Equipment Depreciation
USDA Food Service Equipment Assistance

Guidelines for Purchase of Computers for Automation
of School Food Service Functions
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Section H - Monitoring and Auditing

Monitoring
on-Site visit
Corrective Acticn
Assessment Procedure
Free and Reduced Meal Applicaticen
Assessment Procedure
Maal Components and Quantities
Policy Concerning adjustment/Repayment of Funds
Auditing
CRE Coordinated Review Effort
Coordinated Review EEfort (CRE)
Critical Areas
General Areas
State Agency Addendum
General Areas - School
General Areas - School Food Authority
Non-Compliance Requirements
Corrective Action
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EXHIBITS (Cont.)
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CHILD NUTRITION PROGRAMS IN WEST VIRGINIA
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CHILD NUTRITION PROGRAMS IN WEST VIRGINIA

HISTORY

School food service gained national emphasis during the depression
days. As part of the national effort tc combat depression in the early
1930's, _the National Youth BAssoclaticon and the Works Progress
Administration were established, both of which provided federal funds
for employment in school lunch preograms. 1In 1935, Congress authorized
2 direct purchase and distributlon program for surplus farm products to
needy Ffamilies, charitable institutions and non-profit school lunch
programs. _ When food demands of World War 11 eliminated farm surpluses,
an interim cash assistance program was initiated which proved to be a
forerunner to permanent legislation. 1In 1946, after wWorld War I1 draft
statistics indicated that one-third cf all men rejected for military
service were physically unfit due to nutritional deficiencies, the
National School Lupnch Act was enacted to provide funds to schools for

each lunch served students.

Acting upon the testimony of the Surgeon General, who stated
emphatically that money was being wasted in trying to educate children
with half-starved bodies, Congress defined the purpose of the National

Scheool Lunch Act:

"It 1s hereby declared to be the intent of Congress, as a measure
of national security, to safequard the health and well-being of
the natlon's children and to encourage the domestlc .consumption of
nutritious agricultural commodities and other focod, by assisting
the states, through grants-in-ald and other means, in providing an
adequate  supply of food and cother Cfacilities for the
establishment, wmalntenance, operation and expansion of nonprofit
school lunch programs..."

In 1954, the Special Milk Program was enacted te increase children's
consumption of fluid milk. During the 1960's_as a result of natiocnal
awareness of hunder and malnutrition in the United States (as portrayed
on the CBS documentary "Hunger in America" and substantiated by the Ten
State Nutrition Survey, conducted by the Department of Health,
Education and Welfare), the School Breakfast Program, Child Care Food
Program and the Summer Food Service Program were. established on a pilot
basis. In 1966, the Child Nutrition Act was passed, which complemented
the program provided wunder the 3School Lunch Act. In 1970, new
amendments to the Wational School Lunch Act and the Child Nutrition Act
brouyht about substantlal changes and program expansion.

buring the 1970's a series o¢f amendments provided: permanent
authorization of the School Breakfast and Child Care Fcod Programs;
changes in the meal pattern; "offer versus serve” provisions for older
children; - establishment of a national advisory council: and a
three-year authorization of the nutrition education and training

program. __ -
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The Child . .Care Food Proygram was recently expanded to include the
eligibility of certain adults. The implementation of the provisions of
the Older BAmericans Act (ORA} Amendments o©f 1987 and the Rural
Development Act of 1989 allows for the participation of adult day care
centers in_the Chlld and Adult Care Food Progyram.

in developing plans for the 1990's, the United States Department of
Agriculture has identified several priorities: (a) assess, improve and
strengthen_point of service and accountability systems; {b) operate
more efficiently; (c) integrate food service and nutrition education;
(d) involve students, parents, teachers and school administrators;

{e) reduce _paperwork; ([} increase outreach in the breakfast program;

and {g) simplify eligibility documentatiocn. although  adequate
facilities. enabling state and federal legislation and a sound
financial __system all are necessary. the ultimate success and

effectiveness of the child nutrition program is dependent upon full
support and cooperation at all administrative levels and upon trained

personnel.

In May of 1989 the School Breakfast Program was expanded to include the
requirement of an additional food item and allowed schools to implement
an “"offer ws serve" option for breakfast. This change resulted from
national _evaluations conducted by the Department of Agriculture
comparing nutrient content of home and school breakfasts. Based on a
review of_‘these evaluations, the home breakEast provided more iron and
vitamin A but less milk related nutrients than the School Breakfast

Program.

In an effoft to increase the nutrient inteqrity of the School Breakfast
Program, an additional meat or bread item was required. This addition
would raise the iron content of the school breakfast and also allow for
the increased levels of other nutrients occuring in combination with

iron.
PHILOSOPHY (West Virginia Department of Education)

The primary responsibility of the food service program is to the
participant and the participant's nutritional needs - the child in

school (public and private)... the child in  institutional
surroundings... the child in a special classroom... the child in day
care {center and home)... the adult 1In day care. Each has equally

lmportant food needs.

An effective food service makes available to all participants a
nutritionally adequate noon-day meal as an extension of classreoom
activity, __child development and support services to adults and
caregivers. Breakfast and Supplemental nourishment are added as needed
for the participants involved. '

All meal Sservice in the dining area shall conform to the nutritional
standards prescribed and shall be priced and served as a unit. Any
other foed or beverage served at any time during the day should provide
protein, vitamins and minerals in a satisfactory balance with calories
in order to contribute to the nutritional quality of the meals sarved.
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Non~nutritious fcods - namely, candy, soft drinks, chewing gum and
flaveored ice bars - shall not be sold during the schoel day (i.e., that
period of time between the arrival of the first child at schocl and the

end of the last scheduled instructiocnal period).

WESI-VEIRGEINIA-DERARTMENT-OF-EDUGATION-GOALS

Established-goeals-for-education-eatl-fofr—v-r

- students-te-have-egual-educational-opportanikys

- studentg-to-graduate—with-the-knowltedge-and-skills—needed-to
sueeeed-in—a-competitiver-changing-soctatys

- the-best-personnel-to-be-reeruited;-retained-and-provided-with
eompetitive-salary—and-benefissy

- sehool-pevsonnel-to-improve-their-knowledge-and-skills-to—ensure
thot-cach-sbudent-sucecedss

» sehools-to-become—-centers-for-life-lorg-learning-and-community
ceevice-with-partnerchips-that-support-teaching-and-learnings

L school-faeilities—to-be-safe-and-to-meet-the-educational-needs
of-studenbts~in-aa-effieient-and-econonicat-manaesy+—and

- improved-cconomic—devolopmens-through-a-well-educated-and

technieally-literate-work-£foreex

The-statubory-GCoals-for-the-Year-2000-are-more~specifie-than-State
Board-Coals-in-terms-of-outeomes-desired-——These-goale-wouldr—r—r

- have-all-echildren—entering-the-£first-grade-ready-£for-seheels

- provide-all-studente-with-aceess-to-equel-eduecational
epportunitiesy

» have-siudents-performance-on-national-measures—equai-op-exeeed

the-national-averagey-anrd-have-student-performanse-in-the
lowest-guartile-improve-by-£ifky-pereents

- have-90%-of-ninth-graders—graduete—£rom-high-sehools

- have-high-sehool-graduates-fuily-prepared-for-college,-oather
pest—seceondary-education-or-gainful-employment;-funvkheny-have
the-number-of-high-sehool-graduates-entering-post-secondary
educstion-tnerecase-by-50R+-and

- have-ail-working-age-adulés-funectionally-iitorate~

THE EDUCATION GOALS OF THE STATE OF WEST VIRGINIA

1. all students will have equal educational opportunities and will be
ready for the first grade.

Student performance will equal or exceed national averages with an
emphasis on science and mathematics achievement. Performance
measures for students in the lowest guartile will improve by 50

percent.

3. The best personnel will be recruited, retained, provided
professional development to improve their skiils and will be
compensated with competitive salaries and benefits.
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Ninety percent of ninth grade students will graduate from high

4.
school with the knowledge and skills necessary for college, other
pest-secondary education or gainful emplovment. The number of
high school gqraduates entering post-secondary education will
increase by 50 percent.

5. Bll school facilities will provide a safe, disciplined environment
and meet the educaticonal needs of all students.

6. All working—age adults will be functionally and technically
literate. We will use schocls, colleges and universities as
centers for life-long learning.

MISSION

To enhance learning and quality of life through nutrition education and
nutrition services.

MAJCR FUNCTICNS

Major functions are categorized in the areas of administration,
technical assistance and training, monltoring and accountability, and
cutreach. Specifically, the child nutrition office works tc achieve

the Eollowing:

1. Ensure the service of nutritious meals which appeal to
children.
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2. 7. Increase efficiency and accountability in food service
operations.

3. Assist students in achieving optimum performance and gquality
of iife.

4, Enable educators, food service personnel and parents to
positively influence children’'s eating habits.

5. = Collaborate with other governmental and community agencies in
establishing goals and nutrition services for children.

&. . Optimize the effectiveness of child nutrition personnel.

7. 7 Promote and expand child nutrition programs.

UNITED STATES DEPARTMENT OF AGRICULTURE (USDA) CHILD NUTRITION PROGRAMS

Seven separate Child Wutrition Programs are administered by the United
States Department of BAgriculture, Division of Food and HNutrition

Service:™ . ol e

. 7 National School Lunch Program

..— S8chool Breakfast Program

. = Child and adult Care Food Program
. Summer Food Service for Children
.~ Spaclal Milk Program

. Nutrition Education and Training
- Donated Foods Program

=] O s W R

These programs are authorized by the National sSchoel Lunch aAct of 1946
and the Child Wutrition Act of 1966. All are administered by the West
Virginia Department of Education, except the Donated FPoods Frogram
which is under the West Virginia Department of Health and Human
Resources. A brief description of each program follows:

National School Lunch Program - The National _School Lunch Program
assists . in providing nutritious lunches to students 1in public and
non-profit private schools of high school grade and under and 1in
non-profit residential child care institutions.

School Breakfast Program - The School Breakfast Program was
established by the child Nutrition Act of 1966 as a pilot project and
aimed only at schools with large numbers of needy children or students
who traveled long distances to school. Today, the program is available
to all public and private schocols and tc non-profit residential child

care institutions.

Child and Adult Care Food Program - The Child and Adult Care Food
Program (CACFP) operates year- round in non residential institutions
which provide care for chilidren enrolled in: day care centers, Head
- Start centers, outside-school-hours care centers and Ffamily day care
homes, and adults enrolled in day care centers. Attending participants
are served breakfast, lunch, suppers and snacks, as needed.
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Summer Food Service Program for cChildren - The Summer Food Service
Program for Children provides meals to children during extended school
vacation,periods (more than three weeks). The program may be sponsored
by any public or private non profit, non-residential institution where
at least_one-half of the children are eligible for free or reduced
price. schocl meals. In addition to these institutions, residential
camps may also sponsor the program and receive reimbursement for meals

served to economically needy children.

Special Milk Program - The Special Milk Program makes it possible
for split session kindergarten and/or other pre- primary children who do
not have . access to other meal service and all children attending a
school without a foocd service program to purchase milk at a reduced
price — or if they are eligible, to receive milk free. Schools. summer
camps and institutions which participate in other federal-state child

nutrition programs may not participate in the Special Milk Program.

Nutrition ®Bducation and Training Proqram (NET) - The Nutrition
Education and Trainlng Program provides funds to the states for the
dissemination of nutrition information to participants and for
inservice training of food service personnel and teachers. The program
is for Tall participants 1in public and private schools and in
residential and non-residential care institutions.

Focd Distribution Program -- The Food and Nutrition Service through
the Food. Distribution Program donates foods to various food program
outlets -—including schools and summer camps. Commodities used in the
program are generally acquired under price. support and surplus removal
laegislation and donated to program outlets through cooperating state
agencies._ The Department of Agriculture also has special purchasing
authority te acquire food for certaln feeding programs.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS
FEDERAL LEVEL

At the federal 1level, the Food and Nutrition Service shall act on
behalf of the United States Department of Agriculture in implementing
the ¢Child WNutrition Programs. It shall be responsible for the
following four areas:

1. Program Administration

& providing timely information te the Administration and to
Congress;

@ drafting, up-dating and publishing in the Federal Register
requlations to implement the National School Lunch Act and the
Child Nutrition Act, as amended by Congress;

® soliciting public comment prior te issuing federal requlations
in their Einal form;

¢ conducting briefing sessions and/or public hearings concerning
national policies related to school food service;

® negotiating an annual written contract with each state educa-
tional agency for administration of the School Lunch, Scheool
Breakfast, Special Milk, child Care Pood Program, Summer Food
Service Program;

® developing and disseminating policy statements, instructions,
time frames, guidelines and memoranda related to program
management ;

® developing natlonal policy concerning the provision of free and
reduced price meals or free milk, including income poverty
guldelines and prototype applications and administrative
guidance;

® annually reviewing and evaluating each state agency, together
with selected sponsors and schools for each child nutrition
program administered; initiating corrective action plans where
necessary; and

¢ reviewing and approving the various State Plans as submitted by
each state for the succeeding school vears.

2. Financlal Manadement

® allocating federal funds by means of an annual Letter of Credit
tc each state agency agreeing to administer the various child
nutrition programs;

® developing prototype contracts, reporting forms., agreements,
policy statements, financlal management systems, application
forms and review and evaluation forms for use in administration
of the programs;

& developing, where necessary, corrective action plans in
cooperation with the state agency, including follow-up and
financial assessment where necessary;

® providing budgetary information to the Administration and to
congress;

® revising proposed budgets 1n terms of authorized and budgeted

expenditures;
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collecting, processing and collating monthly participation

reports;

processing and up-dating each state's Letter of Credit to
reflect program activity;

pertodically up-dating reimbursement rates for various
programs; and

reviewing and approving state automated data processing systems.

3. Training

preparing and distributing program aids;

preparing and distributing suggested training materials for
school food service personnel, nutrition education and parental
involvement;

developing criteria to measure the nutritional quality of foods
and beverages to be served in schools;

cooperating with community groups, professlional assoclations
and allied agencies to evaluate program effectiveness; and
negotiating contracts with appropriate agencies to conduct
surveys, evaluatlons, and specilal research projects.

4. Food Distribution

0476g

negotiating an annwal agreement with each state for the
acceptance, alleocatlon and delivery of government-donated foods;
developing specifications and issuing bids for the purchase of
focds to be distributed to child nutrition programs;

allocating and shipping government-donated foods to each state;
monitoring the state's government-donated Eoods distribution
plan; and

approving cCommodity Processing contracts and/or implementing
the National Inventery System.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

STATE LEVEL

The West Virginia PDepartment of Education 1s responsible for the
Eollowing four areas:

1. Program Administration

preparing annual State Plans for €hild WNutrition Program
Operations and a State Plan for the Nutrition Education and
Training Program;

annually negotiating a Sponsors BAgreement [A - 30.1] with
sponsoring agencies;

developing prototype Policy Statements [A — 30.2} for provision
of free and reduced price meals, free milk, free textbooks,
workbooks and instructional supplies;

approving Policy Statements submitted annually for all school
programs administered by each sponsoring agency;

developing, printing and distributing prototype student
applications and letters to parents concerning the avallability
of free and reduced price meals;

preparing annual state and federal budget requests Efor the
succeeding fiscal year (State—July 1 through  June 30;
Federal-October 1 through September 30);

scheduling, conducting, summarizing and evaluating public
hearings on the various child nutrition prograns;

continuously reviewing and evaluating United States Department
of Agriculture (USDA) regulations and instructions as published
ijn the Federal Register {proposed, interim and final
regulations) or as issued by the USDA Reglional Office (guides,
handbooks, instructions, memoranda and reports);

notifying sponsoring agencies of USDA regulations, instructions
and pelicy gquldelines on a timely basis;

cooperating with parents, students, community groups,
professional associations. state and local agencies in cutreach
activities to extend pregram benefits and to create a positive
image;

establishing, organizing and convening State advisory Counciis
and Advisory Committees to maintain liaison with participating
agencies; and

cooperating with natiocnal, state and 1local agencies in
implementation of an on-going nutrition education and training
program which meets the identified needs of the state.

2. Financial Management

0476q

timely draw-down of federal funds to pay outstanding claims for

reimbursement:

timely and accurate processing and paying of monthly claims For
reimbursemant;

preparing accurate monthly financial status reports and timely
submission at state and federal levels;

annually reconciling reimbursement payments with program costs;
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monthly reconciliation of state and federal subsidiary accounts;
anditing of sponsoring agencies and selected sites on an annual
schedule in accordance with United States Department of
Agriculture {(USDA) Audit Guides; and

assessing sponsoring agencies for overclaims ldentified as part
of the audit reports or Coordinated Review Effort (CRE).

Menitoring And Evaluation

L

developing and monitering the procedures to be used by schools
in verifyving informatlion reported in a sampling of applications
for free/reduced price meals;

annually reviewing net cash resources at the sponsor level;
conducting on-site management evaluations of program
performance;

monitoring of sponsoring agencies and selected participating
sites in accordance with regulations (CRE, Title VI of the
Civil Rights Act of 1964, Title IX of the Education Amendments
of 1972, Sectlion 504 of the Rehabilitation Act of 1973 and the
State Standards for Educational Excellence); and

continucusly evaluating program effectiveness.

Training And Technical Assistance

scheduling and completing on-site visits to provide technical
assistance and/or Eollow-up visits; providing technical
assistance as a result of CRE reviews;

implementing a competency based training program for local
school food service personnel;

assisting sponsoring agencies with local school food service
training programs where necessary;

developing and implementing on-going training programs for
supervisory and administrative personnel {(sponsor level);
reviewing and approving proposed plans and layouts for Food
service facilities; and

preparing and distributing training materials, program aids and
guidance materials.




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

SPONSOR LEVEL

At the local level, each county board of education or sponser is
respongible for the following four areas:

1.

0476g

Program Administration

annually negotiating contracts with partiecipating schools;
presenting for approval to the local board of education the
Sponsors Agreement [A - 30.1] and Policy Statement [A - 30.2]
for provision of free and reduced price meals or free milk,
free textbooks. workbooks and instructional supplies; providing
copies of sponsor's approved Policy Statement to all
participating schools;

distributing copies of Application Eor Free or Reduced Price
Meals and Free Textbooks, Workbooks and Instructilonal Materials
[ - 30.27;

implementing required hearing procedures [Policy Statement,
A - 30.27; ,

implementation of a county level verification procedure to be
used in the approval of applications for free and reduced price
meals;

monitoring school procedures in handling of applications for
free and reduced price meals, collection procedures for meal
payment, point of service count and avoidance of overt
identification of needy children;

developing standard policles regarding employment practices,
giievance procedures, supervision and training of food service
personnel;

organizing, when needed for compliance wlith §2550.19, school
and county advisory councils;

assisting student-parent planning committees to improve public
relations and increase student participation;

notifying school administrators and schocl food service
personnel concerning rules, regulations and policies governing
school Eood service programs;

maintaining liaison with parent, student and community groups;
promoting Hatlonal School Lunch Week and other special
activities;

extending and expanding program benefits to meet the
nutriticnal, emotional and social needs of all children; and
implementing a county long range plan for school automation of
records and reports.

Financial Management

[ ]

verifying and consolidating schools' mwonthly reports of
participation and claims for reimbursement; promptly submitting
the spensor's consolidated Claim for Relmbursement [G - 30.5]3;
verifiying sponser's monthly reimbursement payments and
allocating payments to the lndividual schools or programs:
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Rdministr;étive Requirements., School Food Authority

consolidating schools’ filnancial reports each month; preparing
an annual sponsor's repeort of accrued income and per meal
costs; submitting report to state agency: documenting reported
Income and expenditures and retaining documentation for three
vears plus current operating year;

annually reviewing operating balances at the school level;
annually reconciling reimbursement payments to direct costs
incurred at the school or sponsor level; assigning and
adjusting school reimbursement rates (in relation tc allowable
pér meal costs);

developing, implementing and maintaining an inventory control
s¥stem For food service equipment (retention for 12 years);
establishing and  implementing purchasing procedures in
cBopliance with state and federal regulations;

developing and implementing a viable financial management
system and an automated data processing plan which meets state
dnd federal requirements;

review edit checks monthly and document reasons for unusually
high percentage of participation: and

obtain attendance factor for each school.

3. Honifbring and Evaluation

maintaining a regular schedule of on-site visits to participat-
ing schools: monitoring of all food service sites prior to
February 1 of each school year and scheduling follow-up viszsits
to schools to ensure program compliance; accompanying state
and/or federal representatives on local school visits; and
continucusly evaluating the effectiveness of the c¢hild
niutrition program in reaching its goal to serve all children.

4. Traiﬁing And Technical Assistance

reviewing ané approving building and renovation lay-outs, plans
and purchasing contracts; reviewing and approving major food
service equipment purchases;

planning and/or approving school Ffood service menus prior to
time of service; developing and implementing local policies
concerning the serving of mutritious foods at schools;

complying with state and local standards concerning sales of
foods and beverages during the school day;

providing technical assistance to school food service
ﬁErsonnel, school administrators and clerical personnel;
developing and implementing an on-going training program €for
food service personnel, school clerical personnel and school
administrators;

providing rescurce person{(s) for school administrators,
téachers, professional groups and allied agenciles;

assisting teachers and school administrators in developing an
ofi~going nutrition education program;

developing and/or disseminating training aids. instructional
materilals, handbooks. manuals and other program aids: and
initiating an on-going, relevant professional growth program
Eqr food service supervisory personnel.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

SCHCOL LEVEL

The local scheool administrator is responsible for the following Five

areas:

1. ' Program COperation

fiiing an Application for School Lunch, School Breakfast and
Special Milk Pregrams [A - 30.3] with the county boards of
education;

distributing, at the beginning of each schocl year Applications
for Free and Reduced Price Meals and Free Textbooks, Workbooks
and Educational Materials [F - 30.2] to each student enrolied
in the school;

reviewing and approving, iln accordance with state and county
administrative guicdance materials, each applicaticn for free
meals and reduced price meals and/or complete direct
certification for eiigibility:

verifying information reported on a sampling of applications
Eor free and reduced price meals and verifying any incomplete,
illegible cor questionable information entered on the
applicatiens;

approving all eligible, complete applications and denying all
applications whiehk that do not meet the eligibility
guidelines. Such approval or denial must be entered on the
application in the appropriate areas and parents must be
notified within 10 working days after the completsd application
has been returned to the school;

informing all teachers and clerical personnel of the federal,
state and county requirements for provision of free and reduced
price meals or free milk;

initiating hearing procedures when information entered on the
applicaticon is challenged., or appears to be inaccurate:
broviding copies of student applicaticns for free and reduced
price meal benefits when an eligibie student transfers to
another school;

checking menus prior to and during service tc ensure that all
nutritional requirements are mer;

providing assistance te schoecl food service perscnnel in
planning menus whieh that provide Eor choices within the
required meal compeonents to all students; and

providing alternate meal services (plate lunch and bex lunch:
salad plate and regular plate lunch; continental breakfast and
regular breakfast) to increase student participation.

2. Records And Reports

D47&g

establishing a procedure for obtaining accurate meal counts at
the serving line without overt identification so that accurate
reports of daily student participation by category are entered
on the daily reporting form;
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participation records, 1invoices, bills, financial reports,
equipment inventories and production records) for three years
plus the current school year:

® sibmitting complete . and accurate reports of daily
participation: and :

® submitting a monthly report of food service revenue and
eXpenditures to the county office.

3. Financial Management

e developing and implementing standard procedures for collecting
meal payments, collecting meal tickets and serving meals so
that no student is overtly identified;

® establishing a system for payment and reporting of all food
service invoices in compliance with county and state
requirements for Einancial management;

® obtaining prior approval for all major purchases from the
sponsoring agency;

® ¢&stablishing standard procedures for maintaining inventories of
purchased and government-donated foods, supplies and equipment;
and

® documenting reported expenditures.

4. Training

® éhcouraging school food service and clerical personnel to
participate in the county's in-service training program;

® remaining informed concerning federal., state and county
requlations and policles concerning the various child nutrition
programs; and ' ) .

® encouraging teachers to attend available nutrition education
training and assisting teachers in developing a sequential
Autrition education program in the classroom.

5. Public Relations

® advising all parents concerning the types of food service
programs availlable at the school and surveying the need for
additional programs when these are not available;

® organizing student advisory councils to assist in  menu
planning, publicity and observance of special days in the
lunchroom; and

¢ maintaining liaison with parents, students, community groups
and the administration to promote good public relations.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305 i}

. NATLONAL SCHOOL LUNCH ACT
CHILD NUTRITION ACT OF 1966

SPONSOR'S AGREEMENT FOR THE SCHOOL LUNCH,

SCHOOL BREAKFAST AND SPECIAL MIiLK PROGRAM

1. NAME OF SPONSORING AGENCY:

2. ADDRESS OF SPONSORING AGENCY: ’ - 3. EFFECTIVE DATE:

khkhkh Rk kkhhkkhkh kb hkkk kb kkhkkkkdkddd kb k ok kkdkkk kb kb kb khkkbkdkhkkdkkkhdhkhhhrkh®

In order to effectuate the purposes of the Waticnal School Lunch Act, as amended
{42 U.8.C. 1751) and the Child wNutrition Act, as amended (42 U.S5.C. l771), the
wWest Virginia Department of Education, hereinafter referred to as the
"Department”, and the Sponsoring Agdency (Item 1 above), hereinafter referred to
as the "Sponsor”, agree as follows:

operated by it, as designated below, 1in accerdance with the various State and
Federal Requlations applicable to such programs: KNational Schocl Lunch and
Breakfast Program Regulations (7 CFR Parts 210, 220, 3015 and 245); and/or
special Milk Program Regulations (7 CFR Pari 215) and Nutrition Education and
Training Requlations (7 CFR Part 227), and any applicable amendments thereto, as
well as any State Laws, Requlations, or Standards,

. The DEPARTMENT agrees .to make funds available to the Sponsor for the programs

The SPONSOR agrees to accept federal funds for expenditure in accordance with
the applicable Regulations and any amendments thereto, and to comply with all
the provisions of such regulations and amendments thereto. 1In the event of a
proposed amendment of any applicable requlation, if the Sponsor gives to the
Department, prior to the effectlve date of the amendment, written notice of its
determination to disceontinue operation of any program conducted thereunder, this
Bgreement shall be terminated as to such program as of the eEfective date of the
amendment . - : .

The SPONSCR agrees that it will be responsible for the operation of the
following Child NWutrition Programs: (Place an “"X" in the applicable space to
designate the program(s}.

National Schoeol Lunch Program
School Breakfast Program
Special Milk Program

(In "No Program" schools or

split session Kindergartens only)
Commedity Schools

A - 30.1
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This agreement shall be effective commencing on the date specified (Item 2
above) and ending one vear thereafter, unless terminated earlier as provided
herein. ‘hne Department may renew this Agreement each year thereafter, by notice
in writing given to the Sponsor as soon as practicable after Eunds have been
appropriated for carrying out any of the purposes of the National School Lunch
act and of the ¢Child MNutrition Act during each such year. In any event,
however, either party hereto may, by giving at least ten days written notice,
terminate this Agreement.

The DEPARTMENT agrees to reimburse the Sponseor to the extent of funds available
for school lunches, school breakfasts or special milk served to eligible
children 1in connection with the Child Nutrition Programs indicated above.
Reimbursement shall be made only in connection with meals served to children
which meet the nutriticnal standards set forth in this agreement. Reimburse-
ment rates as established by the United States Department of Agriculture shall
be used to reirburse the Sponsor on behalf of the school or institution. Feor
all sponsors, general cash-for-food assistance funds shall be used to assist the
gschools or institutions in obtaining food {the assigned reimbursement rate
muiltiplied by the total number of school 1lunches or breakfasts served to
children); special cash assistance payments shall be made to assist schools in
providing free and reduced price meals to eligible children (the reimbursement
rate multiplied by the total number served free or reduced).

The SPONSOR agrees to submit to the Department for approval at the beginning of
each school vear, a Policy Statement for the Provisicn of Free and Reduced Price
Meals or Free Milk which covers all foocd services provided under the National
School Lunch Act and the Child Nutririon act for all schoels or institutions
participating in the child nutrition programs. Aan approved copy of the Policy
Statement will be provided to all participating schools or instiutions by the
Sponser. Any school or institution participating in the programs indicated
above may, through the Sponsor, be reimbursed for schocl lunches and school
breakfasts served free or at a reduced price to children meeting the Sponsor's
approved eligibility standards, provided that a current, correctly approved
Application for Free or Reduced Price Meals 1is on file at the school or
institution. Such free and reduced price meals shall be offered to all eligible
children by all participating schools or institutions. Neither the chiid nor
any member of its famlly may be required to work for a meal. Each participating
school or institution shall comply in all respects to the Sponsor's approved
Policy Statement. When the schoel or institution participates in the c¢child
Nutrition Programs 1isted above, meals may not be denied any child for
disciplinary purposes and, if consumed in another school location, must be the
same meal offered to other children. 1f no meal service is available at a given
school or institution, the Sponseor may apply for the Special Milk Program Eor
that particular school or institution. &An approved Policy Statement must he on
file. FPor schools or sites with split-session kindergarten programs, the
sponsor may apply for the Special Milk Program for those particular kindergarten
children only.

The SPONSOR and the participating schools or institutions under its jurisdiction
shall comply with all provisions of Chapter 7, Code of Federal Requlatiocns,

Parts 210, 215, 220 and 245, . B _

The DEPARTMENT and the SPONSOR hereby aqree to comply with Title VI of the Civil
Rights &ct of 1964 (42 U.S.C. 20004 e:f. seq.), Title IX of the Education
Amendments of 1972 (20 U.S.C. 168l et. seq.), Section 504 of the Rehabilitaticn
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Act of 1973 (29.U.S.C. 794), the Age Discrimination Act of 1975 (42 U.S.C. 6101
gt. seq.), all provisions required by the implementing Regulations of the
Department of Agriculture, Department of Justice Enforcement Guldelines (28 CrR
30.3 and 42) and FNS (USDA) directives and guidelines. Compliance will be
consistent with the objective that nc person in the United States shall. on the
ground of race,_ coler, national origin, age, sex or handicap be excluded from
participation 1in., be denied the benefits of, or be otherwise subject to
discrimination under any program or activity for which the Sponsor receives

federal f1inancial assistance under this contract. The Sponseor hereby gives
assurance that it will immediately take measures necessary to effectuate this
agreement. By accepting this assurance, the Sponsor agrees to compite data,

maintain records and submit reports, as reguired, t¢ permit effective
enforcement of the nondiscrimination laws and permit authorized USDA/WVDE
perscnnel during neormal working hours to review such records, books and accounts
as needed to ascertain compliance with the nondiscrimination laws. IE there are
any violations of this assurance, the United States Department of Agriculture or
the Department shall have the right to seek Jjudicial enforcement of this
assurance. Federal financial assistance is extended under this agreement in
reliance on the representations made herein. Thls assurance is binding on the
program applicant and its successors, transferees and assignees as long as they
receive assistance or retain pessessicn of any assistance from the United States
Department of Agriculture. The person whose signature appears below is
authorized to sign this assurance on the behalf of the Sponsor.

The SPONSOR hereby agrees that it will comply with Section %04 of the
Rehabilitation Act that 1is designed to assure that those who receive federal

financial assistance will not discriminate against handicapped persons. It
provides in relevant parts as follows: "No otherwise qualified handicapped
individual in the United States. . . shall, solely by reason of his handicap, be

excluded from participation in, be denled the benefits of, or be subiected to
discrimination under any program or activity receiving federal financial

assistance."”

The SPONSOR shall take appreopriate 1initial and continuing steps to notify
participants, beneficiaries, applicants and employees, including those with
impaired wvision or hearing, and unions or professiconal organizations and local
minority and grass roots organizations that it deces not discriminate on the
basis of handicap in viclation of Section 504 of the Rehabilition Act of 1973.
The notificaticn shall state, where appropriate, that the sponsor deces not
discriminate in admission or access Lo, or treatment or employment in, its
programs and activities.

all informaticn used by the sponsor to inferm the public about the program shall
contain the following nondiscrimination statement: "Program benefilts and
services are available to all chilidren without regard to race, color, sex,
handicap, age or national origin. IEf you belleve you have been discriminated
against because of race, color, national origin, age, sex or handicap, write to
the Secretary of Agriculture, Washington D.C. 20250."

The collection and repcrting of data on the racial or ethnic identity of
children who apply feor free and reduced price meals is required by Department of
Justice requlations.

A - 30.1a
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THE SCHOOL FOOD AUTHORITY AGREES THAT, Eor each school 1listed in the Policy
Statement., it will conduct the program{s) indicated in the Sponsor's Agqreement
in accordance with the Department's regulations and will conform to the
following requirements in the conduct of each program (unless the requirement is
restricted to a particular program):.

Meal Counts, Monitoring and Claims

The official signing the monthly Claim for Reimbursement shall be responsible
for reviewlng and analyzing meal counts to ensure accuracy as specified in
Section 210.8 governing cleims for reimbursement.

The school Eood authority acknowledges that fFailure to submit accurate claims
will result in the recovery of an overclaim and may result in the withholding of
payments, suspension or termination of the program as specified in
Section 210.24, - - . : - -

The school food authority acknowledges that if failure to submit accurate claims
reflects embezzlement, willful misapplication of funds, theft, or fravdulent
activity, the penalities specified in Section 210.25 shall apply.

The school food authority shall provide that Eree, reduced price, and paid
reimbursable meals served to eligible children are counted at the point of
service. or through ancther counting system if approved by the State agency.

Each school food authority with more than one scheol shall perform no less than
one on-site review of each scheol under its jurisdiction prior to Pebruary 1 of
each school year (see 210.8 {a) (1)}. The person who will moniter and complete

the monitoring visits report is

whose position (title) is

Prior to the submission of a monthly Claim for Reimbursement, each school Food
authority shall compare each school's daily claim against data which will assist
in the identification and correction of Claims for Reimbursement in excess of
the number of reimbursable free, reduced price and paid lunches actually served
that day to children eligible for such lunches, Such data shall, at a minimum,
include the number of children currently approved for free and reduced price
lunches in the school, and, for every month except September, the average daily
number of free, reduced price and paid lunches served For the preceding menth
{see 210.8 {a}) (2).

School food authorities shall alsc compare claims against the school's average
daily attendance, enrollment or membership data, and a factor which accurately
accounts for the difference between enrcllment and attendance at any given time
(see 210.8 {a) (3). The person responsible for these edit checks is

whose pesition (title) is
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The SPONSOR agrees: to develop a system for collection of data; to maintain
this information o6n file for 3 vyears; and to establish procedures to ensure that
the information is made available only t¢o authorized state and federal personnel
during reviews or as part of OMB approved surveys. Estimated data on the
raciai/ethnic makKe-up of the applicant organization's program service area.
(NSLP, SBP, SMP)} and enrollment shall be maintalned by the Sponsor.

The SPONSOR agrees to make available upon request, information about program
requirements and -procedures for £iling cempliant in the apprepriate translatien

to non-English speaking persons.

The SPONSOR, if it employs 15 or more perscons, agrees to deslignate a coordinator
te carry out Section 504 activities.

The SPONSOR hereby certifies that .any school(s) or institution{s) under 1its
jurisdiction and participating in any of the Child Wutriticn Programs indicated
above is nonprofit, exempt from Federal Income Tax under the Internal Revenue
Code, as amended, and devoted to the care, training and education of children.
any Sponsor, school or institution which operates its foed service under a
contractural arrdngement with a concéssionnaire or a food management company
shall submit a copy of that contractual agreement to the Department annually for

approval prier to negotiation.

The SPONSOR and its schools or institutions participating in any or all of the
child Nutrition Programs indicated abcove shall comply with the requirements set
forth in 7 CFR Part 3015 regarding financial management; shall maintain full and
accurate records of operations under this agreement and shall keep such records
for a period of three years after the end of the fiscal year to which these
records pertain. Records of income and expenditures shall be maintained in such
a manner as to reflect the non-profit status of this service. The Sponscer shall
limit its operating balance tec a level consistent with program needs. All
excess funds {as determined by the Department) shall be used to reduce the price
of the meal, to improve the quality of the meal service cor to purchase new or
replace old equipment as approved by the Sponsor and the Department.

The SPONSOR and each of the participating schools or institutions shall make
available to the Department cr to the United States Department of Agriculture or
to the State Tax Commission for examination and/or audit at any reasonable time
and place, all tecords pertaining to the operation of programs under this
agreement. The SPONSOR agrees to make it possible for the Department to fulfill
its agreement with the United States Department of Aagriculture concerning its
responsibilities for program supervision, management control, audit, monitoring
compliance and on-site visitation.

The SPONSOR, for its participating schools or institutions, agrees to submit to
the Department on Eorms provided by the Department claims for reimbursement in
accordance with 1instructions providedé by the Department. Claims for reim-
bursement not £iled within 60 days following the last day of the month covered
by the claim will neot be _paid except when the United States Department of
Agriculture determines that late submission of the claim was justifiable.

The SPONSOR agrees that all income accruing to the food gservice program in its
office or in any schoels or institutions participating in the programs available
under the National Schoel Lunch Act or the Child wNutrition Act shall be used
only for Program purposes; provided however, that such income shall not be
used to purchase land or to acquire or to construct buildings.

A - 30.1b
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The SPONSOR agrees that adequate facilities will be maintained for storing,
preparing and serving food purchased for service under the National School Lunch
act or the Child wWNutritien Act and for foocd donated by the United States
Department of Agriculture., Proper sanitation and health and safety standards
conforming with all federal, state and local standards and regulations shall be
maintained by the participating schools and institutions, including an adequate
and safe supply of water and sanitary disposal of all water and refuse. Such
fFacilities shall be provided that the children may eat their meal in an accepted
social manner. Adequate and empathetic supervision shall be provided in the
iunchroom. Food ©or beverages other than the school iunch or school breakfast,
extra milk or other approved foods shall not be served in the dining area at the
time the meal is served. Meals may not be denied to any child feor disciplinarcy
purpose, and must be the same meal served to other students.

Prices charged for adult and student meals and/or milk shall be approved
annually by the Department. Lunches and breakfasts shall be priced as a unit.

Extra milk served under the Special Milk Program in schoels with no food
services and/or schools with split session ¥indergarten programs shall be £luid
miik which meets state and local standards. Reimbursement under the Special
Milk Program shall be claimed only for fluid milk which meets state and local
standards and 1is served in schools or institutions with no reimbursed food
service. Reimbursement may be claimed only for Eiuid milk purchased and served
to children.

The SPONSOR agrees that all lunches claimed for reimbursement must meet the
nutritional requirements Eor the school lunch and that all breakfasts claimed
for reimpursement must meet the nutritional requirements of the school
breakfast. Schools and institutions shall cocoperate with the Department in
developing procedures for diminishing the waste of foods without endangering
nutritional integrity. Only one breakfast and/or one lunch per day may be
claimed for retmbursement for each participating student.

The School Lunches claimed for reimbursement must meet the regqulrements
prescribed by the Department and the Unitecd States Department of Agriculture and
must be served during a period or periods designated as the lunch perlod. The
School Breakfasts claimed for reimbursement must meet the requlrements
prescribed by the Department and the Unlited States Department of Agriculture and
must be served during a peried which is near the beginning of the schoeol day.
The Speonser and its participating scheools and instituticns shall endeaveor to
follow menu suggestions given by the Department and/or Sponsor and shall
initiate varied types of menus, even though it may on occassion mean serving
foods with which some students are unfamiliar. Substitutions may be made in
£ood Lif the individuzal participating children are unable, because of medical or
other special needs to consume such Eoods. such substitutions shall be
supported by a statement from a recognized medical authority which includes
recomended alternate foods.

The SPONSCR agrees that all schools and/or insitutions under its jurisdication
will serve meals to handicapped children even when the c¢hild’'s handicap
restricts his/her diet. These special dietary needs must be verifled by a
statement from a medical doctor and must include prescribed alternate focds., 1f
an emergency should arise preventing a school or institution from temporarily
obtaining delivery of milk, the Department may approve the service of meals wlth
an avallable alternate milk or witheout milk during the emergency pericd.
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This agreement may be terminated upon ten days written notice on the part of

elther party hereto and the Department may terminate the agreement immediately

upon receipt of evidence that the terms and conditions of this agreement or of
the requlations have not been <omplied with by the Sponsor. Any termination of
this agreement shall be in accord with applicable laws and regqulations.

A SPONSOR which operates its food service program on contract with a food
service management company shall remaln responsible for assuring that the
feeding operation is in comformance with its agreement with the Department.

The DEPARTMENT may make adjustments in rates of reimbursement in accordance with
the avallability of funds or in order to comply with the provisions of the
Mational School Lunch 2Act or the Chiid ¥Nutrition Act. Notice of such
adjustments shall be glven as far in advance as.is practicable.

SIGNATURES
STATE DEPARTMENT OF
EDUCATION
{8tate Agency)
BY:
{County) or (Sponsoring Agency) ' STATE SUPERINTENDENT OF
SCHOOLS
APPROVED:
(County Superintendent) or {(Director) State Director of Child Nutrition
Programs
Date ' - Date
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

POLICY STATEMENT
FOR
PROVISION OF FREE AND REDUCED PRICE SCHOOL MEALS OR FREE MILK
The National School Lunch Act and Child Nutrition Act

The

(County Board éE Education or Nonpublic School or child and Adult Care Spoasor)

has entered intc agreement with West Virginia Department of Education to
participate in the WNational Scheool Lunch Program and/or the School Breakfast
Program, the ¢Child and Adult Care Pood Program or the Special Milk Program,
and/or to receive comnodities donated by the United States Department of
Agriculture and accepts responsibility for providing free and reduced price
meals or free milk to eligible participants in the school(s), institution(s) or
center(s) under its jurisdiction.

The County Board of Education or the Neonpublic School or the Child and Adult
Care Institution or Sponsor assures the West Virginia Pepartment of Education
that the schoel system, the institution or sponsor will uniformly implement the
following policy to determine the eligibility of participants for: (1) Free and
reduced price meals in all classrooms and/or schools and/or institutions and/or
centers or homes under 1its jurisdiction which are participating in the Natiocnal
School Lunch Program and/or the School Breakfast Program and/or the Child and
adult Care Food Program and/or which are receiving government-donated foods; or
(2) Free milk in all scheols and/or institutions in its jurisdiction which are
participating only in the Special Milk Pregram or schools which serve milk only
to split session Kindergarten children.

In FfFulfilling its_ respeonsibilities the County Board of Education or the
Nonpublic Schoel or Child and adult Care Institution or Center or Home agrees:

A. To serve meals free or at reduced price to participants from families
whose income is at or below that listed in Attachment A, Coluwms 1
through 6.

B. To serve milk free to children Erom families whose income is at or
below that 1listed in Attachment A, Columns 1-3 (in schools/centers/
institutions/homes with no food service and in schools with split
session Kindergarten).

c. To provide these benefits te any participant whose familv's total
househcld income before deductions falls within the criteria given in
Attachment A at the time the application is submited.

D. To insure that there shall be no physical segregation of or other
discrimination made by the school, institution, center or home against
any participant eligible for a free or reduced price meal or for free
milk. The names of participants eligible to receive free or reduced
price meals and free milk shall NOT be posted, published or announced
in any manner and there shall be no overt identification of any
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participant by use of special tokens or tickets or by any other
means. Further assurance is given that participants eligible for free
or reduced price meals or Efree milk shall: (1) not be required te
work for their meals or milk,(2) not be required to use a separate
lunch or service area, (3) not be required to go through a separate
serving line, (4) not be required to enter the lunchroom/dining area
through a separats entrance, (5) not be rsquired to eat meals or drink
milk at a different time and (6) have the same choices of meals and of
milk a= the paying participant.

E. That in the operation of feeding programs, no participant shall be
discriminated against because of his/her race, color, national origin,
sex, age or handicap.

F. To verify by December 15, in accordance with program regulations a
prescribed number of applications and to maintain records as follows:
(1) a szummary of the verification efforts; (2} the total number of
applications on fila by October 31; and (3) the percentags or number
of applications verifisd. Compliance with these regquirements wlll be
monitored by the West Virginia Department of Education as part of its
supervisory assistance, monitoring and verification efforts.

G. To establish charges for meals served as follows: a reduced-price
lunch or supper not to excead 40 cents, a reduced price breakfast not
to exceed 30 cents, and a reduced-price supplement not to exceed 15
cents.

H. To establish and use a falr hearing procedure for any parent’'s/adult
household member's appeal(s) of the (sponsor's) decisions on
applications, and for challenges to the continued eligibility of any
participant for free or reduced price meals or free milk. During the
appeal and hearing, the participant who was determined eligible based
on the face of the application submitted will continue to receive free
or reduced price meals or free milk. A record of all such appeals and
challenges and of thelr dispositions shall be retained for three years.

Prior to initiating the hearing procedure, the parent/guardian/adult
household member or local official may request a conference to provids
an opportunity for the household member and official to discuss the
situation, present information. and obtain an explanation of data
submitted in the application and decisions rendered, Such a
conference shall not in any way prejudice or diminish the right to a
fair hearing.

The hearing procedure shall provide the following for both the family
and the sponsor:

1. a publicly-anncunced., simple method for making an oral or written
request Eor a hearing.

2. BAn opportunity to be assisted or represented by an attorney or
other parson.
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3. An opportunity to examine, prior to and during the hearing, the
documents and records presented to support the decision under

appeal.

4. Reasonable promptness and convenlence in scheduling a hearing and
adequate notice as to the time and place of the hearing.

5. An opportunity to present oral or documentary evidence and
arguments supporting its position without undue interference.

6. An opportunity to question or refute any testimony or other
evidence and to confront and cross—examine any adverse wltness,

7. That the hearing be conducted and the decision made by a hearing
official who 4id not participate in the decision under appeal or
in any previous conference.

8. That the decision of the hearing official be based upon the cral
and dccumentary evidence presented at the hearing and entered
inte the hearing record.

9. That the parties concerned and any designated representative
thereof be notified in writing of the decisicn,

10. That for each hearing a written record be prepared, including the
decision under appeal, any documentary evidence and a summary of
any oral testimony pregentad at the hearing., the decision of the
hearing official and the reasons therefor, and a ceopy of the
notification to the parties concerned of the hearing official's
decision.,

11. That such written record be retained for a period of 3 years
after the close of the school/fiscal year to which they pertain.
These records must be made avallable for examination by the
parties concerned or their designees at any reasonable time and
place during such pericd.

To designate by name and title the county food service director.
school principal, assistant principal, center director or other
assigned staff to review applicaticns for free and recuced price meals
or milk and make determinations of eligibility. Such officials will
use the criteria outlined in this policy to determine which individual
participants are eligible for Free and reduced price meals or free
milk.

To make available, at the beginning of each schocl year, and whenever
there is a change in the eligibility criteria, to the parent, guardian
or adult household member of each participant attending the schools,
centers or instituticns participating in the Scheol Lunch. School
Breakfast, Child and Adult Care PFocod Program, Commcdity Programs or
Special Milk Program a copy of Form WVDE 43-10-20, Applicatien for
Free and Reduced Price Meals, or Form WVDE 43-10-20 Milk, Aapplication
for Free Milk.
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Interssted parents, guardians or adult household members are
responsibie Ffor (filling out the Application and returning the
completad Application te the couaty office, school or site. Such
applications and documentation of all determinations made on all
applications shall be maintained at each school, center or institution
for 3 years after the end of the school/fiscal year to which they
partain.

Applications for Pree and Reduced Price Meals or Applications for Pree
Milk may be filed at any time during the year. Any parent, guardian
or adult household member who enrolls a participant for the First time
shall be supplied with a copy of Porm WVDE 43-10-20 regardless of :the
time of year the participant is registared.

K. APPLICATION APPRCVAL PROCESS

1. Prior to the review and approval of appiications for the 1993-94
school year, free and reduced price meals and free milk shall be
served to participants from households with approved applicaticns
on Eille from last year. This includes: (a) those participants
who attended the school/center las:t year; (b) new students in a
school with older siblings who were approved Eree or reduced
price last vyear; (c) previcusly approved participants who
transfer from one school/center to another under the jurisdiction
of the same school food authority or spensoring organization.

2. Each incoming application shall be reviewed at the school/center
to dstermine that it is complete. The following information muset
be provided before an eligibility detarminarion can ba made:

HOUSEHOLDS ENROLLING CHILDREN

(a) FPor FPood Stamp/AFDC Assistance units:
{1) wName of child;
(2} The child's food stamp or AFDC case number; and
{3) Signature of an adult household member,

(b} o©Other Households enrolling children:

(1) Name of child;

{2) Names of all household members;

(3) soclal security number of either the primary wage
earner ©r the household member who signs the
application or an indication that the household member
does not have a social security number:

(4) the amcunt of income received by sach household member

identified by source (wages, welfare, alimony/child
support); and

(3} signature of an adult household member.

HOUSEHOLDS ENROLLING DAY CARE ADULTS
(c) For Pood Stamp/SSI/Medicaid participants:
(1) Name of participant(s);

(2) The participant's food stamp, S5I or Medicaid number:
and

(3) Signature of an adult household member.
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(d) Other Households enrolling day care adults:

(1) XName of participant;

(2} Name(s) of participant's spouse and dependent(s)
residing with the participant;

(3) social security number of participant, participant’'s
dependent(s) and spouse residing with the participant;

(4) The amount of income received by participant,
dependent(s) and spouse residing with the participant:
and

(5) Signature of an adult household member.

(e} Any other information requested on the application. but not
provided by the household must not delay approval of the

applicatiocn.

3. Eligibility Determination:

{a) Participants currently receiving focd stamp, AFDC
assistance, SSI or Medicaid assistance shall be approved for
free benefits if the application contains the participant's
name, the food stamp/aFDC case number/5SI or Medicaid number
and the signature of an adult household member;

(b} Households that do not claim food stamp/AFDC/SSI or Medicaid
eligibility =~ must provide Thousehold size and income
information to enable comparisen against the current income
eligibility guidelines. If the total reported income is
within the eligibility 1limits, the participant shall be
approved for either £free or reduced price benefits, agz
applicable.

4. Household Notification:

(a) Aall househclds must be promptly notified of their
eligibiiity status.

{b) Households denied  benefits m@must be given written
notificatien of the reascn for denial and of appeal rights
and procedures., The household shall be advised that they
may reapply at any time during the school vyear if their
circumstances change. The reasons for denial shall be noted
and Kept on file together with the date the denial notice is
sent and the name of the denying official.

5. If a participant transfers from one school, center, home or
institution to another under the jurisdiction of this County
Board of Education or Sponsor, his/her eligibility for free or
reduced price meals or, if so offered, free milk will be
transferred to and honored by the receiving school, center, home
or institution, provided that the receiving schooi, center or
institution participates in the School Lunch and/or School
Breakfast Programs, the Child and Adult Care Food Program or in
the Commcdity Only Program or the Special Milk Program. The
school/center/instituticn from which the participant transferred
shall retain a copy of the participant's application.
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All participants from a family will receive the same benefits,
provided that all attend schools, centers, homes or institutions
where these feeding programs are in operation.

6. it 1s recognized that in certain cases foster children are also
eligible for these benefits. If a household has foster children
living with them and wishes to apply for such meals or milk for
these children, the household will be instructed to contact the
school, center, institution or home.

7. The designatad hearing official for this County Board of

BEducaticn or this Nonpublic Schoeol or this Institution or this
Center or this Home is:

Namea* ~ Title

Address - .- ) - . B

*(Note: This person must be someone not involved in the original eligibility
determinations. It is suggested that the designated hearing official
heold a positicn at a higher administrative level than that of the
determining official.)

L. To submit a public/press release contalning both the free and reduced
price eligibility guidelines and all other informaticn cutlined in the
parent/gquardian/adult household member letter to the local news media,
local unemployment offices and major employers contemplating or
experiencing large layeffs.

M. To establish a procedure to collect money Efrom participants who pay
for their meals or milk and to account for the number of free, reduced
price and full price meals served or for the number of half-pints of
Eree and £ull price mwmilk served. The procedure described in
Attachment B will be wused. Nco other participant in the school,
center, home or institution will conscilously be made aware by such
procedure of the identity of the participants receiving such benefits
and an accurate meal time count will be made and recorded daily.

N. To submit to the West Virginia Department of Bducation for approval
any alterations or amendments to the policy. including eligiblility
criteria, applications, public announcements, or collecticons of
payments, prior to implementation. Such changes will be effective
only wupon approval. All changes in eligibility criteria must be
publicly announced in the same manner used at the beginning of the
school year.
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ATTACHMENTS: The following attachments are adopted with and considered a
part of this Policy Statement:

. Attachment A Income Rligibility Criteria Efor Free and
Reduced Price Meals and Free Milk

Attachment B Point of Service Count and
Collection Procedure f£or Meal Payment

Attachment C Public Release

Attachment D ocffer Verses Serve Policy Report and Lunch
Option Selection

Attachrent E Income Eligibility Application and Parent/
Bousehold Letters .

Attachment F Notice to Househelds of Approval/Denial

Attachment G Notice of Selection for Verification

Attachment H Notice of Adverse Action

THE POLICY STATEMENT OUTLINED ABOVE WAS APPROVED BY THE
COUNTY BCARD OF EDUCATION OR THE BCARD OF

. DIRECTORS ON . ] ]

APPROVED BY: —

County Superintendent of Schools or Director, Divisicen of child
administrator, Nonpubllic School or Nutrition Pregrams
child Care Institution., or West Virginia Department of
Directer, Child and Adult Care Educaticn

Food Progran

Date Date

Copies of this Policy Statement, including Attachments A, B, C., and D will be
issued to each participating school or institution by N
Date
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FAMILY
SIZE

THREE

FCQUR

FIVE

SIX

SEVEN

BIGHT

ATTACHMENT A

GUIDELINES TO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1993-94

ANNUAL FAMILY INCOME BEFCRE DEDUCTIONS

ELIGIBLE FOR FREE ELIGIBLE FOR REDUCED
MEALS OR FREE MILK PRICE MEALS

YEARLY MONTHLY WEEKLY ¥YEARLY MONTHLY WEEKLY

% 9,061 & 156 %175 $12,895 1,075 $248
12,259 1,022 236 17,446 1,454 336
15,457 1.289 298 21,997 1,834 424
18,8655 1,555 359 . 26,348 2,213 511
21,853 1,822 421 31,099 2,392 599
25,051 2,088 482 35,650 2,971 686
28,249 2,355 544 40,201 3,351 T4
31,447 2,621 €605 ... 44,752 3,730 86l

POR EACH ADDITICNAL FAMILY MEMBER. ADD

3,198 267 62 4,551 380 g8
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ATTACHMENT B
POINT OF SERVICE COUNT AND
COLLECTION PROCEDURES FOR MEAL PAYMENTS
PLEASE NOTE: . . ; i

. 1. Iin collecting -payments for meals and in distributing tickets., tokens or

bills. officials must ensure that there is no overt identification of
recipients of free or reduced meals: (2) at the time the meal payment is
made, (b) at the time the ticket or invoice i= is=sued, and (c} in the
serving line.

2. Any payment collection system must have a built-in accounting system.
Daily records must document the amount of reduced, and fully paid
participant and non participant payments collected and the number of free,
reduced price, and Ffully paid participant and non participant meals which
actually were served. Keeping these counts 1is a federal requlatory
requirement. The use of "slash marks" as a hand tally device does not meet
federal regulatery requirements.

Furthermore, the meal counts must be taken at the point of service where a
determination c¢an accurately be made that a reimbursable meal has been
served to an eligible participant. For all practical purposes, this is at
the end of the serving line.

attachment B. serves as documentation of the system which will be used by
each school, institution, center or home during the current schoel year for
daily meal counts and the collection of meal payments. If more than one
method is used within the school district or sponsoring agency each method
must be described and the sponsor must indicate which (school) site uses
which system.

Any methods not listed below must be submitted in detail to WVDE for
approval prior to implementation.

POINT OF SERVICE COUNT AND MEAL PAYMENTS COLLECTICN

In all schools/centers/homes/institutions participating in the school lunch
and/or the school breakfast programs, and/or child and adult care food program
the following procedures will be used during the current school year:

METHCOD 1

Before the beginning of c¢lass., participants go to the office to make daily
(or weekly) payments for their meals. The meal payments are collected in such a.
manner that other participants are unable to detect those who pay reduced
prices. Meal payments are counted and recorded in the office. Each day the
appropriate numbers of coded daily meal tickets {including those for free meals)
are sent to the individual classrooms. At mealtime, the tickets are collected
from the participants as each participant receives his/ner reimbursable meal.
The tickets are distributed and taken by the participants te the dining area
where these are c¢ollected after the meal is served. The coded daily tickets are
counted by categery_ to arrive at an accurate daily point of service count. The
following schools/centers/institutrions use Method 1l:

WVDE 43-10-11 {(County) Revised 6/93 9 . . 0267q
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ATTACHMENT B
{Cont.)

METHOD 2

Participants pay for their meals in the office or classroom at the
beginning of the school day. The meal payments are collected in such a manner

that other participants are unable to detect those who pay reduced prices. As
the participants receive their reimbursable meals, a coded check off list
{roster) containing the names of all participants and identifying those who have
paid (Full and reduced price) and participants eligible for free meals is
clearly marked by an individual familiar with the participants. At the end of
the meal service period names on the roster are counted by cateqory ({(free,
reduced, paid) and an accurate c¢ount is recorded on the dally record of program
operation.The following schcecols/centers/ institutions use Methed 2:

METHOD 3

Participants I.D. cards, with coded participant number, are issued to each
participant. When a reimbursable meal has been served to the participant, the
1.D. card is scanned electronically or the I.D. number is manually entered into
the computer. A computer generated meal count by category, (free, reduced
priced, and fully paid participants and non participants) provides information
for the claim Eor reimbursement. Participants may pay in advance, weekly or
monthly or ‘be billed weekly or menthly. The foliowing
schools/centers/institutions use Method 3:

METHOD 4

At or near the beginning of the term each participant is assigned a coded
identification number indicating whether the participant is entitled to free,
reduced price or fully paid meal .service. As participants receive a
reimbursable meal, they report this number te a responsible person who records
the identification number on an adding machine tape or some other device. At
the end of the serving period, a count of free., reduced price and fully paid
meals 1s constructed from the coded list., Households pay for the meals in
advance or are billed for meals consumed during a specific billing periocd. The
following schools/centers/institutions use Method 4:
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ATTACHMENT C

PUBLIC RELEASE OF COUNTY OR NONPUBLIC SCHOOL OR
CHILD AND ADULT CARE SPONSOR
ON FREE AND REDUCED PRICE MEALS AND FREE MILK

The County Board of Bducation (or the Institutien,
Center, Home or Nonpublic School) today announced its policy for (free and
reduced price meals) {free milk) for participants who are unable to pay the full
price for meals or milk served in schools., centers, institutions or homes which
participate in the Wational School lunch or Breakfast Programs the Child and
Adult Care Food Program or in the Special Milk Program only. .

The County Board of Education (or the Nonpublic School, Institution. Center or
Home) has adopted the following family size income criteria for wuse in
determining the eligibility of participants for free and reduced price meals and
free milk: -

GUIDELINES TO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1993-94

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

PAMILY ELIGIBLE PFOR FREE ELIGIBLE FOR REDUCED

SIZE MEALS OR FREE MILK PRICE MEALS

ONE - $ 9,061 -———-—- ---%12,895
TWO W —eemmmmmmmm—ees _— 12,259 ———memeee 17,446
THREE - 15,457 —emmmmmemmeemem e 21,997
POUR - ~18,655 26,248
FIVE ——— 21,833 - 31,099
SiX ———————— e 25,051 -—————e 35,650
SEVEN 28,249 -~—~————e- 40,201
EIGHT ——me——————— 31,447 --———- 44,752
FOR EACH ADDITICNAL

FAMILY MEMEER. ADD 3,198 4,551

participants from households whose 1ncome is at or below the levels shown are
eligible for free and reduced price meals (or for free milk).

Application forms are being sent t¢ some homes with a letter to parents,
guardians or adult household members. All parents, guardians or adult household
members wishing to apply for free or reduced price meals or free milk may fill
out the application form sent home by the school, center, institution or home.
additional copies of the application are available at all sites and county
cffices. The information provided on the application is confidential
information to be used only for the purposes of determining eligibility of the
participant. An application may be submitted at any time during the school
year, but must be submitted annually for continued eligibiliry. Information
given on the application may be verified at any time during the school year by
school or program officials,

WVDE 43-10-11 (County) Revised 6/93 11 0267q
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ATTACHMENT C
{Cont.)

So that the schoel or program officials can determine eligibility for frase or
reduced price benefits, the housshold applying for a child must provide all of
the Eollowing information listed on the application: Wames of all housshold
members;: socilal security number of either the primary wage earner or the
household mewmber who signs the application or a statement that the housshold
mesber does not possess one; amount and source of income recelved by each
household member; and the signature of an adult household member certifying that
the information provided is correct. To determine eligibility for Eree or
reduced price benefits for adult participants., the household or adult
participant must provide the following information on the applicaticn: name of
adult participant and adult participant's dependent(s) and spouse residing with
the participant; social security number of either the primary wage earner., adult
household member who signs the application, the participant or a statsment that
the person does 1ot possess one; participants income and dependent{s) and
spouse’'s income, 1f residing with the participant; and the signature of
participant or adult household member. Housenolds including the participant
applying, currently receiving food stamps, AFDC, SSI or Medicaid benefits for
participants may submit their Food Stamp, AFDC Program Case WNumber, SSI or
Madicaid npumber 1instead .of 1income information. Households are required to
report increases in household income of over %50 per month or $600 per year and
decreases in household size,

Food stamp, AFDC, SSI and Medicaid households only have to provide the
participant’'s name and current and correct food stamp, AFDC case number, SSI and
¥edicaid number and an adult househeld member's signature. In certain cases,
foster children are also eligible For these benefits. IFf a family has Foster
children living with them and wishes to apply for Efrea or reduced price meals
and milk for them the school principal or program director should he contacted.

tUnder the provision of the free and reduced price meal and free milk policy the
school principal or program director will review applications and determine
eligibility. TIf a parent, guardian, or adult household member 1s dissatisfied
with the decision, he/she may wish to discuss the decision with the principal or
director on an informal basis. I1If the parent, guardian or adult household
member wishes to make a formal complaint, he/she may make a request either
orally or in writing to:

Name . . Telaphone

Address

for a hearing to appeal the decision. The county (or private school,
institution., center or home) policy contains an outline of the hearing
procedures, ‘

If during the school year a family member becomes unemployed or if family size

changes, the family should contact the schocl, institution, center or home to
file an application.
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ATTACHMENT C
(Cont.)

in the operation of USDA feeding programs, no participant will be discriminated
against because of race. color, national origin, age, sex or handicap. If any
member of a household believes he/she has been discriminated against, he/she
should write to the Secretary of Agriculture, Washington D.C. 20250.

Bach school, child and adult care center, institution or home and the office of
the county board of education has a copy of the complete policy which may be
reviewed by any interested party.

This is the public release we will send to:

(Enter names of news media outlets, unemployment offices and maijor employers
contemplating or experiencing laycffs.

on {Date)}.

These groups must be advised of program availability, new programs or changes in
existing programs.
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ATTACHMENT B
OFFER VERSUS SERVE POLICY REPORT

The adheres to child nutrition
{Name of Sponsoring RAgency)

program regulations concerning the provisions for "Offer wversus Serve* as

indicated below.

7CFR, Part 210.10 (¢) Offer versus Serve. FEach school shall offer its stundents all five
required food items as set forth in . . . [the school lunch pattern]. Sendor high stidents shall
be permitted to decline up to two food items. Students below the senior high level may be
permitted to decline up to two food items, or only one food item, at the discretion of the
school food authority. The price of 2 reimbursable lunch shall not be affected if a student
declines food items or accepts smaller portions.

1. All senior high school students are offered five complete Ecod

items. but have the opticn to take three of the Five food items.

2. Junior high and wmiddle school students are offered Cfive
complete food items dally and have the option to take:

a. three of the five Eood items.

b. four of the five food items.

3. Elementary school students are coffered five complete food items
daily and have the option to take:
a. three of the five Food items.

b. Eour of the five food items. T e

TCFR, Part 220.8 (3) Offer versus Serve. Each school shall offer its students all four

required food items as set forth under . . . {the school breakfast pattern]. At the option of
the school food authority, each school may allow stidents to refuse one food item from any
component that the student does not intend to consume. The . . . [offer versus serve option]
shall not affect the charge for breakfast. :

The following schools allow the cffer versus serve option at breakfast:

The following schools do not allow offer versus serve at breakfast:

LUNCH OPTION SELECTION

To implement Standards for School Nutrition, policy 4321.1, the county chocses
the Eollowing option for lunch implementation (check one):

Lunch Implementation Option A, 4.1, UsSba Pattern plus nutrient analysis.

_. Lunch Implementation Option B. 4.2, West Virginia Department of Education
component-based standard.
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DRAR PARENT OR GUARDIAN:
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FOSTER CHTLDREN

In certaln ceses. foseer chitdren are ellgible for ftee of Teduced Dtice meals regacdless of income. If vou hNave 2
fomtar child, plesse contact school offlclisis.

WHAT IS A COMPLETE APPLICATION?

1. wing f FADC. x complete arpllication includes: child's name. rcase number and adult
siqnature. - - TTo
2. rog g [pmily Seypine 3 foster child. 2 somplete application Includesr child's name. child's personal use income
end adult slgneture. T L D T
! 5. a cowpizte sppllcation  Inciudes: child's newe, household wrabere, monthly Incoss,
source of Ilncowe, yocial decurtity mumsber of the asduit slgning the application ot the wotd "womt” Lf vou do not
have one, and adull zlenature.

FRIVACT

the inforsation thet 1o 2emd will be used to determine or prove your child's <llelbllity fot free of reduced price
meuls. Thix inforsacion mar alze be used for frew tertbooks, wortbooks end other school Toppilas.  Tour fame s
sddress may be shated with the Depactment of Feaith ad Numen Regources 1o sond you Mediceid informazion or with
sehoal offliciats to determine your child's <iiglbility te recelve vocattomal sducation benelits. 1If you went fres
books, #nd other school mowpiles. Medicald Information or vocational aducation benxlilis for your chlld., check the
blenks lh Part VII on v Torm end slen Parce VLI,

FROOF OF THCOME

The !nfotmition vou provide may be checked by the tohool, cewe. or center 't atafl 22 mey time, You may be asked o
send informaclon to prove your child e #liglble to recwive ITes and Teduced price wuals,

REPORTING CITANGES
Tom must [eport to your child’s schowi, center or <eepr

1. Ant chéees in your income of $59 per month or 2600 per year:
2.  wy chenges in yowe boweetotd 3tzer end
3. vhen vou no lomger ceceive food vtesps or AFDC {fot your child,

FAIR ITEARING

il you do nat agraw uwith the dscizion on your child's spplication or the protess used to prove Income eilgqibility, you
miy talk with achool. cwmter or cemp offlciais.  You have the tight to a2 [air hearing which say be arranged with the
coRty Fuper intendens, or cwntar or cemy dicrecteor,

REAPPLICATION

Towr may spply for beneflity any tlme duxing the school ywar. 1TF you showld have & decressw In housrehoid incoms,
increase In houashold sirs. or becoms unempioyed, (11! out s applicecion st that time.

NONDISCRIMINATION

nildren who receive f(Cee or Tedoced price sesls are rreeted the seme o9 children who pay for weals. Mo child will bw
dycrininated syainet decsups of tace, sex. coloc. natlonal origin. aee. or hendicep (n the opsretlon of the child
fryding programe. I you believe you have been discrimineted agaient, wrile o the Tectetwey of Agricwitwew.
Uaghington, D.C. 29338,

MEAL BENEFITS FOR HANDICATTED CINLOREN

Ichoois shell maks svbstitutions in foods Tor hendicapped children whwoss hendicep restrices thelr diat.  For more
informacion. contact school offtclaiy,
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ATTACHMENT F

WEST VIRGINIA DEPARTMENT OF EDUCATION

Charleston, West Virginia 25305

APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

TC: —

(Name of Parent, Guardian or Adult Household Member)

{Address)

{Name of School or Institution or Center)

Your Application for Pree Meals or Reduced Price Meals for (name(s))

has been reviewed on the basis of the current Income Guidelines set by the
United States Department of Agriculture,.

EFFECTIVE ON

Your 1993-94 application for Eree or reduced price meals has
been denied.

Your application hag bheen approved. for Free meals, and (in
public schools) free textbooks, workbooks. and instructional
supplies, pending a request for verification.

Your application has been approved for reduced price neals,
and (in public schoecls) <Lfree textbooks, workbooks, and
instructional supplies, pending a request for verification.

Your application has been temporarily approved for free
meals., pending a request for veriflcatien.

¥Your application has been temporarily approved for reduced
price meals, pending a request for veriflcaticn.

Applicant{s) is/are eligible £for Cfree meals rather ' than
reduced price meals.

REASON FOR DENIAL OR CHANGE IN BENEFLITS

If you have any questicn, please contact your school or center.

You may apply or reapply for free or reduced meal benefits ar any time during the
schocl vear. B2Applications are available at the school. institution or center.

A - 30.Zh
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puring the vear, if there is a change either in your househoid’'s total income or in
your household size, you should notify your school, instituticn or center. a
decrease in total income, an increase in family size, unemployment or temporary
layoff may make your participant eligible Eor free or reduced price meals. All
households with participants wno are receiving free or raduced price msals musc
notify the appropriate official of any change in household siza or of any increass
in household income of over 3350 per month.

The 1information you give in the applicarion process will be used only for the
purpose of establiishing your participant's eligibility for Eree or raduced price
benaefits or Ffor free textbocks. werkbooks and instructional supplles or for
Medicaid information or Vocational Education benefits information if you have so
indicated. The request for Food Stamp, AFDC Case Number, SSI or Medicaid number
doas not mean that your benefits will be changed. The number will be used only for
eligibility determinations.

If vyour Application is denied or if it is approved for reduced price benefits
rather than free and if vyou disagree with the decision., you may discuss thizs with
your school principal or institution or center director. I, after such
discussion. yeou wish further review of the decision. ycu are entitled to a fair
hearing. A request for a hearing may be _made either by letfer or by telephone.
Please contact vyour county superintendent. or in the case of a private school, your
school director, or the sponsor of the child care center, home or institutien,.

Program benefits and service are available to all participants, without regard te
race, color, sex, handicap. age or naticnal origin. If you believe you have been
discriminated against Dbecause ¢f race, coler. naticonal origin., age, sax or
handicap, write o the Secretary of Agriculture, Washingten, D.C. 20230.

WVDE 43-10-20 Revised 3/92 2 0283q




PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear

Federal reguliations require that informatien contained on three/one
percent of all approved applications for free/reduced schocl lunches be
verified. These regulations outline the information to be wverified and
acceptable documenzaticn (procf) which may be provided Ffor wverification
purposes. .

Through a random/focused selection process, an application approved for

(Eree/reduced) mealg for (name)
on , 199 {date) has been selected for verification.
Attached 1is information outlining what must be provided by vou so that the
application can be verified. Please read this information carefully and

submit the proper document(s) tc me within ten days. Pailure to provide this
information within the allotted ten day period will resuit in the loss
of i (free/reduced) meals for {name) .

If you require further information or need assistance, please call ne
ae .

Sincerely,

Prinecipal

School

Street and/or Post Qffice Box

Zip Code

0308q : A - 3021




SCCIAL SECURITY NUMBEES

If you do not show that you receive food stamps or AFDC for your child, you
must show papers that prove your income and you must list the social security
number of each adult household member. Write the word “none” L1f an adult
household member does not have a social security number.*

1. IR Y AN L S AN L AN A A
2. S-S -
3. A AR A Y AR A S AN AN S
4 I AN AN £ T A S A A A
5 I A AN S AN LS AN A A
6. LA AN L Y A N A A

*Privacy Act Statement: The National Schoel tunch Act requires that, unless
you show that you receive food stamps or AFDC for your child, you must provide
the social security number of each adult household member or indicate that the
housenold member does not have a social security aumbsr. Provision of a
social security number if not mandatory. but 1f a social security number is
not provided for each adult household wmember or an indication made that an
adult housenold member does not have a social security number, benefits will
be tarminatad. The social security number may be used to identify hcousehold
members in verifving the correctness of information stated on the appilcation
and continued eligibility for the program. These verification efforts may be
through program reviews, audits, and investigaticns and may include contacting
employers to determine income. contacting a food stamp or welfare office to
determine current certification for receipt of food stamps or AFDC benefits,
contacting the State employment security office to determine the amcunt of
benefits received and checking the documentation produced by household members
to prove the amount of incoms received. These efforcs may result in a less or
reducticon of benefits, administrative claims or legal actions 1f incorrect
information is reported. This informarion must be provided to the attention
of each adult household member disclosing his/her social security number.

05038q




ATIACEMENT H

PARENT LETTER

DIFFERENCE BETWEEN DOCUMENTATICON AND APPLICATICON

Date

Dear . :

we have reviewed the deocument(s) submitted as proof of income. The
proof checked below does NOT agree with the information on your application
for Eree or reduced priced meals.
FOCD STAMP ELIGIBILITY .

Wrong family

Not current for last menth

Other -

PAYCHECK STUB, PAY ENVELCOPE, LETTER FROM EMPLOYER, SELF EMPLOYED PRCOF OF
TNCOME —

Not current for last month

Income reported higher than on application

__Income reported lower than on application
i

Cther

BENEFIT NOTICE/LETTER OR COPY OF CHECK ¥ROM

Not current for last month
Income reported higher than on applicatien
Income reported lower than on application

Other

(OVER)

A - 30.2j




WRITTEN STATEMENT EXPLAINING N0 HOUSEHOLD INCOME
Statement shows that there is incoqu o

_Statement does not fully explain household cenditions

Other

Az a result of this difference, unless you can provide adequate proof of
eligibility within ten (10) days (by Y or submit a rnew
application (enclosed), benefits to your child will:

Change from reduced price meals to free

This change wiil occur only 1if you contact the school by the dare
listed above to explain the difference.

Change from free meals to reducsd priced meals at § for lunch
and $ for breakfasc. o ' S
Be stopped.

This change will remain in effect until you provide the information required.
if you have any other proof to submit, piease send it to the school and this
decision will be reconsidered. Failure to reply within ten {10) days will
result in the change notad above.

vou may reapply at any time during the school year 1f your eligibilirvy
circumstances changes.

1f you no longer recesive Food Stamps/AFDC Benefits you may submit a new
?res/Reduced application with confirming income information.

If you do net agree with this decision you may request a hearing by contacting
(hearing officer} at

(county office).

If you request a hearing, your child will continue to receive free or reduced
price meals until the decision of the hearing offliclal is made.

You have ten (10) days from the date of this letter to request such a hearing.

Sinceraly.

School Principal

a511q 2




BUHOOL CODE
WEST VIERGINIA DPEPARTMENT OF EDUCATION
CHILD NUTRITION DIVISION
Charleston, West Virginia 25305
APPLICATION AND AGREEMENT FOR ThE SCHOOL LUNCH, SCHOOL BREAKFAST AND SPECIAL MILK PROGRAMS

NAME OF SCHOOL OR INSTITUTION

ADDRESS =

COUNTY _ TYPE OF PROGRAM: NEW ___ RENEWAL
CURREN'T ENROI.LMENL ____ AVERAGE DAILY ATTENDANCE ____ PROGRAM BEGINS

PROGRAM RNDS - NUMBER FOOD SERVICE WORKERS: FULL TIME ___ PART TIME

DOES THE SCHOOL OPERATH 1ITS MEAL SCERVICE ON A FEE, CONCESSICN CR CONTRACT ARRANGEMENT?

YES HNO If_"Yes"., attach a copy of the current contract.

THE SCHOOL OR INSTITUTION LISTED ABOVE 1S APPLYING FOR APPROVAL TO OPERATE THE CHILD
NUTRITION PROCRAME AS LISTED BELOW:

SECTION A. SCHOOL LUNCH PROGRAM _____ (check if appropriate)
Estimated number of lunches to be served dailly: To Children ; Teo Adults
Estimated number of lunches to be served dally to children: Free _ ; Reduced Price o
.nch Prices: Children: Regular Price ____ ; Reduced Price _ :; Adult Price _
SECTION B. SCHOOL BREAKFAST PROGRAM __~ (check if appropriate)
Fstimated number of breakfasts to be served daily: To Children . ; To Adults __
Estimated numbher of breakfasts to be served daily to children: Free _ _; Reduced Price -
Breakfast Prices: Children: Regular Price ___ ; Reduced Price _  ; RAdult Price
~ SECTION C. SPECLAL MILK PROGRAM __ (check if appropriate) |

NCTE: Schools which applied for elther the School Lunch and/or the School Breakfast Program

in Section A or Section B above. may for children in split-session kindergarten
cnly complete Section C.

Net Delivered Price {after discount} paid to supplier per 1/2 pint milk _

Unflaveored, low fat 5 Fluid, whole ; Flavored ; Other
Price to be charged children per 1/2 pint milk: Unflavored. low fat ; Flavored
Fluid, whele _; Cther = ({(Specify type, e.g., buttermilk, milk shake, etc.)

LIST BELOW THE NAMES AND ADDRESSES OF ANY OTHER SITES WHICH ARE SERVED BY THIS PROGRAM:

WVDE 43-10-01 06/91 1 A - 30.3 0278¢




MEMORANDUM OF UNDERSTANDING

To effectuate the purposes of the Naticnal School Lunch Act and the ¢hild Nutriiton act and

fedoral/state requlations governing the School Lunch Proyram, the School Breakfast Program
and the Speclal Milk Program, the West Virginia Department of Education, the County Boa
Bducatlion or other Sponsoring Agency and the School or Institution completing

Applicatien and Aqgreement do hereby agree:

1. The West Virginla Department of FEducation (hereinafter referred to as “Department")
shall reimburse the Sponsoring Agency (hereinaflter referred to as "Sponscer”) Lo the
extent of funds avaitlable, for lunches and/or breakfasts and/or special milk served to
children in connection with the National School Lunch Act and the Child Nutrition Aact
during the fiscal year during which the Department's Agreement with the Sponsor and the
Sponsor's Agreement with the School or Institution (hereinafter referred toc as “School”)

is in effect.

Reimbursement shall be made to the Sponsor only 1in connection with meals which are
served to eligible children which meet rthe nutritional requirements set forth in
Section 3 of this Memorandum of Understanding. The School may be reimbursed, to the
extent tfhat Efunds are available, by the Sponsor For school 1lunches and/or school
breakfasts or for special mllk served by the Schoel under the Programs indicated on
Page 1 of this Agreement. Further, compiiance by the Schocl with federal requlation set
forth in Chapter 7. Code of Federal Requlations, Parts 210, 220, 215 and 245, as
applicable to the specific child nutrition program, is prerequisite to participation in
the School Lunch Program, the School Breakfast Program and the Special Milk Program.

Reiwbur sement rates are ostablished by the Department, to Lhe extent funds are
availeble, within the maximum payments prescribed by the United States Department of
Agriculture. Such payments are determined by multiplying the appropriate rate by
total number of school lunches, school breakfasts or one-half pints of special ‘
served to Lhe appropriate categories of eligible children (free, reduced price or £

paid).

in  approving Aapplications from eligible scheels or institutions, in  assigyning
reimbursement rates and in approving for payment of monthly Claims for Reimbursement,
the Department requires compliance with the following conditions:

A. The Sponsor has on file with the Department an approved and current Sponsor's
agreement for the School Lunch, School Breakfast and/or Special Milk Program;

B. The Spousor has on file with the Department an approved and current Policy
Statement for the Provision of Free and Reduced Price School Meals and Free Milk:

c. A Sponser {(or School) which operates its food service program on contract with a
food service management company remains responsible for assuring that the Programs
are in compiiance with the Sponsor’s Agreement:

D. To the extent of funds available, and upon submissicn of an accurate Claim for
Reimbursement the Department reimburses the Sponsor on behalf of the School for
meals or milk served In accordance with the terms of this Memorandum of
Understanding in any fiscal year during which this Memorandum and the Sponsor's
aAgreement are in effect. IF meals or milk are served by the School during parts of
twe Fiscal vyears, the Department's agreement to reimburse the Sponsor is
conditicnal upon appropriation by Congress of Funds in sufficient amounts for (i
specific meal or milk service during such second fiscal year. ‘

E. Mo legal liability on the part of the Department Eor the payment of any money shall
arise until such appropriations have been provided by the United States Department
of Ayriculture,




The Department will hcnor cClaims for Reimbursement which are submitted by the
sponsor on forms provided by the Department within 60 days following the last day
of the month covered by the Claim. <Claims not £iled within 60 days will not be
paid except when the United States Department of Agriculture determines that late
submission of the Claim was justifiable.

The Sponsor conducts a non-profit food and/or milk service and maintains records of
income and expenditures in such a manner as to reflect the non-profit status of the

Eoocd/milk service.

The Sponsor makes avallable Ffor review or audit appropriate documentation
concerning pregram eligibility, licensure with the required State Agencies and
documentation of tuition, fees and meal/milk charges tc the Child.

2. in administering the various school nutrition programs; in assigning meal reimbursement
rates to schools/sites: and in compiling and approving for payment menthly Claims for
Reimbursement, the Sponsor reguires compliance with the following conditlions:

A
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The School conducts a non profit meal or milk service and maintains receords of
income and expenditures to reflect the non-profit status of the service.

All income accruing to the school food service program in any School participating
in the Programs under the NWational School Lunch Act and the Child Nutrition Act is
used by the Sponsor and by the School only for Pregram purposes, provided that such
income shall not be used to purchase land or to acquire or to construct buildings.

The Sponsor and/or the Scheol shall 1limit operating balances for the school
nutrition programs to levels consistent with program needs. All excess funds shall
be utilized to: reduce the price of meals or milk te the child; improve the
quality of meals; and upgrade equipment, as approved by the Sponscr and/or

Department.

No foad, other than the school meal or milk 1s served in the dining area at the
time of meal service. W#eals or milk shall not be denied any child for disciplinary
purposes. No _student shall be discriminated against by service of meals or milk
which are different from those offered to other children.

Except for fodd service personnel, payments for all adult breakfasts, lunches and
milk are made._ Adult and student meal and milk prices are approved annually by the

Department.

The School and Sponsor operate the School Lunch, Scheel Breakfast and Special Milk
Program in compliance with all pelicies set forth in the West Virginia Department
of Education Policles cof Operation Manual.

The School complies in all respects with the conditions set Eorth in the Sponsor's
current Policy Statement for Provision of Free and Reduced Price Meals and Free
Milk. School lunches and/or schocl breakfasts or special milk are cffered to all
children attending a participating school and are served without cost or at reduced
cost te all children with approved applications on Eile for Eree or reduced price

benefits. _

The Sponsor and School maintain feor a pericd of three years after the end of the
fiscal year te which these pertain, all records and reports related to program
operation, including Applications and Agreements, Policy Statements for the
Provision of Free and Reduced Price Meals and Free Milk, Student Applications for
Free/Reduced Price Meals or Free Milk, records of verification of eligibility,
datly participation records, Claims for Reimbursement, Meal Production Reccrds,
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Inventory Records, inveices, bills, receipts, purchase orders. bid reguests, bid
award documentation, bank statements and ledger sheets,

I. all records related to program operation are made available to the Sponso’
Department, United States Department of BAgricualture and to State auditors £
review and/or audit at any reascnable place and time.

J. In the operaticn of all child nutrition programs, the School agrees to comply with
Title VI of the Civil Rights Act of 1964, Titl: IX of the Education amendments of
1972, Section 504 of the Rehabilitation Act of 1973 and the Age Piscrimination Act
of 1975. Compliance is consistent with the objective that no person in the United
States shall, on the ground of race. celor. natiomal origin, age, gender or
handicap. be excluded from participation in, be denied the benefits of or be
otherwise subject to discriminaticn.

3. In the operation of the school food service programs, the School or Institution agrees
to follow the policies concerning “food service- as set forth in United States Department
of Agriculture Meal Pattern Guidelines and included as part cf each sponsor's annual

Agresmeant: . o

4. aAdequate faclilities shall be maintained For storing., preparing and serving fcod and
milk. Sanitation., health and safety standards shall conform with all state and local
standards, including an adequate and safe supply of water and sanitary disposal of all
water and refuse, o

5. The School shall furnish adequate facilities and equipment so that the children may eat
their meals in an accepted social manner. adequate and empathetic supervision shall be
provided in the dining area.

6. This Agreement may be terminated upon 10 days written notice on the part of either part’

hereto and the Department and/or Sponser may terminate this agreement immediately upo
receipt of evidence that the terms and conditions of this agreement or of the applicable
requlations and pclicies have not been fully complied with by the School or Sponsor.
The Department may make adjustments in rates of relmbursement in accordance with the
availability of funds or in order to comply with th. provisions of the National School
Lunch Act or the Child Nutritieon Act. MNotice of usuch adjustments shall be given in
writing to the Sponsor as far in advance of the applicable date as is practicable.

any deviation from this memorandum may mean just cause for the preogram to be terminated
unless the situation may be remedied at once.

7. 1 CERTIFY THAT THE ABOVE MEMORANDUM HAS BEEN READ AND AGREED TO.

SIGNATURES
FRINCIPAL OF BDMINTSTRATOR  — T T A
COUNTY SUPERINTENDENT OR SPONSORING AGENGY OFFICIAL  opam
STATE SUPERINTENDENT OF Schools T DATE .
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SECTION B

SCHOOL BREAKFAST

Background
Meal Requirements and Recommendations
Sugar Content of Breakfast Items
Offer Ver§u5 Serve
A l.a Carte
Dietary Eiceptions
Reimbursable Breakfasts
Severe Need Rates of Reimbursement
Production Records
Bus Schedule
Waiver _
Terminatién Provisicn
Exhibits -
Criteria for Determination of Eligibility for
Severe Need
Breakfast Production Worksheet

WVDE Nutrition Standards for School Nutrition
Programs. Section 4.3
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BACKGROUND

School bréakfasts provide a good start tfoward meetinyg a student's daily
nutritional needs of focd energy., protein, vitamins and minerals.

The value of this program is that 1t provides a breakfast to students
who do not eat breakfast at home. A student who has eaten breakfast is
more alert and less fatigued, and is thought to have a better chance of
performing well in school. Many educators feel there are fewer
discipline problems amcng some students who start the day with a good
breakfast.

The school breakfast is a meal which meets the federal and state
nutritional requirements and 1is served to students at or near the
beginning _of the school day. _Schools may serve breakfast for an
extended __pericd of time or at different times during the merning
hours. 1In secondary schools with continuous or multi-session service
the serving/eating time can be reduced by serving prepackaged or

portioned menu items.

In an effort to improve the nutritional quality of the school breakast,
Congress directed the United States Department of Agriculture to revise
the nutritional requirements and extend the "offer versus serve” option
to school breakfasts (P.L. 99-591). Te facilitate the improvement,
P.L. 100-435 mandated an additicnal three cents for each breakfast

served . under the program beginning July, 1989.

An amendment to the Code of West virginia, effective July 10, 1981,
requires each county board of education fo establish and operate school
breakfast  programs Iin accordance with West Virginia Department of

Education standards:

article 18-5-37 _ i S

"Beginning the schoeol vyear of 1981-82 _and continuing
there-after, each county board of educatioﬁ*ﬁhall establish
and operate a school breakfast program under which a
nutritiocus breakfast shall be made available to all pupils
enrolled Tin the schools of the county 1In accord with
standards of the state department of education."
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SCHOOL BREAKFAST PROGRAM
MEAL REQUIREMENTS AND RECOMMENDATIONS

The USDA Breakfast requirements are designed toc provide a simple
framework _For planning nutriticus breakfasts. They also provide for
menu flexibility that can include student preferences or special food

needs at the local level.

FOOD COM?ONENTSfETEHS AGES 1 AND 2 AGES 3, 4, & 5 GRADES K-12

MILK (Fluid)
(As a beverage, on
cereal, or both) 1/2 cup 3/4 cup 1/2 pint

JUICE/FRUIT/VEGETABLE* -
Fruit and/cr vegetable: or
Full-Strength: Frult Julce

or Vegetable Juice i/4 cup 1/2 cup 1/2 cup

Select one. serving from each of the following components/items or two
m

BREAD/BREAD ALTERNATES**
one of the following or an

equivalent combination:
s Bread (whole-grain or

enriched) 1/2 slice 1/2 slice 1 slice
w RBiscuit, rell, muffin or

equal serving of cornbread, 1/2 serving 1/2 serving 1 serving

etc. (whole-grain or o ,

enriched meal or Elour} 1/4 cup 1/3 cup 3/4 cup
m Cereal (whole-grain or = or _ or or

enriched or fortified) 1/3 ounce i/2 ounce 1 ounce
MEAT/MBAT ALTERNATES .
one of the following or an ' o

equivalerit combination:
a lLean meat, poultry, or fish 1/2 ounce 1/2 ounce 1 ounce
u Cheese = : S 1/2 ounce 1/2 ounce 1 ounce
= Large Egg 1/2 1/2 1/2
= Peanut Butter or other

nut cr seed butters 1 Tbsp 1 Tbsp 2 Thsp
s Cooked dry beans anc peas 2 Tbsp 2 7Thsp 4 Tbsp
m Nuts and7or Seeds (as listed

in program guidance)**# 1/2 ounce . 1/2 ounce 1 cunce

* Recommended daily: A citrus juice or fruit or a fruit or vegetable
that is a good source of vitamin C (See Menu Planning Guide for
School Food Service, PA- 1260},

*% For serving sizes of bread alternates, see Food Buying Gulde for
Child Nutrition Programs, PA-1331 (1984, Revised May 1990).

***No more_than one cunce of nuts and/or seeds may be served in any one
meal. _. Ll . L

Schools are encouraged to offer larger porticns of food iltems to meet
the needs of older students.
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SUGAR CONTENT OF BREAKFAST ITEMS

All such menu items shall contain less than 40 percent sugar (in
crystalline form or 1in scolution as syrup. both monosacchar ldes and
disaccharides) and/or other sweetening agents. The following foods are
not recommended since they may contain a high percentage of sugar:
frosted or filled doughnuts, iced pastries and sweet rolls, frostad
toaster products and most presweetened cereals. Schoolg are encouraged
to prepare appropriate school-baked iltems.

It is the%responsibility of the School Food Authority (SFA) or school

tc obtain sugar content statements which indicate percentage of total
sweetening agents in questionable food and beverage items.
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OFFER VERSUS SERVE

BREAKFAST

Beginning July 1, 1989, the "offer versus serve” provision was extended

to the school breakfast program, This provision Is intended to help
reduce plate waste. S T :

"Offer Versus @ serve" for breakfast requiresg that four focd
components/items be offered (made availlable), but allows students to
choose only three.

The school Dbreakfast must contain, at a minimum, four E£ood
components/items. Milk and Frult/vegetable must comprise two
components/itemns. The third and Eourth food compoenent/item

requirements may be met by offering (a) two servings of bread or
{b) two servings of meat or {c) one of each; however, the West Virgintia
Department of Educatlon's Nutritions Standards Policy, Section 4.3
[B -~ 30.3] recommends one serving of meat/meat alternate. The amounts
of each components/items served must be consistent with the minimum
quantities specified in the Chart, School Breakfast Meal Pattern, on

Page B - 2.

1 serving 1 serving

(a} 2 Servings a '
MILK FRULT/VEGETABLE BREAD/BREAD ALTERNATE
OR
(b} 1 serving + 1 serving + 2 sérvings |
MILK FRUIT/VEGETABLE MEAT/MEAT ALTERNATE
ORrR
{c) 1 serving 1 serving + 1L serviﬂgm o 1 serving
MILK FPRUIT/VEGETABLE BREAD/BREAD MEAT/MEAT

ALTERNATE ALTERNATE

——m e T T — T T — = —
- BT . .

To carry_out "offer versus serve”, students may refuse one food item
From the_required components/items. Students decide which item will be
refused. A student’'s decision to decline a food item shall not affect
the charge for breakfast.

The school food authority has the option of implementing “"offer versus
serve” for breakfast, elther on a school by school or county basis. 1In
schools net implementing "offer versus serve™, a student must take .full
portions_of all four f£ood items offered for breakfast.
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A LA CARTE

Te encourage students to develep good food habits and to provide for
the nutritional needs of all students in attendance, sales of certain
specific items of food may be made in the dining area at the same time
as the breakfast service. With the approval of the &8chool Food
Authority (SFR}, schocls are authorized to sell, as separately priced
menu items, the specific food and beverage items listed below:

full strength (l00%) frult or vegetatle Jjuice:
fresh frult, such as apples or bananas;

milk;
bread items prepared from whole-grain or enriched flour, including

tocast, biscuits, muffins, English muffins, quick breads, bagels,
rolls, or whole-grain enriched or fortified cereal; and/or

m meat/meat alternates such as lean meat, poultry, fish, cheese, egg.
peanut butter or other nut or seed butters, cooked dry beans or peas
nuts.* - . e . ) e ; .
*Nc more than one ounce of nuts and/cr seeds may be served in any
one meal.

The Funds received from the sale of all a la carte breakfast foods and
beverages shall accrue to the school’'s child nutrition account.

%3]
1
[%)]
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DIETARY EXCEPTIONS

United States Department of Agriculture requlations 7 CPR-220.8(f)
require that schools shall make substitutions in foods for students who
are considered handicapped. A handicapped child, as defined in 7 CFR

pPart 15b, is one who has "...a physical or mental impalrment which
substantially limits one or more major 1ife activitieg..." Major life
activities - include the diet. Schools may make substitutions For

nonhandicapped students who are unable to consume the regular breakfast

Substitutions shall be made on a case- by case basis only when supported
by a statement of the need for subshitutions that include recommended
alternate foods unless otherwise exempted by’ Food and Nutrition Service
(FNS). Such statements shall, in the case of a handicapped student, be
signed by a physiclan or, in the case of a nonhandicapped student, by a
recognized_medical authority. The statemént must be maintained on file
in the school and available for audit. Exhibits of Proto-type letters
that may serve Eor these medical statements can be found in Section J
of the manual

Requlations allow for certaln other variations in the food compeonents
of the basic meal reguirements on an experimental or continuing basis
in schools where there 1s specific evidence that such variations are
nutritionally sound and are necessary to meet ethnic, religious,
economic or physical needs. However, these exceptions must be granted

by the Food and Nutrition Service, USDA. Washington, D.C.
Any deviation from the required meal pattern other than those described

above must be approved in writing by the West Virginia Department of
Education (WVDE) or WVDE Coordinater.
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REIMBURSABLE BREAKFASTS

in otder :QL a Dbreakfast to be considered a reimbursable meal, L) the
four requifed food items must be offered to all students and 2) the
serving sizes offered must be consistent with the minimum quantities

jdentified on page B - Z.

Reimbursement £or only one breakfast per day may be claimed for a
student wheo is:

m enrelled in  the educational program of the School Food
Buthority (SFA);

m in attendance at the time of meal service; and

m claimed by eligibility category established by currently
approved free or reduced meal application.

Second breakfasts consumed by students must be converted to
non-reimbursable lunches wusing the formula, one breakfast equals
three- fourths of a lunch. nt the end of each month, multiply the total
number of second breakfasts served by .75 and record this fiqure 1in
column 11 &n Form WVDE 43 10-30S [G - 30.17.

Returned unopened milk, julce, or other foods served to children may
not be served as a part of another reimbursable meal.
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SEVERE NEED RATES OF REIMBURSEMENT

A school wﬁll be eliglible for severe need reimbursement rates for
school breakfast only if the school served 40 percent or more of 1its
lunches free or at a reduced price during the second preceding year.

Aany eligible school must annually complete and submit an application

for severe need breakfast classification [B - 30.1] to the Child
Nutrition Division of the West Virginla Department of Education (WVDE)
for approval.

United States Department of Agriculture ({(USDA) regqulaticns require that
schools recéiving the severe need rate for breakfast reimbursement must
document 3School Feod Authorities (SFA)} costs that equal or exceed the
total breakfast reimbursement or repayment must be made.
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PRODUCTION RECORDS

production records for breakFast are required in every child nutrition
program  in ‘West Virginia. Booklets containing these record sheets
[B - 30.2] will be Eurnished by the West Virginia Department of
Education {(WVDE) and., after completion, will be kept on file in the
school child nutritlion department for three vears plus the current year.

A production record documents the menu and the guantities of foods
served.,  Therefore, 1t 1s an excellent management tocol. Basic
information for a productlon record should contain:

ment;

serving size planned;

quantity/number of food/food items prepared;

number and size container (#10 can, pcunds, count, etc.);
gquantity of food left over;

disposal of leftovers;

number students not yet served when food supply ran out;
number of meals served by category (children and adults);
date_and day of the week; and

name ©f person completing report.

When production records are used to full advantage in child nutrition
service programs, food productlion costs and food waste are kept to a
minimum. Bdvantages of using production records in specific school
programs are:

m in single choice situations, production records help forecast
the amount of food to prepare; and

m when choices of menus or menu ltems are offered, production
records help forecast the number of servings to prepare for
each menu item thus reducing the possibility of running ocut of
a choice.
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BUS SCHEDULE

The schoo! and transportation schedules must provide time for school
breakfast prior to the start of the student's instructional day.

A minimum of ten minutes eating time (after geing through the serving
line) is to_be provided for students eating schocl breakfast.
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WAIVER

1f, at the beginning of the school year, a particular school finds 1t
impossible to operate .a school breakfast program the school shall
notify the Schoel Food Authority {(SPA) of its intention to request a
waiver from the state superintendent of schools.

Article 18-5%-37 o e
"a particular school, whick because of compelling
circumstances. 1s not able to provide a satisfactory school.
breakfast program may apply to the state superintendent of
schools for a walver.  Upon application, the state
superintendent of schools shall give notice and the
opportunity té be heard to the parents and the school and
shall review_the specific reasons for the walver request and
if the state superintendent determines that a particular
schocl, because of ceompelling circumstances, 1is net able to
provide a satisfactory school breakfast program, it may be
granted a walver, not to exceed two years  except upon
reapplication.”

1f, after review of the request the county superintendent concurs that
the school has compelling circumstances which prevent the operation of
the school breakfast program, the request for the walver shall be
approved by the county superintendent.

Each request_for a walver due to compelling circumstances shall be
submitted in writing by the county superintendent and the county board
to the state superintendent of schools. The request shall set forth
the circumstances leading to the walver request and shall be
accompanied by appropriate documentatlon, together with a proposed date
and location for the required hearing.

Each request for a walver shall be reviewed by the West Virginia
Department of Educatlen (WVDE}. Public announcement of the dates and
places . for the hearings shall be made by the state superintendent of
schools. The required hearing shall be conducted by local school
officials. RZLL call arid minutes of the proceedings shall be taken and
a summary <f the minutes shall be transmitted to the WVDE.

The state . superintendent of schools shall notify the county
superintendent ©f schoels in writing concerning the approval or dental
of the walver regquest. WNotification shall be given within 15 working
days after the receipt of the record of the public hearing. The
‘niotification shall state whether the duration of the walver approval is
for one or twdg years. ’

The state superintendent shall annually repert to the West Virginia
Legislature c¢n the first day of the regular session the schools exempt
for that schoel term under the walver provision and shall state the
reasons for such exemptions.
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TERMINATION PROVISION

If at any time, all United States Department of Agriculture (USDA)

appropriations to the West Virginia Department of RBducation (WVDE) for
the school breakfast program are ferminated, School Food Authorities

{sFA) are authorized but not required to continue the operation of the
school breakfast program.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

CRITERIA FOR DETERMINATION
OF
SEVERE NEED SCHOOLS OR INSTITUTIONS
SCHOOL BREAKFAST PROGRAM

Name and Address of Sponsor:

Name and'Address of School or institﬁtion:

New Breakfast Program

Breakfast Program will begin

Existing Breakfast Program

and end

1. Percent of Needy Lunches Served

A school may gualify if 40% or
more of the school lunches
served to students in the second

Data From School Year

b. wumber Lunches Served
Free & Reduced Price

preceeding year were served free ¢c. Total No. Lunches Served
or at reduced price.
d. Percent Needy Lunches %
LND
2. Unusual Costs Per Meal a. Estimated higher costs
based on previous year #/meal
Schools must document costs b. WNeed for additiocnal
which exceed the normal breakfast labor or supervisicn /day
program reimbursement despite ¢. Unique or additicnal
gocd management. delivery costs /day
(Identify cause) d. Need for new equipment
or special supplies %
e. Need for special menus
or foods (Specify) .
Signature Date
Title - i
approved _ Date

REVISED 1989
02729 -
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COUNTY

DAILY MERIL COST WORKSHEET
{Use One Sheet Per Day]

SCHOOL

DATE

NUMBER BREAKFASTS SERVED

(Include adults)

(1) J (27 (3) (4) (5)
‘ Unit Units Price Total Cost
M r ms -
ajer Items Used - (lbs., Used Per of Items
#10 Unit Col. I X
FOOD . = etc.) col. 4}
|
_ I !
T |
!
— I
|
_ E |
SUPPLIES: =~ . o i !
- |
MILK: 5
: t

Total cost of focd, milk and supplies used for kreakfast

{Add coclumn 33

Employee's Name

Program Distribution of Labor Cost

Breakrast Lunch

Totax

Hours Salary] Hours! Salary

Hours [Salary

|
‘

IS .

B - 320.la




NUMBER LUNCHES SERVED
(Include Adults)

(1) (2) {3) {4) i {5}
Mas I a - Unit Units Price Total Cost
ajor ltems Use : - (lbs., Used Per of Items
#10 Unit (Col. 3 ¥
. tec. col. 4
FOOD oo ] el !
i
!
i
uE
1
i
|
SUPPLIES
|
i
|
MILK




| Meal Production Records ’

Lunch only: : Left-overs:
De you practice offer vs, serve? Yes___ No___ S-seconds W-waste  F-freezar  R-refrigerator
Serv.! Leftovers Meat/Meat Amt. | Slze
ize Alternate Used | Cont.
Day Date Menus Size | Amt. | Disp. c
Breakfast - Lunch
Plannad
Age/Grp Served
Group 3 B
Group 4 ]
Group 5 — . __
Adults
Total
Day Dats
Breakfast - Lunch
FPlannad
Age/Grp. Served
Group 3
Group 4
Groug S
Adulls
Total
Cay Date
Breakfast - Lunch
Planned
Age/Grp. Sarved
@Group 3
Group 4
Group 5
Adulis
Total
Day Date
Breakfast - Lunch
Planned
Age/Grp. Served
Group 3
Group 4
GQroup 5
Adults
Total
Day Date
Breakfast - Lunch
Piannad
Age/Grp. Served
Group 3
Group 4
Group 5
Adutts
Total




Completed by
Indicate ameount of food used and containersize.

Vegelable/Frult | Amt. | Size Bread/ Amt. |Size (Other Foods| Amt.| Size Aemarks
Used | Cont.| Bread All. | Used |Cont. Used| Cont.

Mitk

With meals

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Mitk

With meals

Sold extra

Milk

With meals

Sold extra

B - 30.23




PRODUCTION WORKSHEET Lett-overs: Lunch only: ’
S-seconds  W-waste Fefreezer Rorelgerator 0O YOu practice offer vs serve?.. Yes —Ro
Day Date indicate number and size conlainers of food used. Completed by
Serv.| Left-over Amt. {Sire Fruits/ Amt 1Size Bread |Amb | Remarks
Breakfast Menu size | Aml. | Disp. Meal/MA Used |Cont| Vegetables |Used|Cont Used
Pisnned
Age/Grp. Served
Chlidren Milic
Adults Served
Total Sold Extra
Lunch
Planned
Age/Grp. Served
Adults Mk
. Towl Sarved
Sold Extia
Alternate Lunch
Supper - Snack
Planned N P
Age/Grp. Served ‘
—— 11
——— Toul Sold extra__{

B - 30.2b




PRODUCTION WORKSHEET Left-overs: Lunch only:
S-seconds  W-wasts  F-freezer  A-refrigersior Do you praciics offer vs serve?___Yes . No
Day Date Indicate number and size contalners of food used. Completed by
Serv. | Left-over Aml {Size Fruits/ Amt. |5;
Breaki ' A mt. 151ze Bread Amt.
i akiast Menu Size | Amt | Disp. Meat/MA Used |Cont| Vegetables |used|cont Used Remarks
Plenned
AQe/Grp. Served
Chikdren
Mlikc
Adulls Sarved
Total Sold Extra _._]
Lunch
Planned
Age/Gp. Served
_ Adults
M
Totl : Served
Sold Extra
Altemate Lunch
Supper - Snack
Planned . +
Age/Grp. Served
———— Milk:
Aduits - Served
Total Sold extra___
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SECTION C
SCHOOL LUNCH
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BACKGROUND

The nutritlonal goal for school lunches is to provide approximately
one-third of the Reccmmended Dietary Allowances (RDA) as specified by
the National Research Council/National Academy of Sclenceg. It is not
expected that each lunch each day will provide one-third of the RDA for
all nutrients. However, when averaded over a pericd of time and when a
wide variety of foods are served, the goal will be met.

In developing the United States Department of Agriculture (USDA) meal
requirements, amounts of food energy (calorie=) and nutrients for
adequate food composition data were consldered. Bdditionally, since
the meal requirements allow for a variety of foods, it 1s assumed that
other nutrients for which no RDA have been established or for which
inadequate food composition data are avallable will also be supplied.
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The United States Department of Agriculture (USDA) lunch requirements
are designed to provide a simple and easy-to-follow framework for
planning nutritious and well-balanced lunches. They provide for broad
food choices _that can include local food preferences, cultural, ethnic
and religious food practices.

The USDA meal requirements are specific to the kinds and amounts of
food for each of the four food components. However, a minimum of five
food items must be served, as shown below:

Components: Pood Items:
1. Meat/Meat Alternate 1. Meat/Meat Alternate
2. Vegeétable/Fruit 2. Vegetable/Fruit
3. Bread/Bread Alternate 3. Vegetable/Fruit
4. milk 4. Bread/Bread Alternate
5. Milk

Other foods may be added as needed to complete the lunch and will
provide additional food energy (calories) and cother nutrients. These
foods are served 1in addition to foods which meet the component
requirements of a reimbursable lunch. They do not contribute to the
USDA meal pattern reguirements.

Additicnal menu items should always contain less than 40 percent sugar
(in crystalline form or in solution as syrup, both monosaccharides and
disaccharides) and/or other sweetening agents. (Page J - 13-14.)

Schools are encouraged to serve school-baked items from recipes using
limited amounts of sugar. It 1s the responsibility of the School Food
Authority (SFA) or school to obtain sugar content statements which
indicate percentage of total sweetening agents in questionable food and

baverage items.

Bread items that have "enriched flour" as the first ingredient are
considered to:contain less than 40 percent sugar in the product.
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FOOD QUANTITIES

As specified:in the National Schocl Lunch Program regqulations. a scheol
lunch must contain a specified quantity of each of the focd

components. The following chart specifies quantities by age/grade
group. L
HINHOM CUANTIETIES RECOMMENDED
QUAMNTITIES
PRESCHOOL PRESCHOOL GRADES GRADES GRADES
k-3 -2 T-}2
Ages -2 Ages -4 Ays 5-8 AMe 3 & overiage 12 L over
(Group 1) (Group 11} [{Groep t11) | (Group IV) (Group ¥)
HEAT A serving of one of the
R MEAT fotlowing or a combination
ALTERNATE to give an equivalent
quantity:
Lean meat, poultry, of fish | oz | 1/2 oz 1 1/2 oz 201 3 oz,
{adible portion as served)
Cheesa | o2 [ 1/2 oz | 1/2 oz 2 oz 3 0z,
Large eqq(s) 1/2 /4 3/4 } b 172
Cooked dry beans or peas /4 cup 3/8 cup 3/8 cup /2 cup 3/4 cup
feanut butter 2 Tbsp {3 Tosp 3 Thsp 4 Thsp A _Then
. /2 0 = 40z = 374 07 = | or = | 1/2 oz =
Nuts or sesds 501 son 0L 5ot 500
YEGETABLE Must sarve at least two 172 cup /2 cup /2 cup 34 cup 34 cup
AND/OR
FRUIT
BREAD Sarvings of bread or brazd 5 par 8 per 8 par 8 per 10 per
OR BREAD  aiternate. waek woek week week waai
ALTERNATE A sarving is
¢l siice of whole—grain ar
enriched bread
sk whole—grain or asnriched
biscylt, roil, muffin, etfc.
#1/2 cup of cooked whole—
grain or enriched rice,
macaroni, noodles, whole-
grain or anriched pasta
products, or other cereal
grains such as btigur or
carn grits
*4 combination of any of
the above
LK A sarving of fluid milk 3/4 cup /& cup /72 pint 1£2 pint I/2 pint
- (6 _f1 oz) {6 f1 oz} (8 f! oz} (B £ oz) (B fl oz}
Note that Groups 1 through IV are mininum requirements, but the

quantities _specified in Group V are recommendatlons. schools are
encouraqged, not required, to vary portion sizes to better meet the food
and nutritional needs of students by age. If a school chooses not to
vary porticn sizes, it 1s important to ensure that the oldest group of
students being served is receiving the ninimum requirements for that
age gdroup. _1In other words, for a given age group of students. more
than the minimum quantity may be served, but not less.

The quantities specified in Group V for students age 12 and over are
recommendations, not requirements, and the mwminimum regquirements for
that group are the quantities specified in Group IV for students age 9
and over.
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MEAT/MEAT ALTERNATE COMPONENT

Minimum Quaﬁtities for students, grades K-12:

One of the following or a Grades K-3  Grades 4-12 Grades 7-12
cembination to give an ages 5-8 age 9 and age 12 and
equivalent quantity: over over

(Group TII} (Group IV) (Group V)
Lean meat, poultry, or fish 1 1/2 oz. 2 ozZ. 3 oz.
Cheese —_ S s L1 1/2 oz 2 oz. 3 oz,
Large eggs . __  3/a 1 11/2
Cooked dry beans or peas 3/8 cup 1/2 cup 3/4 cup
Peanut butter or soynut 3 Tbsp. 4 Thsp. 6 Thsp.

butter or other nut or

saed butters
Peanuts or soynuts or 3/4 oz, = 1l oz, = 11/2 oz, =

tree nuts or seeds 50% 50% 50%

The meat/meat alternate must be served in the main dish or the main
dish and one other menu item. This means that two menu ltems are the
maximum number which may be used to meet the meat/meat alternate

requirement.

Textured vegetable protein products, cheese alternate products, and
enriched macareoni with fortified protein may be used to meet part of
the meat/meat alternate requirement. Fact sheets on each of these
alternate focds give detalled instructions for use.

No more than 50% of the meat/meat alternate requirement shall be met
wlth nuts or seeds. Nuts or seeds shall be combined with another
meat/meat alternate to Fulfill the requirement.

If the required serving for a meat alternate seems too large for a
particular age group being served, a smaller portion should be served
to meet part of the requirement while combined with another meat or
meat alterndte to meet the Full regquirement.

It is recommended that schools offer students a choice of meat/meat
alterndte each day or that a particular meat alternate or form of meat
(ground, diced, pieces, etc.) not be served more than three times in a

single week% . S

Further information on the meat/meat alternate component is found in
the United States Department of Agriculture (USPA) Menu Planning Guide,

pages 12-14.  _ e Ll L

X
9]
]
=
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VEGETABLE/FRUIT COMPONENT

Minimum quanﬁities for students, grades K-12:

Grades K-3 Grades 4-12
ages 5-8 age 9 and over
{Group II1) (Group IV)

Two or more servings of vegetables or
fruits or both to total . _ 172 cup /4 cup

The required servings must consist of two or more frults or

counted as one item. Chef's salad or a Eruit plate with cottage cheese
are considered as two or more servings and will meet the full

requirement if beilng served as the entreé.

In order for juice to meet the fruit/vegetable requirement, at least
100% full strength Jjulce must be used to equal only one-half the
requirement or 3/8 cup. If 50% ijulce is used, the amount must be

doubled (one cup) to equal the 3/8 cup.

Cooked dry beans or peas may be used to meet the meat/meat alternate
requirement or the vegetable/fruit requlrement, but not both in the
same meal. :

Include a vegetable or fruit rich in vitamin A at least twice a week
and z vegetable or fruilt rich in vitamin C at least two or three times
a week. Refer to the United States Department of Agriculture (USDa)
Menu Planning Guide for suggestions.
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BREAD/BREAD ALTERNATE COMPONENT

Kinimum quantities for students, grades K-12:

Grades K-3 Grades 4-12 Gradesg 7-12

ages 5-8 age 9 and age 12 and
over over
(Group III) (Group IV) {Group V)
Servings of bread or bread
alternate — . .. ... . .. 8B_per week 8 per week 10 per week

A serving 1is: .

. one slice of wheole-grain or enriched bread;

a biscuit, roll, muffin, etc., whole-grain or enriched;

1/2 cup of cooked whele-grain or enriched rice;

1/2 cup of macaroni, nocdles, other whole-grain or enriched pasta
products, or other cereal grains such as bulqur of corn grits; or
a combinatlon of any of the above.

At least one serving of bread or bread alternate must be served datily.

Only bread/bread alternates that are served as an accompaniment to the
main dish may be used to meet the bread requirement. Dessert and
snack-type foods, such as cakes, cookleg, dessert ple crust, hard thin
pretzels and _corn chips may not be counted to meet the bread

requirement bebause they do not accompany any known main dish.

Enriched macaronl products with fortified protein may be used to meet a
part of the meat/meat alternate requirement or to meet the bread/bread
alternate requirement, but not both in the same meal.

Refer to the United States Department of Agriculture (USPA) Food Buying
Guide for child Nutrition Programs (1990), Bread and Bread Alternates
Section, for ‘weights of servings and a detailed 1list of breads and

bread alternatgs
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MILK COMPONENT

Minimum quantities for students, grades K-12:

Grades K-3 Grades 4-12 Grades 7-12

ages 5-8 age 9 and age 12 and
over over
(Group III) (Group 1IV) (Group V)
Fluid Milk _ 1/2 pint 1/2 pint 1/2 pint

{8 £1, oz.) (8 fi. oz.) (8 Fl. oz.)

Both whole milk and unflavored lowfat milk are required. The whole
milk may be flavored or unflavored. The lowfat milk may be 2% white,
skim milk or buttermilk. Skim milk can not be the only source of
lowfat milk available. : - o

This requirement does not prohibit offering other milks, such as whole
flavored milk or flavored lowfat milk, along with twe or more <f the
above, —

Milk must be ofEéred as a beverage for lunch.

Milkshakes containing 1/2 pint of fluid miik meeting state or local
standards for fluid milk may be served as a choice to meet the milk
reguirement.

Further information on the milk component is found in the United States
Department of Agriculture (USDA) Menu Planning Guide, page 18.
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PRODUCT ANALYSIS SHEETS AND CHILD NUTRITION LABELS

When commercially prepared food items, especlally breaded, frozen.
protein items, are purchased for use in the school lunch program, a
product analysis sheet or Child Nutrition (CN) label must be on file in
the school kitchen. For example, in the case of pizza, the product
analysis sheet should specify the exact amount of meat and cheese per
portion. 4 CN label on commercially prepared individual porticns
clearly identifies the contribution of a product toward the meal
pattern requirement. [C - 30.1] If this information is not available,
the prepared .item may not be counted to meet the component requirements
since the item's contribution to the meal pattern is unknown.

A CN label wifl always contain the following:
» The%ﬁN logo which is a distinct border.
= Thetﬁeal pattern centributien statement.
] A é%ﬁigit product ldentification number.

n United States Department of BAgriculture/Food and Nutrition
Service (USDA/FNS) authorizaticn.

. The month and year of approval.

SAMPLE LABEL STATEMENT

This 5.00 oz. —--.Pizza with Ground
Beef and Vegetable Protein Pro-
duct provides 2.00 oz. equivalent
meat/meat alternate, 1/2 cup serv-
CN ing of vegetable, and 1 1/2 servings CN
of bread alternate for the Child
Nutrition Meal Pattern Require-
ment (Use of this loge and state-
ment authorized by the Food and
Nutrition Service., USDA 05-84.)

______________ ——-—CN_.——-——-----__-—H—___
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OFFER VERSUS SERVE

"Offer vs sérve" 1is defined as a serving method designed to reduce food
waste and food costs in the National School Lunch Program without
jeopardizing the nutritional integrity of the lunches served. It
allows senior high scheel students and, when approved by the local
Schocl Food authority (SFA), students in other grades to decline food
they do not intend to eat. Tc be considered a reimbursable lunch under
the "offer vs serve" provision, the lunch selected must contain at
least three of the five required food items specified in the quantity

requirements.

Senior high _schools are reguired to implement the offer versus serve
provision for their students. Senler high school students are students
{1) of a high school grade level as determined by state and local
educational agencies and {2) enrclled in a senlor high school which is
recognized as a part of the education system within a state.

The implementation of the offer versus serve provision in junicr high,
middle and/or elementary schools is left to the discretion of 1local
SFAs. 1In schools not implementing offer vs serve a student must take
the entire five food items lunch in the full portion offered.
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KINDERGARTEN SNACKS

Children of kindergarten age can only manage small quantities of food
at one time. The recommendation 1s to offer lunch at two serving
periods which meets the total minimum quantities. Por example, at
midmorning, Juice and toast could be served. At lunch the meat,
vegetable, milk and/or dessert would then be served or offered.

This method will provide a snack for children in this age group. If
kindergarten children are served in two service pericds, the total food
served must still meet ninimum requirements. If another method of
providing snacks is used, the cost should not be included with the cost

of lunch., ~
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A LA CARTE

A la carte meal service for students and/or adults at lunch is
prohibited. Meals must be priced and served as units. The West
virginia Department of Education (WVDE) requlation states that food
items (sandwiches, breads or any other menu ltems) may not be priced
and sold separately.

Alternatives to a la carte are:

] Super Lunches can be sold at an increased charge. Super
lunches 1include larger portions and/or extra food items.
Students may purchase these meals,

. Second meals can be sold and counted as non-reimbursable
meals.
[ Seconds can be provided.
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DIETARY EXCEPTIONS

Regulations allow for certain variations in the food components of the
basic meal. requirements onn an experimental or continuing basis in
schools where there 1s specific evlidence that such variatlions are
nutritionally sound and are necessary to meet ethnic, religious,
economic of physical needs. However, these exceptions must be granted
by the Focod and WNutrition Service, United States Department of
Agriculture (USDA), Washington, D.C.

any deviation from the required meal pattern other than those described
above must be approved in writing the the West Virginia Department of

Education (WVDE) or WVDE Coordinator.

United States Department of Agriculture (USDA) regulations
(7 CFR~220.8(f) require that schools shall make substitutions in foods
for studerits who are considered handicapped. A handicapped child, as
defined in 7 CFR Part 15b, is one who has "...a physical or mental
impairment which substantially 1limits one or mere major 1ife
activities..." Major 1life activities include the diet. Schools may
make substitutions for nonhandicapped students who are unable to
consume the regular lunch because of medical or other special diletary

needs. _

Substitutions shall be made on a ¢ase-by-case basis only when supported
by a statement of the need for substitutions that includes recommended
alternate foods unless otherwlse axcepted by Food and Nutrition Service
{(FNS). Such statements shall, in the case of a handicapped student, be
signed by a physician or, in the case of a nonhandicapped student, by a
recognized medical authority. The statement must be maintained on file
in the schoel and available for audit. Exhibits of Proto-type letters
that may serve for these medical statements can be found in Section J

of the manual.
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REIMBURSABLE LUNCHES

Lunches that meet United States Department of BAgriculture ({(USDA)
requirements are eligible for reimbursement. Only cne lunch per day
may be claimed for a student who 1ls:

m enrolled in the educational program of the School Food
Authority (SFA); '

s in attendance at the time of meal service; and

w claimed by category established by currently approved free or
reduced price meal applications.

Second lunches consumed by students should be listed as

non-reimborsable lunches and recorded in column 11 on Form WVDE
43-10-30s._[e - 30.1].
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HIGHER REIMBURSEMENT RATES

School Food Authorlties (SFA) whlch served 60 percent or more free or
reduced price meals during the second preceding year are entitled to a
higher rate of reimbursement. These SFAs are named on the back of the
page listing the current reimbursement rates [G - 30.6].
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PRODUCTION RECORDS

Production records for lunch are required in every child nutrition
program in West Vvirginia. Booklets containing these production sheets
as well as salad bar production sheets will be furnished by the West
virginia pDepartment of Education (WVDE). After completion, they should
be kept on file in the school's child nutrition department for three

years plus the current year.

A production record documents the menu and the quantities of foods
served. Therefore, it 1is an excellent management tool. Basic
information for a production record should contain:

s menu (recipe number if one is used, brand name of prepared
entree):;

serving size planned;

quantity/number of food/food items prepared;

number and size container (#10 can, pounds, count, etc.);
quantity of food left over;

disposal of leftovers;

number students not yet served when food supply ran out;
offer vs serve;

date and day of the week;

number of meals served by category (children and adults);
milk served with meals; and

name of person completing report.

When production records are successfully used, production costs and
food waste are kept to a minimum. Advantages of production records in

speclfic school programs are:

m in single choice situations, production records help forecast
the amount of food to prepare;

a when choices of menus or menu items are offered, production
records help forecast the number of servings to prepare for
each menu item thus reducing the possibility of running out of
a choice before all students are served:

s in situations where offer versus serve is used, production
records ensure that enough food is prepared to offer the menu
items throughout the serving period and to avoid over-
production, which increases cost; and

m salad bar production sheets are useful when a large variety of
vegetables are being prepared daily.
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BACKGROUND

Donated foods are agricultural commeodities which the United States
Department of Agriculture (USDAR) makes avallable to variocus food
program outlets incliuding public and private schools and summer camps.

The amount épent for donated foods 1is determined by the United States
Congress and is based on a certain money value per lunch served. Each
State is notified of it's dollar entitlement based on the rate per meal.

In West Virginia, the West Virginia Department of Health and Human
Resources 15 the distribution agency €for USDA denated foods. Each
School Food Authority (SFA) must sign an agreement [D - 30.1] with the
Distributing Agency (DA) in order to recelve donated foods. The
agreement assures the West Virginia Department of Health and Human
Resources that donated foods will be distributed properly to schools
and upon receipt by the schocls, the food will be properly stored.
inventoried and utilized by child nutrition programs.

There are two types of USDA foods which are available:

1. tﬁbse which are purchased by USDA for use 1in specific
programs such as the child nutrition program; and

2. those which are made avallable to schools and institutions as
a result of price support of agricultural commodities.

The three groups of foods within the two types of USDA focds are:

1. Group A - fruits, meats and vegetables;

2. Group B - grains and oil products; and

3 Bonus items - butter, cornmeal and alsc some Group A bonus
items.

The SFA is pilled for transportaticn and storage cests. This cost may
be passed ont to the local school.
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‘ll" : ALLOCATION OF DONATED FOODS

Criteria that may be used in determining the quantity of United States
Department of Agriculture (USDA) donated foods to be allocated to each

schocl are ‘as Follows:

the number of lunches served;

past rate of utilization of the food;
amount on hand from previous allocatlens:
relative econcmic need; and/or
avaiiability of proper storage facilities.
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PROCEDURE FOR REQUESTING DONATED FOODS

The School™Food Authority (SFA) food service supervisor distributes to
individual .scheols the West Virginia Department of Health and Human
Resources commodity usage Fforecast sheet which includes instructions
for completion and a date to be returned tc the SFA.

The commodity usage forecast sheet replaces the request form ES-DF-05
and is.completed once anmually during late winter or early spring.

any Uniteq;Sta;es_Dgpartment of Agriculture (USDA) donated food item
(group "A" or group "B") may be used for training (home economics
classes, vocational food classes, school food service training and

Mutrition Education and Training (NET).

Py
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INVENTCRY

The West Virginla Department of Health and Human EResources requires
that a perpetual inventory be Kept at each school for all United States
Department ~of Agriculture (USDA} donated foods, Donated foods
inventories_shall not be removed from the premises. These records must
be current and avallable for review by an inspector from the Department
of Health and Human Resources. Reviews by the Department of Health and
Human Resources are made annually with Ffollow-up reviews on negative

findings. _[D - 30.3]
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LOSS OR DAMAGE TC DPONATED FOODS

Loss or damage to United States Department of Agriculture (USDA}
donated foods, from any cause whatever, shall be reported immediately
to the Department of Health and Human Rescurces [D - 30.4 and
D - 30.4a]._ Full restitution shall be made to the Department of Health
and Human Resources for any loss or damage to donated Foods resuliing
from failure to provide facilities for proper care or from any acts of
negiigence -on the part of the School Food Authority (SFA) or local

schocl.

Donated foods which are found to be damaged or out of condition and are
determined to be unfit for human consumpticn by federal, state or local
health officers shall be disposed of only in accordance with
instructlions received from the Department of Health ané Human Resources.

Special cafe must be taken during the summer months and school
vacations to ensure that storage practices do not allow loss or damage
of foods [D - 30.5].

.
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COMMODITY PROCESSING

Federal requlations permit State Distributing Agencies (SDAs) and/or
school Food_Autherities (S#as} to enter into agreement with commercial
companies to process any of the donated foods available. The SDA
usually enfers into a single state agreement under which all SFAs may
participate.. This eliminates the need for multiple SFA's to have
identical agreements with the same processor for the same products.

In additicn to state and local agreements, the Unlited States Department
of Agriculture (USDA} also enters into processing agreements through
its Natlonal Commodity Program {NCP). The NCP is limited to producing
end products using designated group "B" bonus items, currently butter
and cornmeal. The SFA (or school) purchases the approved end product
directly from the processor or from a distributor at the full (gross)
agreed upor price. The SFA or school applies for a refund for the
value of donated foods contained in the end product as identified in

the processing agreements.

rRefund applications must be submitted within 30 days from the date of
purchase of .items produced under the NCP.

Processors are regulred to make refunds promptly upeon recelpt of
applications. Funds received by SFA's or scheols from the processors
must be deposited intc the food service account. and reported as income

on form 43-10-31. o o _

To participate in the NCP, a SFA must not only be approved by the state
distributing agency but also be registered with USDA. To register for
the NCP, a SPA need only complete a registration card [D - 30.7] and
send it to USDA. These cards may be obtained from the SDA.

The SDA wiliﬁprovide to the SFA at the beginning of the school year any
relevant information concerning processing agreements.

The State ‘Optional Contract (S0C) program makes specified preoducts
available to states For distribution to reciplent agencles. The S50C
program is _.a federally assisted program whereby the USDA enters intoe
formal written £federal-state agreements with state distributing
agencies to have commedities like butter or flour converted into
finished end products such as butter patties or flour mix. The USDPA
bills the SFA for the processing cost. The 8ba then bills the
recipient agencies. . .

Currently USDA SOC contracts involved (a) butter patties; (b) flour (or
bakery) mlx; (c) salad dressing; (2} chicken nuggets; and (e) chilcken
patties. -
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West Virginia Donated Foodg Program

AGREEMENT between the West Virginia Burea cf Human Rescurces (herein referred to as state
Distributing Agency) and its recipient agency for fcods donated by %the United States

‘partment of Agriculture.

The
NAME OF AGENCY ADDRESS
, @& Reclpient Agency hereby makes appllcation for donated foocds and
Counties agrees to the following terms and conditions.

The Recipient Agency Is:

Operating a nonprofit agency serving

counties of West Virginia. Distribution to needy persons for household consumption may

be made only through agencies participating in the program established under the Temporary
Emergency Act of 1983 and Hunger Act of 1988.

Operating a nonpreofif scheool lunch program under the Naticnal School Lunch Program.

Average daily breakfast served ; average daily lunches zerved . Total

enrclliment T 7 _

Operating a nenprofit Residential Child Care Center certified by the State Department of
Education. Average daily breakfast gerved ; lunches served ;} supper served .
Total enrollment .

Operating a Summer Feeding Program for children certified by the State Department of

Education. Average daily breakfasts ; lunches served } suppers gerved . Total
] —_— T —

enrollment .

Operating a feeding program for the Nutrition Program for the Elderly and cextified by the

tate Commissicn on Aging. Average meals served daily . Total enrpllment .

._Operating a nonproiit summer camp where feeding services are conducted for _children

of high school grade or under. }

Operating a nonpenal, noneducational{Federal, State or Local) instituticn serving an
average of indigent perscns.

Operating a nconprefit, federal tax exempt private hospital or a nenprofit, non-
educaticnal, federal tax sxempt private instizution organized for charitakles purpogas. and
serving persong who are unable to pay full cost or persons who would, if net an inmate,
be eligible to recei¥e USDA donated foods. o )

Eligibilitv Regquirements

1.

Scheools operating programs under the National School Lunch Program ara eligible to
receive Section &, Section 32, and Section 416 donated foods. Other schoals operating
nonproiit programsg are eligible to receive Section 32 and Section 416 donated foods
provided, however, that the food servige in either type school is ncot operaced under a
fme, concession or ¢ontract arrangement. - -

Institutions are eligikle to receive available Section 32 and Secticon 416 donated foods
To the extent ¢f the needy persens sarved by them. Tc determine the number of needy
persons being served the discributing agency shall determined the proporticn of
supbsidized income by dividing the subsidized income by the total subsidized and
nonsubgidized inceme and multiplying that numper by the average daily number of
participantcs. —

Summer camps operating on a nonprofit basis and conducting a nonprofit feeding service
sor children of high school grade or under are eligible to receive available Section 32
and Saction 416 dofdated foods. )

Institutions and Summer Camps may employ food service companies to conduct their feeding
cperations provided that such services are only on fee~for—-gervice-basis and the centrace
is approved by the State Distributing Agency. '

"Recipient Agency assures the United States Department of Agriculture and the State
Distributing Agency that it now complies with and shall in the future comply with all
requirements imposed by or pursuant to the Civil Rights Act of 1964 and the USDA
Regulations (7 CFR Part 15), including any subsequent amendments, issued to effactuate
that Act. Compliance will be consistent with the objective that ne person in the United

D -301




States shall, on the ground of race, color, national corigin, sex, age cor handicap be
excluded from participation in, be denied the benefits of, or be subject te
diserimination under any program or activity of Recipient Agency to be apart of Buch
programs and activities. Recipient Agency agrees to be obligated by this assurance as
long as it receives assistance hereunder or retralins possession of any assistance
provided by the USDA or the State Distributing Agency. Sheould Recipient Agency fail

+to comply with this assurance, the United States or the State Distributing Agency .
ghall have the @ight to seek its enforcement by judicial or any cther means

authorized by law. Federal financial assistance is extended under this agreement in
reliance on the representations made herein.”

Receliot and Use of Donated Foods

6.

7.

10.

lLoss or Damage to Donated Foods

Donated Foods shall be reguested only in such guantities as can be consumed without
wagte.

Donated focods received shall be used only in the manner prescribed by the United States
Department of Agriculture. Donated foecds not so used shall not be scld, exchanged or
sther wise disposed of without the approval of the State Distributing Agency.

Donated foods received shall not be used as means of furthering the political interestc
of any individual cor party. B : .

Recipient Agencies may be reguired to pay part or all of the within-state costs of
distributing through a system of charges assessed by the Distributing Agency. The
charges assessed shall ke reascnable in relation Lo the services provided and any funds
collected shall be used by the Distributing Agency only for program nurpoeses.

Donated fosds snall not be distributed to any State Recipient ARgency or recipient whcse
normal food expenditures are reduced because of the receipt of donated foods, except
that the provisicn shall not apply 5 the distribution of Sacticn § donated foods.

Recipient Agencies may employ commercial or institutional facilities to process donated
foode by converting them into different ené products or DY repackaging them. When this
is done, Recipient Agencies shall enter intec a written agreement with the procesging
facility under such terms and conditions as required by the United States Department of
Agriculture and subject to approval of the State Distributing Agency.

1z,

13.

14.

15.

Loss or damage <o donated foods from any cause whatever shall De immediately reported
to the Distributing Agency.

Facilities will be provided for the proper care, handling, storing and distribution of
the donated foods reguested and acsepted. FPull restitution shall be made to the
Distributing Agency for any loss or damage To donated foods resulting from failure to
provide such facilities or Zrom any acts of negligence on the part cof the Reciplent
Agency.

Upon the happening of any event creating a claim in faver of the Recipient Agency Irom
loas or damage to denated focds caused by a warehouseman, carrlier or cther person, the
Recipient Agency shall take all necessary action to ¢btain restituticn. AlL amounts
cocllected by such action shall be reported teo the State Distributing Agency and used
only in acceordance with instructiocns.

Donated foods which are found to be damaged or cut cf condition and are determined to
be unfit for human consumption by Federal or State officials or lecal health officers
shall be dispcsed of only in accordance with instructions received from the State
Digtributing Agency.

Cther Provisions

15.

17.

ia.

The State Distribuiing Agency or State Contracted Commercial Warehouse shall to the
extent possible notify the Recipient Agency at least 24 hours prior to delivery.
adequate personnel shall be provided by the Recipient Agency to effect distribution of
donated focds in accordance with instructicns of the State Distributing Agency. Storage
facilities (dry, cocler and freezer) shall be monitored dally and temperature racor
:aintained. It is mandatory all storage facilities ke monitered nc less than every '
curs.

Proceeds from sale of cohtainers received with donated foods shall be used only in
accordance with instructions ©of the State Distributing Agency.

Rep;esentatives of the State Digtributing Agency and the United States Department of
Agriculture may at all times inspect the operations of the Recipient Agency, including




19.

20.

22.

all records and reports pertaining to the distribution of donated foods.

The Recipient Agency agrees to abilde by any further reguirements contained in the
General Regulatlons and Policies pertaining to the distribution of donated fcods as
igsued by the United States Department ¢f Agriculture or by the State Distributing

Agency.

Either agency may terminate this agreement by giving 30 days written notice. However,
the State Distributing Agency, upcon receipt of evidence that the Recipient Agency has
nct complied with_terms herecf, may terminate the agreement immediately. Upen
terminaticn, the Recipient Agency agrees to distribute or return all donated foods in
its pcssession in _accordance with the instructions of the State Distributing Agency.

"Except that any termination of this agreement for noncompliance with Title VI of the
Civil Rights Act 1964 shall be in accordance with applicable laws and regqulations."

*TEFAP ONLY —

TEFAP Distributing Agency's agrees to distribute food at actual costs incurred
not to exceed $§ per distribution f£or October 1, 1992 to September 30, 1993.

*SOUP KITCHENS ONLY

Signature on this contract renewal gives the Bureau of Human Rescurces assgurance thac
vou are complying with federal requirements stating soup kXitchens will not diminish
donations of food_ from other sources.

STATE DISTRIZBUTING AGENCY RECIPIENT AGENCY

.ignature .. N Signature

(Print or Type) (Print or Type)

Title e Title
Date = e - - - S ~ Date
TEFAP ONLY

APPROVED BY:

Cocmmissioner

Secretary ] Date

(Rev. 10-52) D - 30.1a




Degartaent of Health And Huaan Resqurces
Office of Donated Foods
28 Bullitt Streek

STHOMLS

Charleston, WV
{apeodity Usage Fovaecast Sheet

$tart Date: §7/81/33

25381

Broup: 8
Planned fAssistanca Level:

Pack nit NoT Annual Tatat
Coansdity - dize Vaiue Desired Awmount Value

~3%1 CHARRERGILIZ EBRLISBURY 374 (P 1a4/%.3 1L, 29,7223
A3BZ <EATEALLI. CGIKED B | &a7/.B L. 52,3288
4883 TALQ FILLING {3ETFY By IBd 24,1823
B84 ZREAIED THIGH-DRUM-WING FT8.1P 21.2td {1.3162
ARBT ZREAST PATTIES UNBRERLED (P La8-132/3. DI, 14,1533
Pogs STESK, C[OOKED EREADED SORK (M 189/2.75 QL. 23.2884
AB87 374 CRRRDAOIL :RLIZEBURY FORK P L44/E.5 0. 22,5576
5H88 IHARSROILLAORW RIF FRTTY {BF l5es2.5T GL 2Z.558%
188% rORX COORED SAUSRBE LINKS (P 4BB/L.3 Tl. 22.E5T3
ABLE FURK ZJOKED GAUZAGE FRYTY Py ZsasLLT QL. 2%.2227
Agdt TURKEY ) _ aBE 28,3878
sglE TURKEY K P _ 4Ed L8.7258
.13 TURKEY SALANI &) 484 13,7281
15 TURKEY ZOLOGHA B o agd 18,2851
REST YESETABLZZ, AIXED rROZEW 38 3. CTH 14,33k8
AdtL BERJAS. JREEH. TND. 67414 1B.3%45
s673 3fdnd, onEEM. FROIZH T L83 CARTON 7.7358
2372 i BEAZ, CRNBED = i/EL2 1.38534
4873 T RTY = /8% E
Ry o DRUCHD._BRRT LIRS es/HLE i.iR2s
tBLZ TRY DRU. PINA YE! 3.46a5
RERE DRY CHD. BLACEEYE PER &/8i3 i 4836
SN KEFRIED CANMED 4/ 813 L3.3488
A885 ZESNS,DRY CHD. RED XIDKEY 5/4%3 3.3636
~337 ZEANS. DRY CND. SMALL RED 5/818 3, 3528

ABza GEANE, IRY CMD. GRT. NORTH  5/3l3
5843 3EANS SBI0 OMD - b3
L3571 EEANS. VEBETARIMN — a/aLl
5i:8 CORN. CAMMED LIGUID | _ G/d18
11T CORN. WHOLE KERNEL (VAD) CHD. o/H13

3B% CTH
£/3%
24/13E8
6/R14

alid LORN, FROZEM A
alll ASPARREUS. FROZEM
4132 ASPARPELS CHNMED
ALII RSPARAGUS CRIMED

Aiag PEAS, GREEW CRRNED R-9% 3]
Aloe PERS. OREEM FROZEH - 183
A2E@ FOTRTOES, DEHYDRATED _ &/

<237 POTATOES, SRANULES, DEWYDRATED 6/%18
.234 POTATOES, ROUNDS, FROZEN 6/54

AZ218 POTATUES, OVEN FRY 6/5H

4211 POTATOES, BEEP FRY 6758

3.48d8
2. 3638
1,334

3233

[y b
"
L¥Y

n
[}

.
s
S
[T
-] O3

3,478
4,3358
7.3718

82/86/95 Program ID: €D215  Versiom: L.5
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Denartusnt of Health And Human Rescurces
Difice of Donated Foods
588 Bulliitt Street
Charleston, WY 23381

. Coarodity Usage Forecast Sheed

Year: K L ) Group: 4]
sutist: SCH SCHOCLE o Start Date: 87/8L/32 Flanned Assistance Level:
fach init Mot frnual Total
Coemcoaty 3ize Value Jeeired  Raouns Waiue

AZla -0TATUES, rREEH, EAKING I3 LE I.3634
R229 ZMEZT FOTATOES, SYRLR £/H1B 12,3248
ACZS SwEZT POTATOES, MASHED, CRKNED /H13 12.0%48
A28 TOMATOES FRESH 20% 2ug 5.2588
A239 TORATS 3RUCE - B/8lB 18.2197

Az41 TOMATCEZS, DITED. CANNED I EB/3l8 13,188
Afa2 TOMATOEZ, CRUSHED o/#18 Li.7421
4Z46 TOMATO PASTE. CARNED - b/#lE | 15,4888
AZ57 TOXATDES, CRKMED -4 2% i2.54l0

RZSl ALMORD SLIVERZ T 2Ld O7H T2, 1472
2234 ALWOND BY 2 ) - 8/HLE 48,5148

R°C7 JALNMUTS, TNOLISH PIECES T 3BY CARTOW 48,3528

.aa BRAFEFRUIT JUICE. CHD 12748 07, 11,8839

4832 APPLE JUICZ, CANNED 12746 G, ER Y
4285 GRAFE JUICZ, CAMMED ig/ag QZ, 12,6368

GEEE PINESPPLE JUICE, CANRED 12745 QL. CAM 11,1256

JE3R VESETRELZZ. AINED rROZEN T IBH CASS 14,4308

RESE TOMATG JUICC. CANRED ’ 12580 TIL 3,238

4388 ORANGZ JUIZZI. CANNED T 1E44p Q7 CAMS EW Sl

I3 APPLEZ. : - 4EE OTH 14,9808

4345 APRLE ZLITES, CARNED T E/HLI® [ANS 1T.3083

308 APPLESAUCE. CANNED .. A/H1B {OM LLLITAY
A256 GRAPEFRUIT FRESH 36,TBY ] J&.584 CTK a,3384
Aibd APRITOTE, CANWED T 5/HLE TAR 28.5330

4364 CHERRIES, INDIVIDUAL GUILK 484 CARTOM cl.25a8

AZLI THERRIEZ. FRI RED TARY PITIED 38% CAN 12,3858

nibo ELUEZERRIES, rROZEN WILD 38 L3 CNT, 2t.a318

Reb7 BLUEBERRIES, FRI CULTIVATZD 38§ CARTOM 24,878 )

A35d BLUEBERRIES, FRZ CILTIVATED 28% CARTON 14,2548

Ri78 BLACKEERRIES, FRZ (NO SUGAR)  38% CARTIN 20.2568 B
R371 RASPEERRIES RED FROZENIOF 288 CARTON 29,8268

A372 RASPBERRIES, RED. FROZENTIGF S LB. ETH. 25.7588 ]
k373 RASPEERRY ‘PUREE . B/5.7SH TARTON 31,6828 -
F374 RASPEERRIES, RET FROCEN _ EB.LE. CTH. 28,5888 _

A375S STRAWBERRIES, IGF,FRZ PIBECTR 18,2576

R37E BLACKBERRY PUREE £/5.73 LB, CTH. 23.4704
RI77 BLABERRIES WARIDN PUREE FRZ. &/5.7% LB CTH. 29,3874

378 CANEBERRY PUREE FRI. —  B/3.73 LB CTH.  33.5358

487 PEACHES, CLING BURRTERED 6/H18 CANS CB. 88484
A488 PEACHES, CND. CLING SLIEED E/R18 CANS £8.8688

R489 PEACHES, CLING DICED 6/418 CaKS © 19,1648

B2/25/93 Program 103 CDEIS  Version: 1.5 _ o 1094 age 2
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Denartzent of Health And Human Rescurces
Office of Danated Foods
G838 Bullitt Street

Charleston, WV 23381
. Comeodity Usage Forecast Sheet
Year: R _ Broup: A
Jutiet: SCH SCHOOLS 7 Start Dave: B7/81/33 Planned Assistance Level:
fack - Unic Nt Annual Tefal
Conmodity Size Value Desived PAogunt Value

Gel8 FERCAEZ, CLING 5/818 CANS 18,3948
R4Z4 PEACHES. FROZEM 238 JARTOH 13,2768
A425 PERCHES, FREZSTOUNE, GURRTERED 6&/413 CAM 13,3758
WaZ7 PEACKES, FREESTOME, ELICED - &/41B (AN 23,4591
Q4258 PERCHES, FREZSTOME, 2ICED . 5/318 CAK 19,4875
A423 PEACHES, FREESTUNE, CAMNED 6/%18 CEN 13.231:
8433 FEORS, CANNED B/%13 CAMS 18,5788
§=31 FESRS. AALVES ,_ £/413 TANS 1b.8CE8
R422 PESRS, GUARTERED, CRNNED . &5/HI8 (AN 17,3588
4433 FEARS, SLICED b/413 CANS 1
3434 PERRS DICE0 - 57418 CANS

.41 FEARS, DYANTCU FRESH _ 4R CARTON
Riu2 DERRR, 305C FRESH 454 CARTON
8443 PINEAPPLE, CMD, TIDBITS -  &/8LB CANS
R444 DINEAPPLE CRUSHED, CANNED —  &/318 CANS
A445 PINEAFPLE, CANNED ~ B/B13 CANS
R448 FINRPOLE CHUMKS, CAKHED 2/#18 CRNS
esed FLUMS, FURPLZ. PITTE3. CANNED a/8:B CAN
sanl FLUNE, FURPLZI, TAMKED TTTOZ/HiIB CA
Sava ; . S/RIB LA
Ge7E ©= IE# LARTONS
#4723 = zZZ§F CARTON
RE T B8 CARTOR 23,838
#4488 PRUMEZ. DRIED 2471 LB, Pl 21,7928
ASEA RAISINS = 284 CARTON 13,3818
ASE3 CHICKEN. DRUMSTICXS B ia§ CTH 14,5488
AZH? CHICKEM, L=o QUARTERS 48 CTN 13,0848
~SLZ IHICKENS, PRI WHOLE i34 CARTON 18,3358
foi4 CHIDKENS. FRZ THIGHS/DRUMS agk CARTON 14,3488
ASLS CHICKEN, FROZ. LA 48§ CARTON 25,1729
A215 CHICXEW, FREZEM BREADED 38% CRRTON 31,1488
RSL7 CHILXENM, DICED FROZEN _ &/189 BASS B8.37=9
4519 CHICKEN WBGETS S 391 CTH S,
A723 TURKEYS. TROZENW. WHILE - 12a-pdd 273185
AS37 TURKEY RORSIS ;A4-8 128 ROASTS 57,1185
A543 TURKEY, FROZEN GROUND 4/18% BAGS 23,5848
541 TURKEY FRZ GROUND BUREERS 358 CTH 33,3848

.saa POULTRY, CAMNED BONED 24/27 07 CANS 75.6588
AS6L CHICKEW PATTIES, FPROZ. SOC 38 LB, LTH. @,5327
A56¢ CHICKEN, CAMNED BOMED 24/23 0L, 85,8958
AoE4 TURKEY, CAWNMED BONED 24/29 0Z, CAH 47,2871
82/26/%3 Program 1D: CD21S  Version: 1.5 T pag 2
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Departaent of Health And Human Rescurces

0ffice of Donated Foods
$08 Bullitt Sireet
Charleston, WY 23381
Comaaodity Usage Forecas® Gheet

Yeav: R f
Qutlat: SCR  SCHOOLS $tark Datas 47/81/%3 Planned Assistance Level:
Pack Unit Hot Annual Total
Cosmodity Size Value Desivee fmount Valye

ATbo £o83, WHOLE FrIZEN T 5/TH CREES 13.283%8
AS7S EGG X — &/1BB BAG3 £i.1888
RS77 BEZF, FROZ. GR. 36# CARTON 46.%224
AS&84 YEEF PATTIES, FRZ W/WPP 364 CARTON 42,7638
A531 BETF PATTIES, ig8 _ 3&% CARTON 49,2849
AS2E BEEF PATTIES, LOW FAT T 38R CTH S8, 3464
AE13 BEZF, CANNED 9/NJ T E4/29 0. CAN 63.8193
7638 PORK. CAMRED H/NI £4/2% 0Z. CANS  D6.71LiE
Ab48 PQRK, FROZZN GROUMD 364 CARTON 35.2753
AETL EAM, 7RI CCOKED BOMELEZS - 4B CARTOM 53,8848
3742 TUNA, CHUNK LIGHT/WATER _. B/8B.3 OZ. 27,2544

L CRTFISH, FILLET STRIPS FRIL i@ L3. CTH. {18, 4666

SALMON, PINK CAMMED 48/14.73 O CAN  7T.B4E7

ASE4 BEANS, DRY HAVY PEA 25 18, 3R <.5BB8
A%Z5 BEAMS, DRY GREAT NORTHERM 25 LE. BRB 4,872%
A% ZEANS. IRY SMRLL WHITE Z 2% LB. BRG 4,4728
2227 EGNS. DRY LIGHT RED RIDNEY 2% L3, 3RE 5.38L8
Y28 GEANE. DRV, ZPLIT FESS 2T LE. 36 T3V
4538 YEANS. DRY SLalVEzE R 2§ AR 2. 3875
A%ZI ZERWS. DRY IRR - 2TH 3G 57808
A%25 BEAWS, DRY 3A3 254 3AG 3.7828 N
R357T TEGNE, ITRY DINK ZZ8 BRG 3,5858
AS4E ZEANS, IRY PINY 254 EBRE 85,3288
4945 BEAHS, DRY RED 25§ Bag 4,3723
A943 SERKS. DRY SMALL RED 25 B3R5 £,787%
B2/26/33 Program ID: CD2I5  Versiom: L3 Page 4
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Year: K

Jutleft: ICH

SCHOCLS

Departaent of Health And Human Resgurces

Géfice of Denated Foods
984 Bullitt Street
Charloston, WV 23381

tart Date: 87/8L/%3

Commedity Usage Forecast Sheed

Group: F

Flanned Assistance Lavel:

Pack Unit Het  Annual Total
Size value Desized fAxcunt Value Jul-Sep Oo%-lec Jan-Mar Apt-Jun

3881 MRRGARINE (M KETRY |
382 MRROARINE PATTIES (M 5/%E
BABZ MRRGARIHE (LOWFATY 128 (P) 1888 REDDIES
2684 WARCARINE (LOW SODIUM) 128 (P) 1888 REDDIES
58BT SALAD DRESSINE, FREHCH (P 5/1 GRL
B886 SALRD DRTSSING. ITALIAN (P 471 GAL
BBSE BUTTER - 35/14
T9S1 FUT IR PATTIES SCC T 5/IE
. SLICED TOE/SLE. LYE
HEESE, PROCESS —= £/T8 LOAVES
3373 £. LHEDDRR 4§ L3 BLOCK
7! . CHEDDAR. WHITE = 48 L5 LK
.E HEZZSE, YELLOW CHEDDRR a@f
5873 CHEEZE, NOZZARELLA FR. 48, Bak
3131 MILX, HOMF3T DRY REGULAR 3UL% I8 L3. BAG
31.% MILA, NONFRT IRY RESULAR BULK 25 LA, B0
3:22 BLLGUR 218 346
Flal JCRNAZIL, LEGZRAED " I/1BR RAES
3138 FLSLRL A0 5L BLERCEED T I7:88 BRES
228 FLILR. BREAD. ZLEqCHEZ SOL/iB LS, A6

ZE2L FLCUR.
FLOLR.
3385 TAKERY
GRITE.
ERITS.
HONEY,

BREAD. LMBLIGCHED
WHELE WHEST

NIX SOC

CORN, WHITE
CORN. YELLOW
eRGCEZSED

MACARCGNI

34T SACARONI SPIRAL

ORTS. ROLLED
PEANUT BUTTER. SKOOTH

3435 PEAMUT BUTTER, CHUMKY
B4SH PEANUT GRAMILES

B0B@ PERMUTS, .ROASTED

ZEis RIEZ, RLLLED

3243 RILZ. BRCWN

3573 WHEST,

ROLLED

£78 CIL. VEGETABLE
1 SALAD DRESSING, $0C
285 SHORTENING, LIGUID

B728 SHORTENING, VEGETABLE
P48 SPAEHETTI, EMRICHED

/B LB IRG

=2l
et

— C/l8R LB, BRG

6/5% BRO
. 1B/%3 BRC

18/5 L2, BAG

5/54 CAK
. 234 CARTON
.- E82H# CARTON
—_ 12/34 BRE
67818 CANB
&/B5iB CANS
&/B18_LANS
7 &/ LRNS
25 L3, BAG
"5 13B. BAG

To 1273 L3. BRG
- &/71 GRL CANS

471 GRL
6/1 BAL
T 12/3% CANS
" 28N CARTCM

l(’l._;

L fo iy

H
oy o3 L)
[FS eV 1 S IR I MR} ]
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:nl mo(n }

[uv]

)
= L Ld de
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43,3738
45,2373
43,4288
£4,8388
43,7588
31,3728

2.3538

T ogess
o G

5212

- 1ce=
-1

ta.izzte
3.7688
7.52E8
7.5288
J.53%8
22.17%%
4,3188
S.37ad
3. 8828
32,3828
29218
237273
£23.5222
1.7MTE
3. 7388
8.3383
15,3475

- 3.8885

18.7614

14,6168

4,778

82/26/93 Program ID: CD215

Version: 1.3
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WEST VIRGIINIAD DONATED FOODS PROGERANM
ADMINISTRATIVE REVIEW REPORDT

i. Recipient Agency County
Address = .
Person(s) Interviewed Title
Telephone Number Date of Interview

Date of Last Review by State Distribution Agency?
Were there any deficiencies found?
If so, were they corrected?

2. Recipient Agency Category

Child Nutrition Program (CNF)
Charitable Institution (CI)
Summer Camp (SC)

Food Bank (FEB)
Soup Kitchen (SK)
Summer Fcod Service (SFEP)

Partlecipation Data

A, CNP B. SX C. CI Cnly
Cnly only

Average Daily Total Eligible Total Average Daily
Participation Meals Servad Fopulation 2lgible Participaticn Meals Sarved
Sreakfast Past Fiscal Meals are fearsons Chiidren Daily To
Luzch — Yaxr _ | served  times . Aculza 19 thildran §
Tatal each day. vears or End i
Znzollzent :
4. Agreements & Ccntracis YES NC RECOMMENDATIONS /COMMENTS 4
A. 1Is sigomed Agreemant Sectwean the O/A and !
the recipigat agancy currently 9o f£iie?.ce..aes. _ _ :
IZ YES, ia agreoament signed by cursant A
acmin I REraTor?. ie .. e e4easssasesrtssctanasnanne _ .
3. Are therm aACtive DIOCEEEiDg CONTIACTIPevivrscass ,

1, If YES, give nape and addiass of
crocessor(s), date ocmtracT(d} CDoen approved
and expiration dat@(B)ecaicserserrrvrvann e |

) Has contracu(a) been approved DY D/AT....eceaa

) List end procuct{d) of cCOTTACTIl.ucsescanans

C. Are thersm active food DANSgEGATS CORTIACTET.....

D. Lo USDA dopatad Zoods prnvided to rscipiant

agency inurm oply to the benefit of
racipiant agency feeding pIOOTEAl...sceesesserss

I

|
" AN

D - 30.3




5.

STCRAGE FACILITIESE AND PRACTICES

A. Are d-y, cool and freezer type storage facilities

ACBTUALA [OF DrOgraAmMT? . iuiaaaiaacssussaassstosansasia
Sufficient space avallabla for storage; freazarcs
available when neaded; proper teoparaturss maintained
for dry and cocler storage, ect.

Is storage area clean, dry and corderly?....eerevrene
Are there safeguards agajnst theft and damage?......
Ars measures taXen to pravent insect and rodent
Anfemtationy i ieerearnaasasssasnnnersrsarneransaanans
Is fcod being handled on a first in, first cut
T O
Doas parson In charge Xnow and Iollow the progeduras
for disposing of out~- of-condition foods?...eeaieens
Hava thera been any focd loasses within Zhe

o L R T. T
Ave ¢ommodities atored at any lecation othar than
the recipient AgenNCY7..isicsvsernstasasnnsssnnansnsas
Are ccomercial fagilities belng utilizedl...........
IZ YES, has an agreemant boen 8160847 v-srervaanens
Is there a completed copy ©f tha REVIEW COF

STORAGE FACILITIES and REVIEW OF PEYSICAL IRVEMNIURY
QP THF STCRAGE FACILITIES con fils {Oct.-March) in thme
cantral administrative ciffice Zor this Recdiplent
Agency's central storage Zfacility; and additionally
for amach individual school/site wharavear donated food
- T 3 = . -
Ia there a cursant sal? avaluaticn review

on fila for this school/sita {Cet-March)?...vcevases
If NO, axplain

6.

RECCRDS AND REPORTS

A. Are zthare cocplete and accurate records

maintained Zoo:
Food RECALDLEZ .. veciuvsaissarssissssarmansrannnns
Parpatudl inventory?.t.-c-vesnstrsasacnrasaananan

B. Are reccros held for required pericod?.i..cciscaess
C. Are recuired raports and surveys subpitted on a

timaly BAB187 . i eatarararrmmraa et taa s

OTHER RECORDS: (rFor Imstitutions only)

A. Is there a ncaprofit,. federal income tax exexpt

o e L

B. Is thare an "Bligible Caseload Charitable

IngTituticns’” Zorm i Lil@f.ccicissaacensacncancans

C. I8 thara a "REFABILITATIVE PROGRAM CERTIZTCATICH™

form on file?.(Adult Corectional Onl¥)evevesawawass

g.

COMPLIANCE DETERMINATION

A. Based upen :this review, arm prograin operaticns
in compliance witd IegulationEl..ceacasrmeisraans
IS YRO™, what corrective action{s) Zust be
takan? (Describe ino Detail.)

Daseda upca TRla review, 18 4 "TOLLOW-UP REVIEW"
O NI A o v v nn ve v m v dma s d s r A mdr T b s B
If "W=EsY, whan? o

YES

NO

RECOMMENDATIONS/COMMENTS

RECOMMENDATIONS/COMMENTS

RECOMMENDATIONS/COMMENTS

RECOMMENDATIONS/COMMENTS

D - 30.3za




| SUMMARY RECORDING:

10. Signature - )
NAME : : '1

TITLE DATE, i

11. INVENTORY {REVIEW OF DCNATED FOCD ITEMS ON HAND)

What is done with remaining commodities at the end of the scheool year
or end of Camping season? (CNP, SC, or SFSF Only)

T T i}

Item & Package Inventory Actual Date of | Monthly | Months | Amount ’
Racord Inventory | Package | Usage Supply To

. Trans- |
fer f

(A) (B) < (D) (E) (F) (&) |

G|

Almond Slivers 254 !i

Almand Buttar &6/#10 I

Apples. frash 374 [

Apples, fzesh 404 i

Applesauce, cnd. 5/41C

Apple Slices, cnd. 5/8#10 l

Aaparagus, <ond. 5/#10 |

Asparagus, trg. 5754

Beans, d-y cod. gh. Do.
5/410

Bmatiw, dry cond. zed kid.
6/3#10

Bsanm, dry gos. pinto
5/410

Ypans, cnd. gresm 5/#10

Z2sans, cnd. vegetarian

1 &/810
Besf, =nd. N/J  24/25 oz.

D - 30.3b




Date of

Item & Package .| Inventory Actual Monthly | Months | Amount
Record Inventory | Package | Usage Supply To
Trans-
fer
(A) {(B) (C) (D) (E) (F) (G)
Bowf, fro. gro. 36F i
Reqf, Patties, Zro. J6H
Bowf, Patiles, loan 36#

Canaberyy pures 5/5.754

catfiah, fro. 40#

Cherrias, fro. IQF 40#

Chicken., fro. C/U 408

Chickan, f=o. aokd.

47104

diced

Corn, cnd. lig. 5/#10 —

fro. whole 6/5#

Egge

Zgg Mix 4/10#

Flah Nuggets 4/10#

raps Juice 12/46 oz.

Grapafriit Juice l2/46 oZ.

Hdam fro, «kd. bnls.

40,108 Avyg.

Mixed Fruitc 5/#10

Paasched, cond. cling &/#10__

Faachas, cnd. Ireesatons
6/%.0 =

Peacnea. diced 6/%10 =i

Faachbes, Iro. froastone

20%

Pears, cnd. 5/%10

O"Anjou fzasn 45%

diced &/%10 _

guartered S/#10 _

Peax. cnd. S/R1L0 ;I

encd. 67410

Pineapola,

Pinearoie Tidbizs 5/%15

-

Porx, end. 24/29 a=z. \

Porxk., Ife. gro. 35M

Poratoes, danyd. £/5#

6/54

Porateo Roungs, o,

|
|
l
1
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5

Ttem & Package -

Monthly

Inventory Actual Cate of Months | Amount
Record Inventory | Package | Usage Supply To
Trans-
fer
(&) (B) (C) (D} (E) (F) (G)
Potatosma, qven fry &/5#
Prunes, dry pitted 16/2%

Aaisins 10# . —

Raising 144/1.3 oz.

Salmon, cnd., 48/24.7% oz,

Swaet Potatoes,
6/#10

syTup

Strawbercias foo. IQF 04

Tomatc Paste &/#l0

Teratpes, cnd. 5/#10

Tooatoews, cruahed §/FL0 -

rd
LID.

Turkey Roasts,

¢/B-12#
Turkey fzo. whole 12#4-244
Turkey, fro. ground 4/1Q#

Turkey Burger 36#

Vegatablios, fro. Dixed 0¥

Walputs, Eng. piecas
3O#

D -30.3d




Item & Package Inventory Actual Date ¢f | Menthly | Months | Ameunt
Record Inventory | Package | Usage Supply To
Trans-
fer
(a) (B) (<) (D) (E) (F) (G)
Buttar, print 3&6/14
Chaesa, Mozz., 5/64
{varies)
Chegae, process 5/5§

Cornmeal, degermad S5/108

Flour, AP 5/10%

Flour, Whola Wheat 5/10%

Macaronil, enriched 20#

Macareni,
Rotini

spiral 204

HMilk, NFD instant &/44

Catg, rollad 12/34#

2il, vegetabla 5/1 gal.

Peanut Buttar 5/4#10

Peanut Buttar, chky. &6/#10

Shortaning, lig.

5/l gal.

Shortening,
12/38

vegatable

Spaghetil, anriched 20#

JutTer Patties {500 5/5#%
Chicken Nuggets (SCC} 30#
it Fleur Mix [30C) 6/5#
‘ Salad Cressing (S0C)

4/1 gal.

D - 30.3e




o
Item & Package Inventory Actual Date of | Moenthly | Months | Amount
Record Inventory | Package | Usage Supply To
Trans-
fer

(A)

(B)

(C)

(D)

(E)

(F)

(G)

Applesauce 24/4#302

Beaps, GIeen 24/#303

Beans, Yeg. 24/#303

Beef, cnd. B/J 24/25 0z.

Buttsr, Print 236/1#

Chagae, Process 6/5¥

Corn, cend. 24/8303

Cornmeal 10/54

Flour, AP 1Q/5#

Milk, NFTD 5/44#

Orange Juice 12/46 o=z.

Poachaes 24/%303

Peanut Butter 24/2#

Dears, ond. 24/8303

Poasa cnd. 24/#303

Pork, cnd. 24/29 or.

Pineapple, cnd. 24/#303

2oult=y, cud. 24/#302

Aaisine 48/1%

Rice 24/2%

Tomatoad 474303

Tozate Julce 12/46 oz.

D - 30.3f




Fw_-2 ITEM

PERPETUAL INVENTORY RECQORDS

USDA DONATED FQOODS

UNIT SIZE:

Date

Record of Action

QUANITY OF FOQD

Cases, Cans, Pounds, Ect.

Received | Withdrawn | Balance

D - 30.3g




DONATED FOCDS PROGRAM
REPORT OF LOSS OF DONATED FOQDS
(1) COUNTY DATE QF REPORT

{2) NAME OF RECIPIENT AGENCY

(3) ADDRESS

STREET CITY ZIP CODE

(4) TELEPHONE
(5) NAME OF SCHOOL (SITE) WHERE LOSS OCCURRED

(6) WHEN WAS THE LOSS DISCOVERED?

MONTH DAY YEAR

(7) 2RICR TO THE DATE ENTERED IN ITEM (6) ABOVE, THE FREEZIER,
CCOLER CR DRY STORAGE AREA IN WHICH TEE LOSS OCCURRED WAS LAST

CHECXED ON BY
MONTH DAY YEAR NAME TITLE

{8) WHO DISCOVERED THE LOSS?

NAME TITLE

{9) NAME OF - TYPE OF STORAGE
ITEM PACKING SIZE QF QUANTITY OF DRY, COOLER
LOsST - DATE PACRAGES PACEAGES LOST QR FREEZER

IF MORE SPACE IS NEEDED, PLEASE ATTACH A SEPARATE LISTING.
DONATED FOODS DETERMINED UNFIT FOR EUMAN CONSUMPTION ARE NOT
BE DISPOSED OF WITHOUT PRICOR AUTHORIZATION OF THE STATE
DISTRIBUTING AGENCY.

(10) WAS ANY DAMAGED USDA DONATED FOOD ITEM DISPOSED OF? YES_ NO___

(11) GIVE THE NAME AND TITLE OF THE STATE DISTRIBUTING AGENCY
REPRESENTATIVE WHO AUTHORIZED THE DISPOSAL
NAME TITLE

(12) WHAT METHOD OF DISPOSAL WAS USED?

D - 30.4




(13)

(14)

(15)

(16)

(17)

(22)

(23)

(24)
(25)

DISPCSAL WAS MADE BY

NAME TITLE

IF THE LOSS WAS THE RESULT OF A POWER FAILURE OF OUTAGE,
EXPLAIN BRIEFLY WHAT CAUSED THE POWER INTERRUPTION

IF TEE LOSS WAS DUE TO A FREEZER MALFUNCTION, ARE THE DONATED
FOODS COVERED BY VENDOR GUARANTEE? YES NO

EXPLAIN THE MALFUNCTION

THIS LOSS WAS DUE TQC INFESTATION r SPOILAGE r OR
CONTAMINATION OF DONATED FOCD RECEIVED ON

MONTH DAY YEAR
THE CONTAINER I3 .

WEAT WAS THE TEMPERATURE OF THE DRY STORAGE AREA ON THE DATE
THE LOSS WAS DISCOVERED?

WAS FIRST-IN FIRST-0OUT PROCEDURES FOLLOWED? YES NO

WAS THE FCCD STORED OFF THE FLCOR? YES NO

THIS LCSS DUE TC A BREAXING AND ENTERING WAS INVESTIGATED BY

NAME RANK

QF

LAW ENFORCEMENT AGENCY

EXPLAIN HOW EZNTRANCE WAS MADE

EXPLAIN WHAT PRECAUTIONARY MEASURES WILL BE USED TO PREVENT
ANY FURTHER LOSS QF DONATED FOODS

WAS THE LCSS OF DONATED FOODS COVERED RY INSURANCE? YES___NO_

PREPARED EBY

SIGNATURE OF SCEOCL PRINCIPAL SIGNATURE
OR AGENCY ADMINISTRATOR
TITLE

DATE DATE

Q8/0l/92 : --




TNSTRUCTIONS FOR CCMPLETION CF FORM
. "REPCORT OF 1LOSS OF DONATED FOCDS"

Any loss of donated foods regardless of the cause is to be reported imediately
to the state distributing agency. Dcnated foods determined £o be unfit for human
consurption are not to be dispesed of without prior approval and instructions
fram the state distributing agency. 2Any unauthorized disposal is subject to
rastitution in cash of the total dollar value of the donated food items.

Following are instructions for the campleticn of the form "Report of Loss of Donated
Foods." The state distributing agency supplies each recipient agency a form Ifrom
which copies are made by the recipient agency as needed.

(1) Enter the county in which the recipient agency is located and the date the
report is prepared.

{2) Enter the name of the recipient agency as it appears on the agreement
(Form ES-DF-(2}.

(1} Enter the cowlete address of the recipient agency.

(4} Enter the telephcne number of the recipient agency as named ¢<n the agreement
form. Public schoels should show the telephone mumber of the county board of
education.

. (5) Self-explanatery.
(6) This should be the exact date the loss was discovered.

{7} Enter the name and title of the perscn who first discovered the losgs and
reported it to appropriate cfficials.

{8) Enter the date the storage facility was last checked and the name and title
of the person who checked it on that date.

{9) Under the colum "Name of Item Lost" enter the complete name of the item.

Under the colum "Packing Date" enter the packing date sirwn on the container
{case, bag, baler, etc.).

Undar the colum "Size of Packages" show the item lest in whole cases if
in fact wivle cases were lost, or in units such as #€ cans, 29 oz. cans,
3#%# bags, S# bags, etc.

Under the columm "Quantity of Packages Lost” show the mumber of cases cr
wits lost as defined under "Size of Packages."

Under the colum "Tyre of Storage - Dry, Cocler or Freszer" write the appropriate
word to define the type of storage being used at the time the loss was discovered.

. (10} This question must be answered.
(11} Enter the name and title of the individual contacted whc authorized the disposal.

D - 30.4a




(12)

(13}
(14)

(15)
(1)
(7)
(18}

(19}

(20)
(21)
{22)

{23)
(24)

(25)

Explain the method of disposal. Any item fourd unfit for human consumption .
and authorized for disposal is to be disposed of by taking o a landfill
and buried, ineinerated, or put in a garbage disposal.

Spoiled items are to be removed from the original container Or wrapper priox
to disposal. The container and the contents are to be disposed of sepavately.

Give the names and titles of the persons whe are invelved in the actual disposal.

Explain what caused the intermgption; for example, breaker was tiwown, fuse
blown, unplugged from cutlets, equipment quit running.

Answer "vaz" or "no."
Describe briefly what happened to the-freezer or coolex.
Answer "ves" or "mo."

Check the appropriate space to show the type of loss, the date recipient
agency received the food and the contract number, if possible.

This question must be answersd if the loss of the food occurred while in dry
storage.

answer "ves'" or 'mo."
Answer "yes" or "no." , , , .
If the loss was due to a breaking and entering, the name and rank of the

investigating officer and the name of the law enforcement agency he represents
mist be shown.

Briefly describe how entrance was gained to the building and/or storage facility.

The recipient agency must explain what steps will be taken to prevent further

losses of donated food due to similiar cir .

The report is o be signed by both the person who prepared the report and the
school principal or agency administrator.
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GUIDES FOR SUMMER STORAGE OF PERISHABLE FOOCS

Improper storage practices and malfunctioning refrigeration equipment usuaily
resuits in spoilage, infestaticn, contamination and deterioration of foods.

The following is a listing of good storage practices to follow when perishable
foods are being stored during the summer:

{1} Store foods only in properly operating refrigerators and
freezers. Do not store food in equipment that is in
need o repair.

{2) Be certain the refrigeration equipment is thoroughly cleaned
and dried before any fcod is placed in it.

(3) Never place food directly on the flcor; walk-in refrigerators
and freezers should have dunnage racks on which food can be
placed or shelying which allows a circulation of air. Foods
should be stacked in an orderly manner in a walk-in refrigerator
or freezer.

(4) Temperatures within the freezers and refrigerators should
be taken and recorded daily, if possible.

(8) Refrigeration equipment should be checked at least every
seventy-two hours to insure that it is operating properly.
Any needed repairs should be taken care of immediately.

(6) Refrigeration equipment should be checked immediately
following a power failure (e.g. electrical storm) to make
sure that it is operating properly.

(7) A1l areas in which frozen food is. stored should be secured
by locks during the summer months. Only authorized
personnel should have access to the keys and be allowed to
check the equipment and take temperatures.

(8) Any grain product left on hand should be placed in
refrigeration during the summer months and utiiized
immediately following the re-opening ¢f school.

Dry storage areas should be adequately ventilated and secured by locks.
The temoerature should never exceed 70° Fahrenheit. An effective rodent
contrel program should be maintained.

ACCORDING TO USDA REGULATIONS THE STATE DISTRIBUTING AGENCY HAS NO ALTERNATIVE
EXCEPT TO ASK RESTITUTION FOR ANY LOSS COF DONATED FOODS DETERMINED TO BE THE
RESULT OF NEGLIGENCE ON PART OF THE RECIPIENT AGENCY.

3/21/8¢
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FOOD STORAGE
TEMPERATUORE CHART

Dry Storage Area-Recommended Temperature

ezer Storage Area - Recommended Temperature

‘ce:ler Storage Area - Recommended Temperature

mnth/Day;’E:ar Temperature Checked By Month/Day/Year Temperature Checked By

50'F - 7Q'F
35'F - 45'F
-10'F - Q'F

a1 .
If Temperatures are not witlﬁfn recommended ra

to aveid food loss.

1 1
2 2
3 3
4 4
5 5
6 6 |
7 7 |
8 8 |
9 9 ﬁ
10 10 :
11 11 3'
12 12
13 13
. 14 14 g
~ 15 15
16 16
17 17
18 i8
19 19
20 20
21 21
22 22
23 23
24 24
25 25
26 26
| 27 27
;[. 28 28
29 29
30 30 ]
31 o ’
ate corrective action
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Dear Recipient Agency:

This card will serve to introduce you to the Nationa! Commodiry Processing (NCP) Systen
rated by the U.S. Department of Agriculture {USDA) Food and Nutrition Service (ENS).
a:::;;FNS enters into agreements directly with processors so that USDA, sutplus food can
into more desirable and usable end products. Processors in turn, sell thess end prod-
ucTt a price reduced/discounted by the value of the surplus foods comained in them. Surplus
fo. . in NCP sre currently limited to boous dairy products and honey. The program is intended
to supplement the State’s processing program.

FNS will supply each processor with a list of recipient agencies cligible to purchase processed
items. To participate, you must have an approved agreement with the State Distributing Agency
to receive donated foods under the direct distribution program. Also, ¥You must register on the al-
tached post card and return it to FNS as soon as possible. )
OnecymuurdhzsbaenwacpcdinwthcAmmmdDanProeeumg(ADP)Sysmm,ywwﬂl
receive a letter authorizing you to participate in the NCP System. The letter will contain your
9-digit recipient agency code number. The proceasor will use this number to report sales 1o your
agency. Your agency's ame will be added 10 the list given 10 processors.

A school food authority may compiete one card for purchases it will make for all schools under
its jurisdiction or the school food authority may have each school register on a card, if consistent
with normal purchasing practices. Schools may participate in NCP under only one of thess
arrangements.

Thank you for your cooperation,

Sincerely,

THE FOOD AND NUTRITION SERVICE

TO ALERT ALL INTERESTED PARTIES THAT ANY FALSE INFORMATION CONTAINED ON THIS CARD MAY
THE AFFECTED PARTY TO CRIMINAL PROSECUTION,

—

Fh. ot

PLACE
STAMP
HERE

FOOD AND NUTRITION SERVICE USDA

SPECIAL OPERATIONS BRANCH

NUTRITION AND TECHNICAL SERVICES DIVISION
3101 PARK CENTER DRIVE

ALEXANDRIA VA 22302
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. : SPECIAL MILK PROGRAM

Purpose
Charges and Reimbursement
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Reporting Procedures
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PURPOSE

United States Department of BAgriculture (USDA) reimbursement enables
schools without other food service pregrams to sell milk to students at
a rate lower_than cost. 1In participating schools, students determined
eligible may_receive milk free if the School Food Authority (SFA)
elects to serve it. The SFA may or may not choose to provide free milk
to students. determined eligible by applications used for E£free or
reduced price_meals.

Current USDA:regulations permit only schools and institutions without
other food sefvice programs to participate in the special milk program
and to serve an unlimited number of half pints of milk teo a student at
any time during the school's established milk breaks or meal periods.

Effective with  the passage of P.L. 99-661, split  session
pre-kindergarten and kindergarten children may participate in the
Special Milk Program if they do not have access to any school meal
(school lunch or school breakfast). Whenever possible all children
attending a school shall have access to either the school lunch or the

school breakfast program.

"Split SessiQQ“ is defined as an educational program which operates for
approximately one-half of the normal school day.
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CHARGES AND REIMBURSEMENT

The charge to students for milk shall not exceed the difference between
the current rate of reimbursement and the cost of the milk plus an
established distribution cost of no more than two cents per half pint.

Schools with@@t food programs participating in the Special Milk Program
are required. by United States Department of Agriculture (USDA)
requlations to doccument the actual cost of serving milk teo students.
Operating balances in excess of two months must be reduced by serving
milk free to students or by reducing the cost to the students.

Schools serving/selling _special milk to Kindergarten and/or pre-primary
students should reporkt any income from milk sold on 43-10-30S.

The charge E’ adults_ shall not be less than the cost of the milk.

Reimbursement Eor milk served te adults is not permitted.

In non-pricing programs, all milk served through the Special Milk
Program 1s reimbursed at the current rate of reimbursement per halE

pint.
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- MILK SHAKES

If milk shakes are sold or given free under the Special Milk Program in
schools having neo other food service program, the milk shake formula
must be approved by the West Virginia Department of Education (WVDE)

child Nutrition Division.
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REPORTING PROCEDURES

A daily record of the actual number of half pints of milk served
students and adults shall be maintained on Form WVDE 43-10-30S
[ -~ 30.17, according te instructions. The report must be detailed
daily at each participating school by a responsible person. The
monthly claim Efor reimbursement is based on information recorded on
this report. The completed Fform 1s submitted to the 3School Food
Authority (SFA) on or before the fifth day of the succeeding calendar

month. A copy will also be Eiled at the school.

At the end of each month during which nilk was served to students, a
monthly financial report, Form WVDE 43-10-31 [G - 30.3] is completed by
each participating school according to instructions. Financlal data
provided on this report is the basis for justifying reimbursement. The
completed report is submitted to the 3PA on or before the Efifth day of
the succeeding calendar month. A copy will also he filed at the school.

The school or SFA is responsible for sending a copy of Form WVDE
43-10-30 [G - 30.5] to the West Virginia Department of Education (WVDE)

for reimbursement.
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INFTRODUCTION

Schools participating in the MNational School Lunch and/or Breakfast
Program are” required to serve free and reduced price meals teo students
determined _eligible by the current USDA Income Eligibility Guidelines
[F - 30.17._ R o o

To make it _possible for a student to recelve a free or reduced price
meal, USDA TYegulatlons requlre that certaln steps be taken. A pelilcy
statement which delineates the policies and procedures used in
providing free and reduced price meals for students 1s approved each
year.
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APPLICATIONS FOR FREE OR REDUCED PRICE MEALS

NON-COMPUTERIZED PROGRAM

Applications [F - 30.2] and the Letter to Parents [F - 30.3] shall be
sent to parents or guardians of each student as early as possible in
the school year to allow time for the return of applications by the end
of the First full week of school. The school principal, or a
designated person, shall review all applicaticons recelved and determine
eligibility according to informaticn given on the agplication. Parents
or guardians shall be netified of the status of approval, change or
termination of benefits (WVDE 43-10-20) [F - 30.4].

COMPUTERIZED PROGRAMS

County schocl systems or individual schoels may choose to approve free

and reduced price meal applications by computer. A computer—generated

application may be sent to the parents to update annually for continued
program benefits.

Throughout the school vear., applications may be received for students
transferring from another school or from parents whose financial status

has changed. !

if a student has received free and/or reduced price meals and transfers
to another school, a record of eligibllity shall be maintalned at the
original schoeol. Either a copy of the application may be made or a new
one submitted to the receiving schocl.

MEDICAID AND EDUCATIONAL BENEFITS

The United States Department of Agriculture has granted West Virginia
permission to pilot a multi-use application. The application has been
expanded to allow parents or gquardlans to express an interest in
receiving Medicaid benefits and vocational and technical educaticn
benefits under the Carl D. Perkins Act. Additionally, the privacy act
statement on the reverse side of the applicaticn has been expanded to
accommodate Medicaid and educational benefits.

when an interest in Medicaid benefits has been expressed in Part VII of
the application. and Part VII has been signed by a parent or guardian,
the following procedures are to be used to transmit the informatien to

the appropriate authorities:

Each child's name, address, county of residence, and a Sccial Security
number of an adult family member should be sent to the Medicaid

representative in your area.

when an interest in vocaticnal and technical education benefits has
been expressed in Part VII with a parent or cuardian sigqnature, the
student's name may be released to appropriate educational officials.
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APPROVING APPLICATIONS FOR HOUSEHOLDS ELIGIBLE FOR
AID TO FAMILIES WITH DEPENDENT CHILDREN (AFDC)
FOOD STAMP (FS) BENEFITS

applications returned for review and approval which have AFDC or FS
nunbers [F - 30.6] must include the following information:

u stu&ent's name;
m AFDC or FS number; and
m paréent signature

APPROVING APPLICATIONS FOR HOUSEHOLDS NOT ELIGIBLE FOR
AFDC/FS BENEFITS

applications returned for review which do not have AFDC or FS numbers
must include the following information:

s student's name;

n list of household members;

s social security number of the adult signing the application or
indication they do not have one;

m the current amcunt of incowme received by each household member
identified by the individual who receives 1t and the source of
the income; and

m pardnt or guardian's signature

All approved applications must show:
m eligibility category (free or reduced price};
a reviewing officlal's signature; and

m daté of approval or denilal.

Applications must be f£iled by category with corresponding master list.
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INCOME

income to be reported on the household's free and reduced price meal
application form is a gross figqure and generally is considered to be
any monies _received on a recurring basis. Specifically, gross income
means money earned before deductions for income taxes. employee's
soclal security taxes, insurance premiums, charlitable contributieons,
bonds and the like. Income ncludey the following:

s payments of money Ffor services, 1including waqes, salary,

commission or fees;
soclal security: supplemental security income:

| ]

m dividends or interest on savings or bonds;

m income from estates, trusts and investments;

m cash withdrawn from savings;

m public assistance or welfare payments;

w unemdployment compensations: workers' compensation and
disability benefits;

m government civilian employee or military retirement or pensions;

w vetérans' payments;

m pensions: retirement income and annuities;

m alimony or child support payments;

a regular contributions from persons not living in the household;

m net income for self-employed Earmers and business-persons,
rental income and royalties;

m students reqgular part time earnings; and

= other cash income.

Other cash inccome would include cash amounts recelved or withdrawn from
investments, trust accounts and other resources, which would be
avalilable to.pay the price of a child's meal.

Certain items of 4income are not to be reported on the application.
Such income Jdncludes the following:

n food stamps;

m benefits recelved under the WNational School Lunch and child
Nutrition Acts;

a monies recelved by volunteers for services performed under such
programs authorized by the Domestlic Volunteer Services act of
1973, as amended;

m military base housing or other subsidized housing. medical and
dental services;

n student financial <{(cash) asslistance, such as dgrants and
scholarships;

a leans:; and

m student earnings such as paper routes or babysitting that are
not a regular part time Jjob.

1f the Family is unemploved a figure must be given even if this figure
is zero (0). The word "none" is not accepted by United States
Department of Agriculture (USDA)..

When there 1is a temporary reduction of income, eligibility should be
determined on the present rate of income rather than on regular annual
income. Persons may apply immediately at the time of reduction in
income. Benefits become effective upon approval of the Free or Reduced
applicaticn. The approving official should issue temporary approval of

the application. 'The temporary approval shall be in effect until the
time of recurring pay.
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DETERMINING HOUSEHOLD SIZE

Basically, _household size 1is determined by counting the number of
related or unrelated indlviduals who live in a dwelling and who share
living expenses or meals.

Students wWitd are temporarily away at school and who receive their
primary support from the Ffamily i.e., students attending boarding
schools or colleges should be counted as members of the household.

Military personnel not actually living with the household are not
considered —a member of the household for purposes of determining
eligibility, but the money he/she sends to the household is included in
the household's income.

A foster child is a child who is living with a family but who remains
the legal responsibility of the welfare agency or court. For purposes
of determining eligibility. a foster child is considered a household of

one. [F - 30.5 page 14]

In cases where no specific welfare agency or court 1is legally
responsible for the child; or where the child is living with at least
one natural parent, other relatives or friends oE the family, the child
shall be considered to be a member of the family with whom he/she
resides, and the size and total income of the household shall be used

to determine the child's eligibility.

An adopted .child is a_ child for whom a family has accepted legal
responsibility and 1s considered to be a member of the household in
which the child resides.

an instltutignalized child is a chiid who resides in a residential-type
Facility which the state has determined is not a boarding school. A
child who 1s institutionalized is considered to be a household of cne
and. in most cases, has no income. Only income a child earns From Full
time employment and/or perscnally receives while in residence at the
institution, may be considered as income.

An clder child, totally responsible for himself/herself, who deoes not
reside as & member of a household {(but rather as a single economic
unitc) is considered 2 household of one. Earned income and money From
all other sources are considered income for such a child.

A student who attends but does not reside in an institution is
considered a member of the household 1in which he/she resides.
Eligibility must be determined by the household size and income of that
heousehold, - o -




Foreign excﬁanqe students, refugees., aliens and citizens of other
countries amd/or _ their _dependent children are considered to be members

of the household in which they Teside. The total household size and
income are used in determining eligibility.

whether or not the stepparent supports a stepchild, the child in this
situation falls within the definition of a household. Therefore. the
total household income, including ADC or child support payments to the
parent, must be included in determining eligibility.
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REVIEWING OFFICIAL'S RESPONSIRILITIES

The reviewing official is responsible for ensuring that applicatiocns
have been classified correctly by category of eligibility. If the
reviewing official is authorized by the School Food Authority (SFa) to
delegate the responsibility for reviewing applications. then the person
so designated shall be informed about program reguirements and policy.
Since the SFA official who signed the pollcy statement agreement with
the State agency ultimately is responsible for the integrity of the
approval process, the principal's signature stamp may be used. A
suggested_alternative would be to place a statement in the school's
files as to the name and/or title of the designee, who would then be
permitted to sign the applications without having to use the
principal's signature stamp.

The reviewing official may reguest verificaticn of information
submitted on any application under the follewing circumstances:

m a written, signed complaint:
a 1illegible, incomplete or guestionable information on the

application; and/or
# the United States Department of Agriculture (USDAR} required

verification sampling.

Reviewing officials cannot sign the parent’s/quardian's name to an
application completed by the parents or guardians but must return the
application for the proper signature.

All households must be promptly notified of their eligibility status.
In making determination regarding eligibility for meal benefits,
increases in benefit levels must be made no later than three (3)
operating days from the final decision.

A fair hearing procedure shall be established for parent's appeals
concerning eligibility determination and for school official's
challenges:. The Parent and/or guardlan has ten (10) days to appeal the
decision of schoel offilcials. During an appeal or hearing, the student
shall continue to receive free or reduced price meals. Standard
hearing procedures are outlined in the Policy Statement [A - 30.2].

indication of appeoval-oe denial shall be sent to parents or
guardians within ten working days after receipt of the completed
application.

Other guestions pertaining to free/reduced price meal policies are
answered in the Eligibility Guidance for Scheol Meal Programs

[F - 30.5].
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ﬁ;EVlE“"ING OFFICIAL'S COMPLETING AN APPLICATION

A reviewing official may complete an application for a student known to
be needy if the household fails to apply.

wWhen exercising this option, the schoel official must complete an
application on behalf of the student based on the best household size

and income information avallable and make an eligibility
determination. The source of the information must be noted. Social

security numbers of household members need not be secured and these
applications may be excluded from verification. The household must be
notified that the student has been certified and is recelving free or
reduced price benefits.

This option is intended for use in individual situations and does not
allow eligibility determinations for categories or groups of children.

0481q = - F -8
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PiOVIDlNG MEALS PRIOR TO APPLICATION APPROVAL

During the opening weeks of school, before applicatiens for the current
school year_ are received and approved, school officlals shall serve
free "and reduced price meals or free milk to eligible students. To
assist with _eligiblility determination during the Eirst days of school,
officials may use:

m applications on £ile from the previous school year;

a self-certification of secondary students urider special
clrcumstances; }

s new students in a scheol with older siblings that were approved
For benefits the previocus year; and/or

r students that transfer within the county.

1f students_are provided free or reduced price meals or free milk in
eligible sc¢hools (based on the previous year s application approval)
during the period prior to the current vyear’s application approval and
are later determined to be ineligible, reimbursement may be claimed at
the free or FTeduced price rate for those meals already served.

1€ studéhtsrare provided free or reduced price meals or [ree milk in
eligible sgheols (net based on  the previcus year's application

approval) during the period prior tc the current year's application
approval and are later determined to be ineligible, reimbursement may

not be claimed at the free and reduced price rate. These meals may be

reimbursed ar the paid rate.
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APPLICATION FILES AND WORKING LIST

Following the review and approval or denial of applications, a file and
working list of all applications shall be established and maintalned in

a current fashion according to:

1. active free students whose current househeold income
. definitely indicates free status
- according to USDA Income Eligibility
- Guidelines [F -~ 30.1]

2. Aétive reduced students whose current household income
- definitely qualifies them for reduced
status according te USDA Income

. Ellgibility Guildelines
3. Témporary free students whose current household income
Temporary reduced indicates ellgibility according to USba
: Income Eligibility Guidelines determined
temporary based on: unemploved or income
Erom unemployment compensation, worker's
compensation; seasonal unemp loyment ;
temporary lay offs; strikes; temporary
use of public assistance; pending
approval for public assistance; zaro (0)
income; or antlicipated change in income

4, Inactive free students who have withdrawn or trans-
Inactive reduced ferred
5. . Denied students whose current household income
does not meet the USDA Income Eligibility
Guidelines

The temporary file of approved frees and reduced price meal applicaticn
must be reviewed every two menths through parent or guardian contact.
The dates ©of such reviews, contacts and the current status shall be
noted on the applicaticen or the suggested form for updating information
{F - 30.7] "by the reviewing official. The working 1list shall be
corrected, 1If needed, to agree with the application classification.

A working list of students shall be malntained in the same order as the
filed applications and should indicate any status change and effective
date. . . L L

All applicaticons and documentation of action taken shall be maintained
for three years nect including the current school vear.

048l T = CF - 10




COLLECTION PROCEDURE

2 procedure’ tc collect payments from students Efor meals must be
established._ The procedure must prevent the overt identification of
students recelving _Eree or reduced price meals and enable schools to
obtain an accurate daily count of the mumber of free, reduced price,
fully paid ahd adult meals served under the school lunch and breakfast
programs. Tpe collection procedure shall be approved by West Virginia
Department of Education (WVDE). The procedure is reviewed along with
the county application Efor program benefits. [a - 30.2] Suggested
methods of &ollection may be found in the Policy Statement [A —~ 30.2]7.
Aany variation in the suggested methods must be submitted in detail o
WVDE Eor appioval prior Lo implementation.

0481g B F - 11




-DATLY MEAL COUNT (POINT OF SERVICE COUNT)

buring the period of school breakfast and/or school lunch service,
schools are_reguired to follow a system for counting, recording and
reporting the number of meals .served adults and students. The system
shall provide an accurate daily reccord of the actual number of student
meals at the point of service which were served free and at the reduced
price or  fully paid rate. The system shall prevent overt
identification of students served free or reduced price meals.
Suggested methods of obtaining point of service meal counts may be
found in the Policy Statement. [A - 30.2] &Any additional methods
anticipated must be submitted in detail to West Virginla Department of
Education (WVDE) for approval prior to ilmplementation.

systems which are accepted include:

u computerized point of service;

n coded tickeks collected on the line, counted by category;

» coded tickets which are punched or marked on the line used
with a counter to deterimine number of meals served by
cafegory;

» coded roster checked at point of service; and

] calculater tapes used with other source documents such as

coded ticke: or student number.

Systems which are not acceptable include:

= tallies (slash marks ////);
memory {(categorizing free and reduced meals by remembering

|
student’'s eligibility}:
n different color tickets/tokens;
n updated morning counts;
] tray count; and
] deduction (cash received divided by cost per meal, total

meals minus free and reduced equal paid, total meals minus
paild and reduced equal free).

Schools must maintain, for a period of one year, source documents to
verify number of umeals clained for reimbursement.

In iInstances when second meals are served or sold, accurate
identification of the student receiving the second meal 1is required.
All second medls must be reccerded as nonreimbursable meals.

0481q _ Fo-o12




NONDISCRIMINATION

Ne discrimlnation shall be made against any student because of
inability to pay. nor shall the student's name be published nor
identification made in any other way. Students eligible for free or
reduced price meals shall not be required to:

work for their meals;

use a separate lunchroom;

go through a separate serving line;

enter the lunchroom through a separate entrance;

eat meals at a different time; nor

eat a different meal from the one sold to students paying the
full price. - .

Tt is not Considered_discrimination to serve meals to students in a
separate location and/or at a different time if the students are being
disciplined For violation of school policies. However, there must be
no differenge in treatment of students based on eligibility to pay for
meals. In no case shall a student be denied a meal or served a
different Ctype of meal as a means of disclipline or as a result of
discipline for viclation of school policies.

1t is not considered discrimination to serve a different meal to the

student who requires special considerarion due to a handicapping
condition supported by a physician's statement.

0481q — —p - 13




STUDENT HELP

United States Department of RAgriculture (USDA) requlations state that
recipients of free or reduced price meals shall not be required to work

for those bhenefits. However, they are not prohibited from working
voluntarily in the lunchroom. Some schools employ student helpers in
the 1lunchroom for monetary of other compensation. in these cases,

parents of Tall workers should be informed in writing that their
children have volunteered to work. The lelter should state that for
students who have been certified, continued eligibility is in no way
dependent upon the student's working status. BAdditionally, the letter
should not be a part of, nor attached to, the free and reduced price
letter to parents, application or notice of approval/denial.

Students who work in the food service program can be given a free
lunch. However, free or reduced price meal reimbursement may not be
claimed wunless the students' application has been approved in
accordance with their eligibiiity. either full price, reduced price or

free. = . A o : I

0481q F - 14




- VERIFICATION
UNITED STATES DEPARTMENT OF AGRICULTURE (USDA)

The USDA income verification pileot project was authorized by P.L. 97-35
because of evidence which suggested that applicant misreporting was a
widespread .problem which was resulting in a substantial misuse of
program furids. A major study conducted by USDA Office of Inspector
General 1in 1980 estimated $200 million in meal benefits were granted
erroneocusly ‘each year due to applicant misreporting and 28.8 percent of
the students receiving Free and reduced price lunches were ineligible
for such benefits.

Each school food authority must verify a sample of the total number of
applications approved for benefits by selecting a sample through either
random or focused sample as described on page F - 16. The sample must
be taken from approved free and reduced price applications on file as

of Octecpber _31. an application 1s ©counted as ocone application
regardless of whether it is a multi-child applicatlon or an application
for one child. ~ The sample size depends on the number of paper

applications, not the number of children represented. Confirmation of
eliqibility must be completed by December 15. Sponsors may reguest an
extension by notifying the Office of Child Nutrition. The request must
be received by November 30. The Sponsors Summary Report [F - 30.17]
must be submitted to West Virginila Department of Education (WVDE} by
January 10,

0481q B F o~ 15




APPLICATION SELECTION

SFAs shall satisfy the verification requirement by using elther randoum
sampling or focused sampling. o

Cption 1

Option 2

0481l

Random Sampling consists of selecting and verifying three
percent of applications on file. =~ Procedures have been
develcped [F - 30.8] to provide a method for the random
s#lection of free/reduced applications. Documentation of the
random selection [F - 30.9] will be kept on Ffile at the
school.

Focused Sampling consists of (1) selecting and verifying a
minimum of one percent of 1,000 of total applications
selected from non fcod stamp households claiming monthly
income within $100 or yearly incomes within $1.200 of the
incomme eligibility limit for free or reduced price meals plus
{2) the lesser of cne-half percent or 500 applications of
food stamp households that provide Eood stamp case numbers in
lieu of income information. Procedures have been developed
[¥F - 30.10] to provide a method for the focused sampling
selection of free/reduced applications. Documentation of the
focused sampling [F - 30.11] will be kept on file at the
school. Selection of Option 2 feor verification purposes
shall be the responsibility of the WVDE or the SFA and not
the individual schools.

— o F - 16




decision.

When the new application has been denied or a reduction in benefits has

VERIFICATION PROCEDURES

To provide a uniform method for obtaining information for verification,
forms will be sent to the household. The suggested letter [F - 30.12]
should be duplicated on each school's letterhead. The letter is to be
accompanied by the parent information form, Proof of Income [F - 30.13].

Procedures for developing a consistency check for verification
[F - 30.14] will provide a uniform method for verifying information on

free/reduced meal applications.

Notations should be made on all applications reviewed indicating date
and findings.

Following the consistency check, if there 1s a difference between
documentation and application, the household must be informed of the
findings [F - 30.15]. This must be accompanied by a new free/reduced
price meal application. When the pewised new application has been
approved or-denited the household shall be promptly notified.

within 1O0-three-werking-days~ Increases in benefit levels

must be made no later than three (3) operating davs from the Final

occurred the household shall be notified within ten working davs. An
appeal can be initiated at this time. . .

During the ten day period and continuing through the appeal process the L
student's status remains the same.

If no response has been received within the ten davs the household must
be notified of a loss of benefits. [F - 30.15a]

When the verification procedure has been completed, a School Summary
Report [F - 30.16] shall be sent to the School Food Authority (SFA) and

a copy filed at the school.

The SFA shall compile all School Summary Sheets [F - 30.16] and send a
copy of Sponsor's Summary Report [F — 30.17] to West virginia
Department of Education (WVDE).

048lg _ F - 17



RELEASE OF INFORMATION

InEormatlon obtained from families on the Ereez’reduced lunch forms 1is
to be used f_or determining student's eliglbility for meal benefits.

This mEormation may also be used to determine eligibility for free
textbooks, - workbooks and school supplies, and to provide student
jnformation” to access Medicaid information. The release of this
information _may only be authorized by the guardian in Section V1L of

the appllcation

0481lg o . ... .. _F~-18
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Vicginfa 25365
Application for Free of Rednced Piices Haals, and Free
Textbooks, Workbooks, and Educational Suvppllies

PART I: ENROLLED CHILDREHN'S INFORMATION - TO BE COMPLETED BY ALL APPLICANTS

AGE 5CHOOL, CENTER or ChHP GRADE BOMEROOH

CHILD'S NAME

' i s
PR AN Y O T A R I A A L O ALY e eremsmccesmccmramrosmroacmssmumsinsmnns
PART II: FOOD STAMPS/AFDC HOUSEHOLDS NOW RECEIVING BENEFITS 1f you recelve Eood staxps/AFLC, complete
this patt and =ign the appllication.
¥Yea, I fecelve Food Stamps for the children listed {n Part I.
Yes. I recelve AFDC for the children listed in Part I.

[T ERNUEERWATEM

My case number is:

0

PART II: FOSTER CHILD -
Child's Name
FPART IV: ALL OTHER HOUSEHOLDS - 1If you do not
app!ication.

1. List all household members living in your household.
related or untelated who llve in your household.
fncome (BEFORE TAXES) each perscn raceived last month and

If you have a foster c¢hlld, complete thisg part and sfgn the application.
Chlld's #onthly Personal Uses Income

- wa

T W T

receive Pood Stamps or AFDC,

complete this part and sign the

Include parents, chlldren, grandparents and all prople
tts source.

2. List monthly income by cate?cry. List
Zxampia: Wages, Social Secutity, Pension, Retirement, Welfare, child supperr, ar Alimony.
HAMZS OF ALL OTHER AGE B THLY HOMTHLY WELFARE, ALL
BOUSEIOLD HEMBERS EARNINGS PEUSIONS, PAYMENTS
(Oldext to Yeoungest) FROH WORK RETIREHENT, CHILD INCOME
{Bofore SUPPORT, SOCIAL RECEIVED
Deduckions) SBCURTITY, RLIHONY

HONTIILY INCCME (Before Deducticns) $

TOTAL KUMBER OF PERSCNS IN HOUSEMOLD

L T e N e T T T T T E T L P L LT T T P L T

PART V: RACE/ETHNIC IDENTITY - You are not requirsd to answer this question.
WHITE non iflspanic _ BLACK nen Hlspanig HISPANIC
REIAN or PACIFIC TISLRKDER AMERICAM INDEIAM ot ALASKAN HATIVE
NO CHILD WILL BE DISCRIMINATED AGAINST PECAUSE OF RACE, ZEX, COLOR, HATIONAL QRICIN, ROR OR HANDICAP,
B EwEcaEwE e - e N

EEHr MY RO NS AN A e

PART V1. SIGNATURE - An adult houseliold member must sign this applicatlon befere 17 can be approved.
PEWALTIES FOR MISREPRESENTATICN - I cartify that the Jnformatlon provided is correct and that all incoma wos
reperted, T understand thar this informatico i3 belng qiven for the recelpt of federal funds and tnar deliberate
misTepresentation of the informatlon may subject me to prodecution under applicable state and federal law.

IE you did not glye a FOOU STAMP or AFDC case tnumber, Fadaral Law {Pl, 97 35) requires you to izt rhe socizl gecurity
nuwnbar of housefiold menber who signs the applicatisp Lefore your ¢hild nmay cecelve frée or reduced price meals, ¥Yci
do not have to glve a social securlty sumber; but §if you refuse, uniess you indlgate you have none, your chlld cannoct
1ecalve Eree or zeduced price meala, The social security numhers may be used teo lidentify you for varifylog Ehe
tnformation you report on thls appiication. The soclal security nuwrbér may be released td Medicald officlals tor
identificaticon purposcs. Verifjcation may Include audits, investigatliens, contautini the state amployment becurity
office, focd stamp or welfare office, and employers, and checking tle wiltben Informatlion provided by the household Lo
confirm tha informaticn received, 1f incortect informunticon (s Jiscovered, a Joss of hanefits or legal actlon wmay
occur,

Please Print

SIGHATURE QF ADLT:  emmeaas

NAME:
ADDRESS:

Sccial Bacurity Mumber of Signer or the word "KOWZ™:

DATE: . _ 1 PHONE: (Homs) (Work)

curity Number or an indication that you have “"HONE®,
o o AR EEERE AR SR AN

Your applicatlion cannot be approved without a Soclal s=

aamnxm EEIEasEssmIEwE

Approved for Free Textbooks, Workbooks, School Supplies

FOR INSTITUTION USE ONLY:
Redured Meals

Rpproved: Tree Heals Tempotary Free
application Denied: Reason for Denlal

Teaporary Reduced .

Date

Signature/Stanp of Rpproving Offictal:

ptice meals,

PART VII: OTHER BENEFITS - You do not have to complete this part to gst free and reduged
the HMedicald cffice so that

—. Yes, school olfilcials u:\{ glve my name. addres=. and Soclal Security mumber to
they can_send me information about qetting a Hedica ard for my child,
Yes, school officials may usea 13 nEoveAtlon provided con this application to determine my chlldren's

TTTT eligibi for free vextbdoks, workbooks, and other school supplies.
e85, school  ofTiclals may use thie Information provided on ERLS aggllcatlon to determine my chitdren's
aligibi l;g for special searvices and assistances under the carl D, Perkins Vocational and Tachnical Blucation
cE Q s

ER&E I‘;L;%?g’%é%}i Di% Tl}!}ll’:DsE ?OR:‘N MAY BE USED ONLY TO ASSIST IN THE DETERMINATICH OF ELIGIBILIVY FCR THE PROGRAME THAT 1
RSTANU THAT I WILL BE RELEASING TNFORMATION THAT WILL SHOW THAT I AM ARPPLYING R

REDUCED PRICE 'EENEF!TS UNDER TIHE HATIONAL SCHOOL LUNCH PROGRAMS. OFFICIALS PRCH THE HE[}I‘CRID PR%[&R}.H l"g% Vg‘%%‘!nﬂg

NaME  AND ADDRESS. SCHOOL OFFICIALS MARY VERIFY ALL THE TIHFORMATION ON THIS FORH. GIVE UP MY PRICHTS 7O

CONFIDENTIALITY POR THESE PURPCSES ONWLY.

I certify that I am the parent/guardian of the child(ren} for whom application s being nade.
DATE

o

SIGNATURE (Parent/Guardian) X
83599
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DEAR PARENT OR GUARDIAN:

ls sent to yem each year by ynour ¢hild's school, centet ot camp. It explains how your family can apply

free workbooks, Free tnxthooka and =chioal suppliles. It allows you to indicate an Interest
child™s eligibillty to receive voratlonal

This letrer
for free or tedured neals,
In sharihg thils Infotmation with s=clhiowl offlciats to deteimine your
rducat ton benefits. Tt allows you to indicate an interest in recelving lnformatlon on Hedicaid.

REDUCED PRICE MEAIS: Reduced Price Breakfase = 30 cents  Reduced Price Lunch = 40 cents

all persons, including parents, children, grandparents
1iving expenses, Find your totst household
This includes wages,

Lovk at the chart. Find your household size. HOUSENOLD st
aud ail pecple related or untelated who live In your home and share
incoms. TOTAL 1QUSEHOLD JHCOME is:  The incemr esarnh household mambel recelives before taxes,
=octal security, penslon, retirement, welfare, child suppert, alimeny, ot any other gash incomn.

INCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1. 1992 - June 30, 1994

HOUSEHQLD TOTAL HOUSEHOLD IHCOHE BEFQRR DEDUCTIONS:
g1zX: YERRLY HONTHLY

ONE. . . . . + . . . . $12.895. . . . . . . . .$1.07%

THO. .« - 2 v e e - .. X146, ., o L . L . L 1,454

THREE. . . » .. -+ « 21,997, . . . . . . . . 1,824

FOUR . . . . « . . .. 26,%48. . . . . ., . . 2.21%

FIVE . 4 22 v v v - = 31,899. . . ., « . - . . 2,992

SI¥. . . . oL L L. 35650 L 0L L. .. 2,970

gevEd, . . . . . ., - 40,20F. . . . .. ... 3,35}

BIGHT, . . - LOA4LTE20 L . L . . . . 3,770

For Zach Rdditiemal
fiousehold Hember, ARD 4,551, . . . . . . .

recelve food stamps or AFDS for your children, f£ill out the
You will be npotified {f the application im approved or

. ago

1f your total fncome s the SAME or LESZ or you
application and return it to the =chesl, center or camp.

dentied,
FOSTER CHILDREN

in certaln casas, fostet chlldren are eligible for Eres or reduced prlce meals regardless of income. IF vou have a

foater child, please contact schoo! officialsy. .
WHAT IS A COMPLETE APPLICATION?

1. For a family receiving Food stamps/AFDE, & cooplete applicatlen Includes: child's name. case number and adult

signature.
2. Fop a fawelly keeping a Foster child, a complere applicatfon Includes: child's name, chlld's perscnal use lnoome

and adutt slgnature,
3. Far all other househoids. & complete application includes: child®s name, houserhold members, monthiy income,
scutce of lncome, =oclal securlty number of the adult signing the application or the word "NON®" if you do not

have one, ahd adult signature.

PRIVACY

The fnformation that you send wlll be used to determine or prove vour child's ellgiblifty Ffor free or reduced price
meals. This Informaticn may also be used For free textbooks., workbooks and other scheol supplis=s.  Your name and
addrexs may be shared with the Deapartment of tHealth and luman Rescurces to send you Medicald !Informatlon or with
scheol cofficials to determine your child’'s ellgibiliry to receive vocatlonal educatlon bensfits. Tf you want free
bocks, and other school supplles, Hedlcald Information gr vocational educstion ben=fits for your child, check the

blanks fn Part VII on the Form and sxign Part vII.
FROOF OF INCOME
You may be asked to

The information you provide may be checked hy the school., cawp. or center's staff ar any time,
send informatlon to prove your child is sllgibla to receive free and reduced price maals.

REPORTING CHANGES

You taust report to your child’'s school, center or camp:

1. BAny change in your tnecome of $50 per month ar $600 per year:
2. Mny changes fn your household slze: and
3. when you ne longer recelve food stemps or AFDC for your child.

FAIR HEARING

IE you do not Agree with the decislon on your chitd’s spplication or the process used to prove Income eligitillty, you
may talk with school., center or camp officials. You have the right %o a falr hearing which may be arranged with tha

county superintendent, or center or camp director,
REAPPLICATION
If you should have a decrease in household incoms, an

You may apply Eor benefits any time durlng the school year.
increaze 1n heusehold size, or become unemployed, £11l sut an applicaticon at that time.

NONDISCRIMINATION

Children who receive free or reduced price me=als ate treated the same as children who pay for meals. Mo chlld will be
dimcriminated ageinst becsuse of race. sex. color, natlonal origin, age, or handitap in the cperation of the child
feedlng programs.  IE you belleve you hava been dlscrimlnated agalnst, write to the Secrstary of Agriculture,

Washington. D.C. 20299.
MEAL BEWEFITS FOR HANDICAPPED CHILDREN

Schools shall make substitutions in foods for handicapped children whoss handicap restricts thelr diet. For more

information, contact schoal offlcials.

8855q
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, wWest Virginia 25305
APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

TO:

(Naﬁe of Parent, Guardian or Adult Household Member)

FROM:

(address)

{Name of Scheool or Institution or Center)

Your Application for Free Meals or Reduced Price Meals for (name(s))

has been reviewed on the basis of the current Income Guidelines set by the
United States Department of Agriculture.

EFFECTIVE ON

Your 1993-94 application for free or reduced price meals has
been denied. ’

Your application has been approved for free meals, and (in
public schools) free textbooks, workbooks, and instructional
supplies, pending a request for verification.

Your application has been approved for reduced price meals,
and (in public schools) free textbooks. workbooks, and

instructional supplies, pending a request for verification.

Your application has been temporarily eaepproved for free
meals, pending a request for verification. ’

Your application has been temporarily approved for reduced
price meals, pending a request for verification.

Applicant(s) 1is/are eligible for £free meals rather than
reduced price meals. ' '

REASON FOR DENIAL OR CHANGE IN BENEFILITS

1f you have any question, please contact your school or center.

You may apply or reapply for free or reduced meal benefits at any time during the

school year.

WVDE 43-10-20

Applications are available at the schocol, institution or center.

Revised 5/92 1 0268q
F - 30.4




During the year, if there is a change either in your household’'s total income or in
your household size, you should notify your schoel, institution or center. &
decrease in total income, an increase in family size., unemployment or temporary
layoff may make your participant eligible for free or reduced price nmeals. all
households with participants whe are recelving free or reduced price meals must
notify the appropriate official of any change in household size or of any increase
in household income of over $50 per month.

The information you give in the Application process will be used only for the
purpose of establishing your participant's eligibility for free or reduced price
benefits or for €£ree textbooks, workbooks and instructional supplies or for
Medicald information or Vocational REducation benefits information 1f you have so
indicated. The request for Food Stamp., AFDC Case Number, SSI or Medicaid number
does not mean that your benefits will be changed. The number will be used only for
eligibility determinaticns.

If your application 1is denied or if it is approved for reduced price benafits
rather than free and if you disagree with the decision, you may discuss this with
your school principal or institution or center director. If, after such
discussion, you wish further review of the decision, you are entitled to a Fair
hearing. A request for a hearing may be made either by letter or by telephone.
Please contact your county superintendent, or in the case of a private school, your
school director, or the sponsor of the child care center, home or institution.

Program benefits and service are available to all participants, without regard to
race, color, sex, handlicap, age or national origin. If you believe you have been
discriminated against because of race, color, natlonal origin, age, sex or
handicap. write to the Secretary of Agriculture, Washington., D.C. 20250.

WVDE 43-10-20 Revised 5/92 2 0268q
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ELIGIBILITY

GUIDANCE

FOR SCHOOL MEALS




This manual contains information on Federal policy regarding the deter-
mination and verification of students’ eligibility for free and reduced
price meals in the National School Lunch Program, the School Break-
fast Program, and the Commodity Schocl Program. These policies also
apply to the determination of eligibility for free milk under the Special
Milk Program. Pclicies in your State may vary. State agencies may
institute State policies that do not conflict with the Federal require-
ments. Check with your Staie agency if there are any guestions re-
garding State policy.

All U.S. Department of Agricuiture Programs are equal
opportunity programs. |f you believe you or anyeone has
besn discriminated against because of race, color,
nationai crigin, sax, age. or handicap, write immediately
to the Secretary of Agriculture, Washingten, DC 20250.

August 1991




Contenis

IntrOdUSHiON ..ccooiic e SRRSO |
Part 1 - General ReqQUIrements ........cciiiiimicnritesssssirsnnssssns s ssssssinscsssssssssnonre s 3
Part 2 - Free and Reduced Price Polley Statement ............oocicciiiiccciiiniccccnineene s B

POlICY SEAIBMONE 1o iirieriiiimiicsiisss s s s issssrss st assaasssssassss s eressansarsssses
Policy Statemant Renewal ..........ccvivvivnnnnininisniinnaas PP OTUIOON -

Part 3 - Public Announcement About Benefits ........cccciveveernrieesnnnirieneeeviissneens . 7

Public (Madia) Relea@se oo iiaeiimiiiiecssisesmisesemsecrressssasssesssrassseoensasnsesseveiasne T
Lettar or Notice to HOUSENOKS «..viii e cccirisen s st amsesie e cenvrtscesssssrisananss T
Application Form RegquiramMents . e ersinsssrirenssssinccssssssccsssesnssssssns eens 9
Foreign Language Translations ..., breemnetesanans vreeserssrsssaisenireessnnersesanersanis 1 1
Questions and Answers About Applications ... crressssnrreseansarinssnssesrerraeserres 12

Part 4 - Processing of Applications .........ccevceivmnicmisinimsnnissse s 19

Free and Reduced Price Raimbursement ......cccviee VSN prmrenas perrene viveresvsnnn 15
Benefits Prior o Processing ApplCations.... v ieicimesisscciriseirissensssrrenns 15
Application Processing TIMsframe .. innnscevssnenenns resnrees cersetsseaeaeraaanaas 15
Eligibility CritBria ... .o riees reeecreinecsssereeneseemsecans s e cesssrermeenssarsesessnsessssmssnsonsnnns 16
Complete Application .....osereominn. praeennn reneensseeeenran pereressterarenesnrpesseseasares 16
Computation of CUTEnt INCOME ..iirirerisrrrecisriinissirresessssmesss sssnsesnssssanres creannn 17
Application Approval or Denial .....c.viceceeernrecrmanreressmsessernmssnssesssssesersssamsecsssnese 1 8
TamPOrary ADPTOVA| oo imisssisessssanasssesissnsssiessssssssssasssassensssssssssssnse 19
Households that Fail to AP cveeerre e reeeeneas R vensraeraneaeeeasnnesataensreeeres .20
Notification of Eligibility Determination ... .o serecricsacssecsnessererrres 21
Changes in Household CircUmstantss ..eeomeeen SO PUUPURRTOOr-- |
ADDPBEIS 1ottt ccsin ettt et s et e e
Recordkeeping .......... irsesrarraeteiaebssnes i bbb s herrirerettberenats b hsnaass bl ede st an s e et bt aarran
QUESTIONS BN ANSWELS ....veeiricrnesrersens st remssessnnesmssrsesssssssessnssssssesansssensesssonsassns 23

Processing Applications ....... rressrerrnserans remeerenaeseeyrssseseds st et se st et e e nnents D

Complete ADDHCANON ..1i e virerernsarsressressemnrasr s srsssss s resssasssessasersssssssanssnscns 0

Maintenance of ADPHCAHIONS ... iiercrreree e irsrne s crerss s ssnes s ee s e re s e ssnssees 28

Part 5 - Income EHGIbIlity .....ooocovmeervirmrinnccnrnms B N RPNt e 29

GENEIAL ittt s s e aer st ar ottt rr e 40 e S sn s 88 S aa e et E s ennnr st easrnesrsunen 29
Determining Household SIZ8 .. riscssesorsrien s tisnsesvirssssersessmnsserersssvesessens n 280
Household (Family) ...oovveveemreenenne Ganressetesssernt rassanesrnarsnraastrannes veeesemterreserssrerre 89
Economic Unit.....cccueee resvemaas B UUUU PR rrreeeresrtresasreressanterasnns 29
Household of Oné ..veveveee OO OSOSPUPPPPR -« |
Special SItuations e veeeenn veeenaans eessertntst ettt sretnraeees B0
Adeptad Child ..ovvvrevierrcrerenrriieneenres caveerereerearieeanaeeres rererens crerensriiranaenseeens 29
Child Attending an INstitution ... rreerecisiresennas teeerereesanseera veeene 29

F - 30.%52a




Child Away a1 SCHOO! . .ceeeiiieerecrriereirrrernsrssseee s smr e s erer b reerereenas cerreeennriee 29

Child Living with One Parent, Relative, or Frignds .......ceeevvimevveees vrerenesn 30
Emancipatad Chilt ..o st imees s e ssssesrsresee s 30
Foreign EXchange StUant ..o s rsseesrresrrsisasssinssssssirnesersnenes 30
FOSIRY CRA oo rees s reer s rrse e s e sne st s e ne e e a0
Instititionalized Child st s s s s b rrassanns 30
JOIME CUSIOAY et s et s me s v s s an s 30
Family Members Living AREI ..o cseseeres cvameresinsssssessssmses esaranss 30
Detarmining Househoid income ..., perrn s a e be 10 30
Reporabla INCOmMB .ot er s e rrss e e e e sane 30
CUITANE INCOME wviieeviriserinne st sssreins e sses asne s brssnse s s ansrss e sasassrne e weerrreaennnraee 31
Spacial SHUAHONS wvviciimrmrersrrisessreniemissrirsssre s s s sesssvssssssssmenss sresns 31
Projected Income for Seasonal Workers and GHers vevcvconsienn 31
Income for the Seif-employsd .. 32
Income from Wages and Self-employment ....cccocvviecimnnisennicinsecsrnisssmnnen 32
INCOME EXCIUSIONS ovvviiiiicet et et resn st trns s rresessrrnrer s s s s sammne s s sssen s mreesensnnrs 32
Spacial SHURHOMS wiviciricnrirscniimrsersssssres s ssis e sssser s sesrsssrsnsss s s s nssaserssssanrers e 33
Military Bansfits ....ccirmsininie i s asessessienss s smessasstes s ssnes 33
Foster Child's INCOME .icccviriiirmrrieessieracrinessssnieinessreersissesssraesansrssssssssasans 33
Institutionalized Child's INCOME v e 33
Child’s INCOME (i st s s s e s s s 33
Alimony and Child SUPPOT ... e ieesrnsrsrrer s s s sssnss s saenenseses 34
Lump SUM PAYIMENIS .ot reeeeieerearee s seree s svmsenrasssneessiressnssrnsssnssssseeisanes 34
Garnisheed Wages and Bankrupley .....ccveceriieeeere e s sensnnenssenens 34
QUESHDNS AN ANSWEIS 1 ieeeiiricrrircnsssrnns s rasessrressssssssasssesssasssesisesessnnesonssnss ennss 35
INCOMI creeeeiicereis i veerraraserrisesarsissns s raseeesiasenart s esrrrrasanannisssseass asesrennreeesanessrasnns 35
HOLSENOI SZ& ceeevireererrrescrrriinrsrresreinsssnssissesssssressrsrressossis mssersssaasasarse vesner 38
Part 6 - Catagorcal ElGIDINEY ..o s s sesne e e 39
Application REQUIrEMENT e e s et s se e e s rsarea e 1000 39
Direct CartifiCalION ..o iriisres s ressessnes st ssses st msvees s srrenessssanseserrans 39
Part 7 - Verification of Eligibility for School Maals ...........o. e, 41
0= ] 1o o OO U OO U U ORI 41
Exemptions from VerifiCaON ..t er e eess s ssanrs e e 41
Verification REQUIrEMENTS ..o eeescceesr s risse s s es e se s s esass e e s e e ssssrees s rsses 42
ealo)t=Teal=Tgie=1 11 o [N OO T OO USRS 44
Random SampPling ....cccicis i ircnieieseieesssssssmmsesssessres s ssssrsstsaanssransnsssiss s sensmnns 44
Focused SampPiNG v cieririienens s s ieenesssssssrtssssssstsranesss s 1ansnsssasssnsmsnss os 46
Verification at the Time of APPlCaALION v 48
Household Notification of Selection ..o vviireee e e e 49
Verification Methods i nssae e ssss ssasessrsss snsssasans smnas 49

VTN EVIEMICE 111iiierisisvrrriamerrrr e sersssesssss samme s s beaeessressnssssessssenssasmsssnns ssnsnntesss 49




Verification of Income ElGIDIlIY v iimeecsissers st sssssnse e sseassens 51
Request for Wrtten EVIHBMCE .. niinstrriinnsesteessnvesssssss s siessessssaesesmns 51
Vaerification Using Collateral Contacts ..cmiieeieciieeirinnsnicsenecnnnsssecseas somsens 1
Verification Using AGency RECOTUS ..uvicririvieeierrrressieremssssssesssnmnssresssassarsess D2
Advance Notice of AdVErse ACiON e iiirrr et aessrrsssnesrsersessssssnras 52

Verification of Categorical Elgibility ...overiieeini it ceesritvssernssrvssnens 52
Request for WIIen EVIAENCa ... et vectimeees e snncrsessecnsnessesssss sasnnns 5z
Agency Records.. O UO PSR U PO SOO PP PRSP POUGUIRURIPOI . 1|
Advance Notice of Adverse Actlon et erarrees et baserrtnrs b seenanre it sasaananertessesare DO

Completion of VerifiCation ... sssren e srninsseseesssssesssnssasrees 54

VErifiCatION ROSUNS ..uece i cecre mreeeccrramsieee s avessms sossarns vare e sarensssens s anssasarntsssnnre 54

Bensfits During Appeal of Verification ResulfS .....ccccecvvcvrceniinrnsniccsenennescnnns 55
Hearing Procedure .. rorsitbareeserartraes e e e sretntsenanserrtannanns DD,
Househelds that Reapp y for Program Beneflts ................................................ 5&
RECOTTKEEDING --rviireeereirrierireeeanerrreserserssmsneasesasnsssressanessnnnconsessnsesssnsssasaesss wrerasass 56
Questions and Angswers About Verification . eeviiicrccesiniccimeme i eiesrssesrsee D7

Part 8§ - GIOSSANY ...c.ocoiviiirctnnicmiesinrrrsr s rissrn s e sss s arassssesnevabssssssssssssssnsesnesbassnssns B 1

F - 30.5b i




Introduction

This manual contains information ¢n determining students’ eligibility for fres and
reduced price meals in the National School Lunch Program, the School Breakfast
Program, and the Commaodity School Program. It Is also applicable for schools in the
Special Milk Program that serve free milk to gligible students.

State agencies, school food authorities, and school efficials that claim reimbursement
for free, reduced price, and paid meals under USDA programs must ensure that they
have adequale documentation on file to support the claim. Schiool food authorities
that participate in the Special Milk Program and that have elected to serve free milk to
eligible children are reqguired to have the same documentation as that for free meals

except where noted.

it is the intent of Congress that nutritious meals or milk be available to all schoolchil-
dren_regardiess of the household's ability to pay. USDA has regulations (7 CFR Part
245) that carry out this intention. State agencies and school food authorities enter
into Agreements to operate maeal programs and to comply with these USDA regula-
ticns. However, State agencsies may institute additional State policies that do not
cenflict with the Federal requirements.

Each of the forms, applications, statements, notices, letters, and worksheets men-
tiened in the manual are provided in a separate package to the State agencies.

. Contact your State agency for cepies.
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Part 1
General Requirementis

All scheols pariicipating in the federally-assisted National School Lunch Program
{NSLP), School Breakfast Program (SBP), Special Milk Program (SMP) or Commodity
School Program must make meals or milk available to all students in attendance who

wish t¢ participate in the program(s).

All schools participating in the NSLP, SBP, or the Commadity School Program must
make free and reduced price meals available to eligible students, and ail schools
participating in the free milk cption of the SMP must make free milk available to

eligible students.

State agencies (SA) and school focd authorities (SFA) must provide free and recduced
price benefits in accordance with the provisions explained in this manual. Authority
for these requirements is found in the Code of Fedsral Regulations, 7 CFR Part 245,
and cther applicable Food and Nutrition Service and Departmental regulations.

SAs must issue free and reduced price policy guidance to SFAs and any other
instructions necessary to ensure that SFAs are aware of Federal and State require-
ments pertaining to free and reduced price meals and free milk.

Te be eligible to receive reimbursement for meals and milk served, sach SFA must
have an approved pelicy statement an file at the SA by October 15 of each year.

Cnce an SFA’s policy statement 15 approved, the policy statement is considered part
of its SA-SFA agresment {o operate the programs.

See page 3 for the specific reguirements for the policy statement. ‘
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Policy Statement

Part 2
Free and Reduced Price Policy Statement

Each school food authority (SFA) participating in the National School Lunch Program
(NSLP), Schoo! Breakfast Program (SBP), or Commeodity Schoo! Program must have
an approved free and reduced price policy statement on fila at the State agency (SA)
or the Food and Nutrition Service regional office (FNSRO) by October 15 of each
school year. Similarly, a free policy statement must be approved by the SA or
FNSRO for SFAs participating in the Special Mitk Program (SMP} with the free milk
option. In lieu of separate policy statements for free milk and for free and reduced
price meals, SFAs may combine the statemant for both meals and milk whan some of
the schools in the district panticipate in the SMP and others participate in meal pro-
grams. Specific instructions on the development of the policy statement and policy
approval procaess are provided to SFAs by the SA.

followmg
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The free and reduced price policy statement should also contain a copy of the
following:

« the media release;

+ notice 1o households of approval or denial of benefit;

« notice 1o households of selection for verification;

= notice to househelds of adverse acticn; and

+ {n SFAs that have opted 1o implement direct certification, a notice of eligibility under
direct certification.

Each SFA must have an SA-approved peiicy statement by October 15, or reimburse-
ment will be suspended until a policy siatement is approved.
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Policy Statement
Renewal

3

At the option of the SA, an SFA may adopt its prior year's policy statemant for the
current school year without submitting a complate pclicy statement with all attach-
ments each year. Under this opticn, an SFA must indicate that it is renewing its pricr
year's policy statement and scbmit only the changes tc the prior year's policy for
approval. The SFA must indicate any changes from the prior year and attach a
description of the change. In ali cases, the SFA must have an approved policy
statement on file at the SA that accurately describes its current fres and reduced price
policies. . _.

The renewal must reflect:

» changes meade necessary by law/regulaticns;

« current IEGs; and

+ changes made by tha SFA, e.g., changes in coliecticn procedures, designation of
new approving/hearing official(s), changes in precedures for accepting applications,
and revisions in the public release, notice to households, or application for free and
reduced price meals/free milk.




Public {Media)
Release

Letter or
Noiice to
Households

Part 3
Public Announcement About Benefits

Near the beginning of each school year, the public must be notified that the National
School Lunch Program (NSLP), Schoe! Braakfast Program (SBP), Special Milk
Program (SMP), and/or Commodity Schooi Program are available in your schoof or
school district. This notice must include the eligibiiity criteria for free and reducad
price meals and/or free milk. It must be provided to the local news media, the em-
pioyment office, and any major employers who are contemplating large layoffs in the
attendance area of the school.

In school districts that implement direct centification, the notice may aiso include the
information that households currently certified to receive food stamps or Aid to
Families with Dependent Children (AFDC) for their children will be notified of their
eligibility and that their children will be provided free benefits unless the housshold
notifies the school that they choose to decline benefits. It must also say that food
stamp and AFDC households should not submit an application unless they are not
notified of their eligibility by a specified date determined by the school.

The public refease must contain the same information supplied in the letter or notics
to households, except that the public release must contain both the free and reduced
price income eligibility guidelines (IEGs). However, a public release that only refers to
the SMP shouid not contain reduced price 1IEGs.

A State agency (SA) may make the public release on bahalf of ite school food autheri-
ties (SFA). If so, this must be stated in the free and reduced price policy statement
that is a part of the SA-SFA agreement. The free and reduced price policy statement
must specify exactly what responsibilities the SA will assume, such as sending the
public release to the local media, employmant office, etc., and the names of the
schools affected by the policy.

Coples of the public release must be made available upon request to any interasted
person.

Also at the beginning of each school year, letters or notices must be distributed to the
househelds of children attending the schoc!, This ietter or notice should tell the
housenolds that school nutrition programs are available and that meals may be
available free or at a reduced price, or that milk may be available free. An application
form must be included with the letter or notice.

The letter or notice should be sent to households of all schoolchildren as early as
pessitle in the school year so that eligibility determinations may be made and free
and reduced price benefits provided as soon as possible.

New students enroliing in a school after the start of the school year should be pro-
vided a letter or notice and an application form when they enrell.
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The letter or notice must contain the foilowing information:

In schools participating in tha NSLP, SBP, or Commaodity School Program, the
notice to households must contain only the reduced price guidelines with an
explanation that households with incomes at or below the reducad price limits are
eligibie for either free or reduced price meals.

In schools participating in the SMP with tha free miik option, the free guidelines
must be provided with the application.

In schools participating in the NSLP, SBP, or the Commodity Scheel Program and
also participating in the SMP with the free milk option for their split-session kinder-
garten students, children in the split-session kindergarten must recelve the fraa
milk guidelines, and the households of the other students must receive the re-
duced price limits (with the explanation that households with incomes at or below
the guidelines are eligible for free or reduced price meals). When a multi-child
appiication is used in such schools, both guidelines must ba included in the notice
to households.

instructions on how a household may apply for free or reduced price meals or for
free milk for its children.

An explanation that an application for free cr reduced price banefits cannot be
approved unless it contains complete eligibility information as specified on page 10.

An explanation that househoids with children who are members of currently carti-
fied food stamp households or AFDC assistance units may submit applications for
these children with the abbreviated infermation described on page 10.

An explanation that the information submitied on the application may be verified at
any time during the scheol year.

An explanation that:

— houssholds receiving free or reduced price benefits based on income and
household size information must notify schocl officials during the school year of
any decreases in household size and any increasas in income over $50 per
month or $600 per vear, and

NOTE: The SA may establish a lesser amount.

— households that provide a food stamp or AFDC case number, In lieu of incoms
informaticn, must notify the SFA of any termination of cerification for receipt of
benefits for such children under the Foed Stamp Pregram or AFDC Program and
may complete another gpplication listing income information.




Application
Form
Requirements

+ A statement that a household may apply for benefits at any time during the school
year if their circumstances change.

« A statement that children of parents or guardians who become unemployed may be
eligible for free or reduced price meals or for free milk durlng the period of unem-
ployment.

. A statement that foster children may be eligible for free or reduced price meals or
free milk regardless of the income of the households with whom they reside. The
SFA may wish to include instructions on how to complete the application for a

foster child.

» The following two statements must be inciuded:

« An explanaticn that a household may appeal the decision of the SFA with respect
to the application using the hearing procedure described in the SFA’s free and

reduced price policy statement.

The SFA should inform households that the information they provide will be used only
for determining eligibility for meal or milk benefits and verification of eligibility.

Requirements for application forms and parent notification are changed frequently as
eligibility requirements change. Contact your State agency for the most current
requirements.

An application form must accompany the letter or notice to households. Unless the
SA or SFA is obtaining information directly from the food stamp or AFDC office that

- students are categorically eligible for benefits (see pages 39-40 of this manual for

more information on direct certification), households must apply for benefits for their
children. The appiication forms provided to households must meet the following

requirements:
« The application must be clear and simple in design.

- The application must include clear instructions for submission of a completed
application.
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'« The application must requast that the household provide the following:

+ The application form must contain:

— a Privacy Act statement. That statemnent must address the following: .
{1) the disclozure of a social security number is voluntary, however, a social
security number is required for approval of the application;
(2) the social security number is required under provisions of the National
Schoof Lunch Act; and
(3) what uses wiil be made of the sccial security number.

— the foster child statement. In certain cases foster children are eligible for free or
reduced price meals or free milk regardless of the household's income. if you
have foster children living with you and wish to apply for such meals or milk for
them, please contact us. In lisu of this statement, the SFA may include on the
form the instructions on how 1o apply for a foster child.

— astatement directly above the sigrature block to ceriify (1) that the person
sigring is furnishing true information and to advise that gersen that the applica-
tion is being made in connecticn with the receipt of Federal funds, (2} that schog!
officials may verify the information on the application, and (3) that deliberate
misreprasentation of the information may subject the applicant to prosecution
under State and Federal statutes.

Additionally, the SA or SFA may wish to include a racial/ethnic identification question
if the application is the only source of this data. [f the application is nct used for racial/
ethnic data, an alternative method for collecting this information should be provided.




Foreign
Language
Translations

When SAs and SFAs develop their own application to accommodate more than one
child in the household (a multi-child application), the application must provide space
for identifying each child separately as a member of a food stamp household or AFDC
assistance unit. This is necessary becauss of the possibility of “mixed” households in
which some children may be part of a food stamp household or AFDC assistance unit
and some may not. Those children who are part of the food stamp household or
AFDC assistance unit must be given the opporiunity ¢ apply under categorical
eligibility criteria. However, to establish eligibility for those children in the household
who are not categorically eligible, all household names and household income
information, including the amount of any AFDC assistance that is received, must
also be provided on the application.

Schools using the multi-child application should require the household to submit a
separate application for each foster child.

Where a significant number or proportion of the population eligible to be served in the
SFA needs information in a language other than English, SFAs must make reason-
able efforts, considering the size and concentration of such population, to send
appropriate non-English language household [etters or notices and application forms
to such households.

Schools are encouraged to provide households with assistance in completing applica-
tions through the use of personne! proficient in foreign languages.

11
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Questions and
Answers About
Applications

12

1. Q. How do | handle the distribution of applications for year-round schools?

A.

Applications should be distributed on or about July 1 or scon theraafter so
that househelds are provided with current eligibility criteria and so that

‘2ligibility determinations are basad on the current income aligibility guidelines

(IEGS).

May | provide appiications at the and of the school vear for parents to return
at the baginning of the next school year?

No. Households must be provided with the IEGs and othar sligibiity criteria
riear the beginning of the school year. The madia releass, household letter,
and application form must reflect any changss in the eligibility criterla.
Heuseholds must be provided with up-to-date eligibility Information so thay
are fully aware of the eligibility criteria t¢ detarmine whather or not to apply.

May | distribute applications in the lunch line?

This is not recommended. If the apglication is distributed in the lunch line, all
students may not have access to the application.

May | distribute the applications to the children, or do | have to mail tham to
the parenis? May | announce that applications are available in the principal's
office for any ¢hild or parent who wants ona?

The school may distribute the applications and a letter or notice fo the
children. They do not havs o be sent in the mail. For exampis, the school
could include the application in a packet of school-related information ad-

:dressed {o the pareni but carried home te the parent by the student at the

beginning of the schoo! year. Applications must be distributed in soms
mannar. A public announcement that appllcations are avallable and that
interasted parties may pick one up is not sufficiant,

Must | send applications to children whe were approvad last year?

Schools are required to distributa applications at the beginning of each
school year to parents of all children in attendance at school. This require-
mant is designed to ensure that current income and household size are
correctly reprasented each vear.

EXCEPTION: School focd authorities (SFAs) that elect to participata in the
Special Assistance Certification and Reimbursemant Alternatives are excep-
tions. These alternatives are known as Provision 1 anc Provislon 2, Undar
Provision 1, an SFA of a school having at least 80 parcent of its enrolled
children determined sligible for free or reduced price meals may authorize
the scheol te reduce annual certification and pubiic notification for these




children eligible for free meals to once evary 2 consecutive school years.
Under Provision 2, an SFA of a schoo! that serves all enrolled students free
meals may reduce annual certification and public notification for free and
reduced price meals in that school to once every 3 years. Interested SFAs
should contact their State agency for further information.

In a computerized oparation, may | submit a pre-printed copy of last year's
application for the household to confirm the accuracy of the application and
sign it? If not, what items may | preprint?

it is the household’s responsibility to complete the application. A school may
send households an application with the child's name, and the household's
name and address preprinted on it. No other information required for eligibil-
ity determination may be preprinted.

Does the racial/ethnic data collection question have to be included on the
application form?

The racial/ethnic identity question is not required to be on the application.
However, USDA regulations implementing the Civil Rights Act of 1864
require recipient agencies to have available for review racial/ethnic data
showing the extent to which mincrities apply and are beneficiaries of fedar-
ally-assisted programs. If the SFA does not collect this data in another way,
the application may be an efficient way to collect the data.

Do | have to provide foreign language translations of the application and
household letter or notice if | have transiators available to assist the house-
holds in completing the application?

SFAs must send appropriate non-English language parent letters and
application forms to households if a significant number of enrolled children
come from households belonging to the same foreign language group and
having limited English communication skifls. If the number of non-English
language households is not significant, the SFAs need not provide foreign
language transiations. Such SFAs are, however, encouraged to provide
assistance In filling out applications through the use of personnel proficient in
the necessary foreign languages.
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Free and
Reduced Price
Reimbursement

Benefits Prior
to Processing
Applications

Application
Processing

. Timeframe

Part 4
Processing of Applications

The school foad authority (SFA) or school must have a valid application on file for
each student served a meal or milk meeting program requirements that is claimed for
Federal reimbursement at the free or reduced price rate. A valid application is one
that is complete and has been currently and cerractly approved for free or reduced
price bensfits.

EXCEPTIONS: Students who have been directly cerilfiad do not need to submit an
application (see pages 39-40 of the manual for more information on direct certifica-
tion). Also, residential child care institutions (RCC!s) and boarding schools with
income information on file may document eligibllity by other means. For morg infor-
mation on this process, SFAs should contact their State agency (SA}.

Before applications are processed for the schoo! year, the SFA may only claim and be
reimbursed for free and reduced price mesls or free milk served to:

Applications from the prior year may only be used for the students represented by
these applications.

Pricr to processing applications for the school year, SFAs cannot claim or be reim-
bursed for free and reduced price meals or free milk served to new children who are
net part of households approved the previcus yesar or 1o children who transfer be-
tween schools under the jurisdiction of different SFAs unless the recaiving school
obtains a copy of the prior year's application. Therefore, locai schoo! officials are
enccuraged to expedite eligibility determinations for all such new enrclless.

Applications from a prior year are only valid for the first 20 operating days of the
school year (or earlier if specified by the SA).

Applications should be reviewed and an eligibility determination made within 10
working days of the receipt of the application. Whenever pessible, applications
should be processed immediately, particularly for new students who do nat have
approved applications an file from the previous year.
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Eligibility For a child to be eligible for free or reduced price bensfits, the child must have baen

Criteria directly certified or the househe!d must have submitted a complets application and be .
gither categorically eligible or income eligible.

The determining official must review each incoming applicaticn to ensure that the
household has submitted a complete application. if the agplication is complate, the
official must then determine whether the househeld is categorically eligible or income
eligible for benefits.

U.S, citizenship is not a condition of eligibility for free and reduced price benefits.
SFAs must apply the same eligibllity criteria for citizens and non-citizens.

Complete A complete application must include all the following required information befere the
Application determining official can make an eligibiiity determination:

16




Computation of

. Current Income
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For children from food stamp or AFDC/income eligible households:

If a child is not a member of a food stamp household or an AFDC assistance unit but
resides in a farger household with other childran who are food stamp or AFDC recipi-
ents, the application for that child must include all information to gstablish income
eligibility for that child, i.e., the names of all household members, the social security
number of the adult who signs the application or an indication that the household
member does nat hava a soclal security number, the amount of income received by
each household member identified by the individual who receives it, the source
{including the amount of any AFDC or other welfare grant), and the signature of an
adult household member. Food stamp bengfits are not counted as income. When
the SFA uses a muiti-child application, the application would include both the food
stamp and/or AFDC case number(s) for the child{ren) who are categericzlly eligible
and the household size and income information for households gstablishing income

eligibility.

The SFA must not delay approval of the application if the household fails to provide
any information that is not required.

EXAMPLE: If the household does not complete the racial/ethnic identity question, that
must not delay approval.

Each household must provide the amount of income received during the month
before applying. Income must be identified with the individual who recsived it, and
where it comes from (such as wages, welfare, etc.). It Is the responsibility of the
determining official to compute the household’s total current income and
compare the iotal amount to the IEGs.

17
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Application
Approval or
Denial
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If only one incoms Is given, compare that income to the relevant IEG for that
timaframe.

EXAMPLE: For a household of five that receives one paycheck sach month, compars
their income to the monthly IEG for a five-person household.

If all incomes are received for the same timeframe, add all the incomes together and
compare the total income to the 1EG for that timeframe.

EXAMPLE! If both parents in a family of threa receive paychecks sach week, add the
two incomes togsther and compare the total to the weekiy IEG fora
housahold of thrae.

Howaever, households may report incomss for different time periods (e.g., one
monthly, one biweekly, one weakiy); the determining official should convert all ra-
ported incomes to the same time pariod (such as all to a monthly amount), and total
the incomes to determins total househcid income. The officiai must then compare
this figure and the household size to the IEGs and determine the sligibility of the
househeld.

Use this computation if you neaed to convert incomas:

Categorically eligible (food stamp/AFDC) households:

Heusenolds that submit a complete application including a valid food stamp or AFDC
case number for the child fer whom application is made must be approved for free
benefits.

Scheol officials should familiarize themseives with valid focd stamp/AFDC case
numbers used in their areas before beginning application approval. If there is any
doubt concerning the vaiidity of the case number submitted on an appiication, the
school official shouid contact local food stamp or AFDC officiais. Applications with
invalid case numbers may not be approved.




Temporary
Approval

Income eligible (mon-feod stamp or AFDC):

Households that submit a complete application indicating total household income at or
below the income limits for free or reduced price bensfits must be approved for free
or reduced price benefits, as appropriate.

Houssholds that submit an incomplete application cannot be approved. If any re-
quired information Is missing, the information must be obtained before an seligibility
determination can be made.

To get the requirad infermation, the school may return the application to the house-
hold or contact the household either by phens or in writing. The determining offigial «
should document the details of tha contact, and date and initial the entry.

EXCEPTION: [f the application is missing the signature of an adult household
mamber, the application must be returned to the household. In signing the applica-
tion, the household member is certifying that the information on the application is true
and correct.

Every reasonable effort should be made to obtain the missing information prior to
denying the application.

Households that are not categorically eligible or income eligible cannot be approved
for benefits.

If there ars any inconsistencies or questions concerning the requirad sligibility infor-
mation provided, the household's application must be denied uniess the inconsisten-
cies or questions are resolved. For instance, if it is unclear whether the household
provided weekly or monthly income, this issue must te resolved before an eligibility
determination can be made. The official may contact the household prior to denial,
documenti the details of the contact, and date and initial the entry.

If the applicaticn form specifies a frequency of ingeme such as monthly, then an SFA
may, in most cases, assume that the income listed on the face of the application is
received for that frequency uniess the housshold has cited otherwise. If the amount
appears to be inconsistent with the frequsncy, the school official should follow up.

When a household reports zero income or a temporary reduction in income, eligibility
must be determined based on the present rate of income rather than on regular
annual income. However, the approving official should issue temporary approval of
the application.

The timeframe for a temporary approval may vary depending on the household's
circumstances.

19
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*EXAMPLE: ff the primary wage earner expacts 1o return to work In 2 weeks, the .
temporary approval may be for a shorter time than If the primary wage
gamar has iost his or her job and has no prospedcts for a new one.

In general, a suggested time limit for temporary approval Is 45 ¢alendar days unless
otherwise stipulated by the SA. At the end of the approval perlod, the school should
contact the household to determine if the household's circumstances have changed.
If there has been no change, the schosi should document the contact and extend the
temperary approval. If the household's circumstances have changed, the school
should send a new application to the household so that thay may reapply for benefits.

EXCEPTION: Zero income on an application for a foster child or institutionalized chiid
is acceptable and may be approved for the school year.

Households Local officials may complete an application for a student known to be ellgibie if the
That Fail hicusehold fails to apply.
to Apply

When exercising this option, the school official must complate an application on
biehalf of the studernt based on the best household size ard income information
available and make an eligibility determination. The source of the Informatlion
MUST be noted on the application. Names of household members, soctal security
number, and signature of an adult household member need not be secured. Thess
applications shouid be excluded from veritication. Howaver, the household must be
nctified that the student has been certifiad and is raceiving free or raduced price
benefits.

This option is intended for limited use in individual situations and must not be used
to make eligibility determinations for categories or groups of studants.




Notification of
Eligibllity
Determination

Changes in
Household
Circumstances

Appeals

Recordkeeping

All
households
must be
notified of
thair
eligibility
status.

If approval for benefits is based on income and household size, the household must
report increases in income of over $50 per month or $600 per year and any de-
creases in household size. When a household reports such changes, the SFA must
review the information, make any appropriate changs in eligibility, and notify the
household.

If approval is based on receipt of food stamp or AFDC benefits, the household must
report when it no longer receives benefits for the child. A household that reports such
a change and wishes to continue benefits for the child must complete a new applica-
tion and provide information to allow a determination of eligibility based on income,
i.e., household size and income and a social security number for the adult household
member who signs the application. The determining official must review the informa-
tion, make an eligibility determination, and notify the household of that determination.

A household may appeal either the denial of bensfits or the level of benefits for which
they have been approved. When a household requests an appeal, the hearing
procedures outlined in the SFA's free and reduced prics policy statement must be
foliowed.

All free and reduced price applications, including applications from households denied
benefits and inactive applications, must be kept on file for a minimum of 3 years after
the end of the fiscal year to which they pertain, and they must be readily retrievable by
school. Files must be kept longer if they are required by an audit. if audit findings
have not been resolved, the applications must be maintained as long as required for
resolution of the issues raised by the audit,

For applications from households approved for benefits, the determining official
should indicate the date each application is approved, and tha level of benefit for
which each child is approved, and sign or initial the application.

For applications from households denied benefits, the determining official must
identify and retain on file the reasons for the denial. Records should also include the
date of the denial, the date the denial notice is sent, and the name of the determining
official. These may be noted directly on the application.
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For changes in application status, determining officials should nots the change and
tha date of the change on tha appication and on any rosters used. Whan a child
transfers to another school within the SFA, a copy of the application must be retalned
at both the sending and raceiving schools and the date of the transfer noted. Currant
applications must be on file and there must be records to support transfers of studants
cut of the school,

Applications may be maintained aither at the school ¢r at a central location with a list
of eligible students maintained at the school. If an SFA elects to maintain applications
at a central location, applications must be readily retrievable by school, and the SFA
must ensure that changes in eligibility status and transfers in and out of the schecol
are accuraiely reflected on each schocl's list in a timely fashion as required by
regulations.




Questions and
Answers

Processing Applications

1.

Q.

How much judgment or discretion may a school food authority (SFA) sxer-
cise in determining whether a househeid does or does not meet the eligibllity
criteria for bensfits?

Frequently questions arise concerning what is to be included as income and
what constitutes a housshold. The Eligibility Guidance for School Meals
Manualis intended to provide guidelines for those individuals making eligibil-
ity datarminations. The guidance cannot, however, addrass each individuai
situation. Determining officials will occasicnally have to apply the broad
concepts set forth in this guidance 1o some individual situations. If unusual
situations unlike any examples in the guidance ariss, tha determining offigial
should contact the SFA or State agency (SA), as appropriate.

How quickly should | process applications®?

Appilications for new students and others who cannot be provided meal
benefits based on the prior year's eligibility should be processed as quickiy
as possible. For children with an application on file frorn the prior year, such
as returning students and new students who had siblings in the school the
prior year, an eligibility determination should be made within 10 working days
of the return of the new application, unless otherwise stipulated by the SA.

If a migrant or other househeld leaves the SFA late in the school year, In
March for example, and returns at the beginning of the next school year, may
the children be fed based on last year's application prior to application
appreval?

Yes, if the children wara gligible for benefits whan the housahold left the
SFA.

If any item of required infermation is missing from the free and reduced price
application, may the determining cfficial make an eligibility determination on
the basis of a sibling application or must he/she consider the application
incomplete and take followup action?

A determining official may look to a complete sibling anplication for any item
of required information except Aid to Familiss with Dependent Children
(AFDC) or food stamp information. Since AFDC and food stamp categorical
gligibility is on an individual basis, the determining official must either contact
the household for that information or consider the application incomplete.

The official may staple the incomplete and complete applications together, In
lieu of stapling the two applications together, the official may sither photo-
copy the complete application and staple the photocopy to the incomplete
application, or transfer the information from the complete application, initial it,
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and note the sourca of the information. The complete application must be .
readily available for review,

If any item of required information is missing from the free and reduced price
application, may the determining official complete the application for the
household using information derived from other records available to the
school?

No item of reguired information may be derived from a scurcs other thén tha
household or a sibling applicatien.

A household voluntarily provided pay stubs that contlict with the income
information on tha application. According to the income infermation an the
application, the housshold is aligible for benefits. Howaver, from the pay
stubs, it appears that the household is not efigible. What should the deter-
mining officlal do?

The submission of efigibility information that doas not suppert the content of
the application must not affect the initial eligibility determination. The
determining official must approve or deny the application on face value and
notify the household of the initial eligibility determination.

However, whenever the housshold submits eligibility infermation, either

voluntarily or as required by the schoe!, that dess not confirm the lavel of .
benefits for which the househoeld has been approved, the school official must

take appropriate action. When this occurs at the time of appiication there are

two options:

+ The school may combine the ngtice of approval with the notice of
adverse action in a single letter, This provides the household eppor-
tunity te resolve the discrepancy during the 10-day advance notice of
adverse action.

» When the determining official believes that the househoid may have
additional informaticn substantiating the eligibillty determination, the
school may combine the notice of approval with the notice of selec-
ticn for verification to give the household cppeortunity to submit
additional documentation to confirm eligibility.

School officials are in the best position to determine the appropriate action to
take. However, the inconsistency must be rasolved.

A household voluntarily provided pay stubs with the appilcation but did not
write the amount of each person's income on tha application. All other items
wers completed. According to the pay stubs, the household is eligible for
benetits. What should the determining official do?




10.

11.

12.

13.

Rather than denying the application or returning the application to the
househeld, the determining official may contact the househeld, by phone or
in writing, to ensure that the household suomitted all documentation of
income. The official should document the contact, enter the information on
the application, and initial and date ths action.

What is acceptable as an adult signature?

Any printed name or cursive signature appearing in the spacs following the
certification statement is an acceptable signature. Wa cannct expect all iegal
signatures to be cursive.

When using a single child application, if the aduit signature is missing, can a
sibling's application be photocopied and/cr stapled to the application missing
the signature to make a complete application?

Yes, if the remainder of the information is the same and if the child whose
application is missing Information is listed as a household member on the
sibling application.

Several applications, none of which is compleie, are submitted from the
same household for different children. How many sibling applications can be
used o generate a compiete application?

There must be at least one complete application in which the household
member has certified the information to be correct from which information
may be obtained to complete one or more sibling applications.

May the approval of applications be delegated to a food service management
company along with other management responsibilities?

No. The determination of eligibility for free and reduced price meals is an
SFA responsibility and may not be assigned to a food service management
company. School officials are directly responsible for determining eligibility
and maintaining the confidentiality oi the information on the application.

If 2 sibling was not listed on last year’s application but comes from a family
with children who were eligible for free meals last year, can | ¢laim free
reimbursement for that child before applications are processed for the school
year?

Yes, the SFA may claim the same level of benefits for new children from
households with children who were approved for benefits last year.

In a computerized operation, where the computer generates the determina-
tion, does the determining official have to sign or initial each application?
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No. The determining official may sign or initial and date a sheet of paper that

wollld then be attached to a batch of applicatiens. Howsvaer, the computer

system should be able to capture the criginal date of approval and to update
tha status of applications to account for transiers, withdrawals, terminations,
and other changes.

Compleate Application

1.

Q.

Dees an emancipated child sign his/her own applications? s a soclal
sacurity number required?

An emancipated child whe lives alone ag a househeld of cne or as a member

‘of & household with ne adult heusehoid membars must sign his or har own

appfication. No sccial security number is required since the emancipated
child is not an aduli.

Who signs the application for a foster child?

The foster parent or guardian or other official represeritative for tha child
must sign the application for a foster child; however, the foster parents’ or
guardians' incoms, househeld size, and social security number are not
neaded on the application,

Doas income have 10 be indicated on the application for a fostar chiid?

Yes. The child's income must be considered for the eligibility determination.
A faster child's income includes funds provided by the welfare agency that
are specifically idantified by category for the personal use of the child, such
as for clothing, schocl fees, and allowances. In addition, other funds re-
ceived by the child are included as income, for exampie, income a chilid
earns for full-time or regular part-time employment, and money provided by
the child’s family for perscnal use. If funds are not specifically identified for
personal use, income shivuld ke listed as “0,” and the applicaticn should be
approved for a full year. This also applies to appiications for children residing
in residential child care institutions.

What if there is no income listed on an application? Do | congider i as zero
cr should | go back to the househoid for additiona! information?

If no income is listed on the application, the detarmining official should
contact the household for additional information. If the detarmining official is
unable to contact the household, the application must be denied bacauss it
is incomplete.




What if the racial/ethnic data collection questicn is nct completad?

Parents’ provision: of this information ig voluntary, and failure to provide the
information must not affect the child's eligibility for baneflts. SFAs are
required to develop alternative means of obtaining racial and ethnic data for
applicants when such information is not voluntarily provided by parenis on
the application.

What applications may be considered for temperary approval?

Applications that may receive tamporary approval inciude those from house-
holds affected by temporary layoffs, strikes, tetmporary receipt of public
assistance, and zero income. Zero income, however, may be acceptable for
a foster child or institutionalized child. Determining officials should use their
own judgement and consider temperary approval for other guestionable
situations.

An application was approved for benefits and the household notified. During
a review of the applications later in the school year, the reviewer discovered
that the determining official had erred and that the information on the applica-
fion did not support the household’s eligibility for banefits. What should be
done?

Whenever there is a reduction or termination of benefits, for whatever the
reason, households must be provided the 10-calendar-day written advance
notice of adverse action. When there is an increase in the level of benefits,
the household must be notified and the increase in benefit level provided

promptiy.

Whai kind of notice is recommended for children determined to be eligible for
free or reduced price meals?

Households must be notified of their eligibility for benefits. SFAs should
notify househelds of their child's eligibility for free or reduced price benefits
either in writing or by phone. Households denied benefits must be notified in
writing.
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Maintenance of Applications

1. Q. 1 have temporarily approved an application, and if aftar the temporary
approval period | know that circurnstances have not changed, do | hava {o
contact the househald, or may { automaticaily extend the temporary
approval?

A. After each temporary approval period, each househeld should be coentacted
again to offer the household an opportunity to report changes in household
size and income information.

2. Q. May changes in the status of an application be maintained in a computer
instead of being noted on the application?

A. Yes. Changes in the status of an application may be maintained in a com-

' puter instead of being noted on the application. School officials must ensura
that the changes are readily retrisvable by school and are provided o State
and Federal raviewers along with the apglications during a review of the
applications.




General

Determining
Household Size

Part 5
Income Eligibility

To determine if a household meets income eligibility requirements for benefits, school
officials must compare the household size and the total household income to the
income eligibility guidelines (IEGs). School officials may be asked by households for
guidance on whom to include as a housshold member or what to include as income
on the application for benefits. Aithough school officials may have to use their own
discretion in some instances, the following guidelines ars intanded to provide assis-
tance in answering guestions from households and in making income eligibility
determinations,
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Adopted Chifd - An adopted child for whom a household has accepted legal respon-
sibility is considered to be a member of that househoid.

Special Situations

Child Atending an Institution - A child who attends but does not reside in an
institution is considered a member of the household in which he/she resides.

Child Away at School - A child who is temporarily away at school (e.g., attending
boarding schos! or college) should be counted as a member of the household.
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Determining
Household
income

Child Living with One Parent, Relative, or Friends - In cases where no specific .
welfare agency or court is legally responsible for the child or where the child s fiving

with one parent, other relatives, or friands of the family, the child is considered to be a

mermber of the household with whom he/she resides. Children of diverced or sepa-

rated parents are generally part of the household that has custody.

E’mgncipated Child - A child living alone or as & separate sconomic unit is consid-
ered to be a household of one. In some cases, an emancipated child may be living
with relatives or friends, none of whom is an adult. If the household is cne economic
unit, all incorme and household members must be included to determine eliglbility.

Forelgn Exchange Student - A foreign exchange student is considered to be a
member cf the household in which he/sha resides, i.e., the household hosting the
student.

Foster Child - A foster child is a child who is living with a household but who remains
the legal responsibility of the welfare agency or court. Such a child is considered a
household of one.

Institutionalized Child - An institutionalized child is g child who resides in a residen-
tial-type facility that the State has determined is not a boarding scheol. Such a child is
considered a household of one,

Joint Custody - In cases where jcint custody has been awarded and the child
physically changes residence, the child is part of the housshold where he/she resides.
Therefore, the child's eligibility could change monthly, weekly, or even daily depend-
ing on the rotating time pericds at each househcld. The school feod authority must
ensure that the child receives the banefits o which tha child is entitled during periods
of eligibility.

Family Members Living Apart - Family members living apart on a temporary basis
are considered household members. Family members net living with the household
for an extended period of time are not considered members of the household for
purposes of determining eligibility, tut any money made available by them or on their
behalf for the heusehold is included as income to the housenoid.

Reportable income

Inceme is any money received on a recurring basis, including gross earned income,
urless specifically excluded by legislation. Specifically, gross earned income msans
all money earned before such deductions as income faxes, employee's social security
taxes, insurance premiums, and bonds. Income includes the fellowing:




Current Income
Households must report ¢urrent income on a free and reduced price application.

Current income means income received by the household during the month prior to
application. [f this income is higher or lower than usual and does not fairly or accu-
rately represent the household's actual cireumstances, the household may project its
annua! rate of income based on the guidelines identified below.

Special Situations

Projacted Income for Seasonal Workers and Others - Seasonal workers, such as
migrants, and cthers whose income fluctuates usually earn more money in some
months than in other months. Consequentiy, the previous month’s income will
commonly distort the household’s actual circumstances. In these situations, the
household may project its annual rate of income and report this amount as its current
income. If the prior year's income provides an accurate reflection of the household's
current annuai rate of income, the prior year may be used as a basis for the projected
annual rate of income.

N
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Income for the Self-Employed - Self-emzloyed parsons may use last year's incoma
as a basis to projact their current year's net incoms, unlass thair current nat iIncome
provides a more accurate measure.

Self-emplicyed persons are credited with net ingeme rather than gross incoms as
described here. Netincome for self-employment is determined by subtracting busi-
ness expenses from gross receipts.

+ Gross receipts include the total income from goods sold or sarvices randered by
the business.

- Deductible business expenses include the cost of goods purchased, rant, utilities,
depreciation charges, wages and salarles paid, and business taxes (not personal
Faderal, State, or local income taxes).

« Non-deductible business expenses include the value of salable merchandise used
by the preprietors of retall businasses.

Net income for self-employed farmers is figured by subtracting the farmer's operating
expenses from the gross recaipts.

» Gross receipts includa the valua of all products sold; money raceived from the
rental of farm land, buildings, or equipment to others; and incidantal receipts from
the sale of items such as wood, sand, or gravel.

« Operating expenses include cost of feed, fertilizer, seed, and other farming sup-
plies; cash wages paid to farmhands; depreciaticn charges; cash rent; intsrest on
farm mortgages; farm building repairs; and farm taxes (but not local, State, and
Federal income taxes).

Income from Wages and Seff-Employment - For a household with income from
wages and self-employment, each amount must be listed separately. When there is
a business loss, income from wages may not be reduced by the amount of the
business loss. lf income from self-employment is negative, it should be listed as zerg
income. : T ST 0

income Exclusions

income not 1o be reported or counted as income in the determination of a housshold's
eligibility for free and reduced price benefits includes:

+ any cash income or value of benefits 3 household receives from any Federal
program that excludes such incomse by legisiative prohibltion, such as the valueg
of food stamps provided under the Food Stamp Program (see page 35 for a
complete list)




+ student financial assistance provided for the costs of attendance at an educa-
tional institution, such as grants and scholarships, awarded to meet educational
expenses and not available to pay for meals

+- loans, such as bank loans, since these funds are only temporarily available and
must be repaid

+ the value of in-kind compensation, such as military on-base housing or any other
noncash benefit

+ occasional earnings recelved on an irregular basis, e.4., not recurring, such as
payment for occaslonal babysitting or mowing lawns.

Special Situations

Military Benefits - Military benefits receivad in cash, such as housing allowances for
rilitary househelds living off base and food or clothing allowances, must be consid-
ered as income. An in-kind benefit, such as on-base housing, is not counted.

Foster Child’s Income - Only the child's income is considered for eligibility pur-
poses. The child's mcome includes:

» funds provided by the welfare agency that are specifically identified by category for
the personal use of the child, such as for clothing, school fees, and allowancss.
Welfare funds paid to the foster parents identified by category for shelter and care,
and those identified as special needs funds, such as those for medical and thera-
peutic needs, are not considered as income. Where welfare funds cannot be
identified by category, no portion of the provided funds is considered as income;
and

+ other funds received by the child, including any inceme the ¢hild earns for full-time
or regular part-time employment, and money provided by the child's family for
personal use.

Institutionalized Child’s Income - Payments from any source directly received by
the institution on a child’s behalf are not considered as income to the child. Only the
income a child earns from full-time or regular pari-time employment and/cr personally
receives while in residence at the institution is considered as income.

Child’s income - The earnings of a child who is a full-time or regular pari-time
employee must be listed on the application as income. However, occasionzal eam-
ings, such as income from occasional babysitting or mowing lawns, should not be
listed on the application as income.
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Alimony and Child Support - Any money received by a household in the form of
alimony or child support is considered as income 1o the receiving household. How-
ever, any money paid out for alimeny ¢r child support may not be daductad from that
household's reported gross income.

Lump Sum Payments - Lump sum payments or large cash settlements are not
coeunted as income since they are not recelved on a regular basis. These funds may
be provided as compensation for a loss that must ba replaced, such as payment from
an insurance company for fire damage to a house. When lump sum payments are put
into a savings account and the household regularly draws from that account for living
expensas, the amount withdrawn is countad as income,

Garnisheed Wages and Bankruptcy - Income is the gross income received bya
household before deductions. In the case of garnisheed wages and income orderad
lo be used in a specified manner, the total gross inccme must be considered regard-
less of whatever portions are garnisheed or used 1o pay creditors.




Questions and Income

Answers
1. Q. Whyis the off-base bousing allowance providad to service personnel

counted as income when the value of on-base housing is not?

A. Income is defined as all cash received on a recurring basis. In-kind benefits,
by definition, are not cash payments, and, tharefore, are not considerad as
incoma for the purposs of determining free and reduced price eligibility.
Scheol officials are not in a positien to determine the value of in-kind ben-

- efits, such as housing for clergy, cars for salespersons, employee medical or
dental benefits, ete. The income exclusion for in-kind benefits is uniform
throughout the school meal programs. To treat in-kind benefits provided to
mititary houssholds differently from in-kind benefits provided to the general
population would create an inequity. The fact that the value of military on-
base housing is more readily identifiable than other sources of in-kind
benefits would not lessen the inequity.

2. Q. What payments from Federal programs are excluded from ¢onsideration as
income by legislative prohibition?

A. {1) The valus of assistance to children and their familias under the National
School Lunch Act, the Child Nutrition Act of 1966, and the Food Stamp Act of
1877; (2) reimbursemeants from the Uniform Relocation Assistance and Real
Property Acquisition Policies Act of 1978; (3} any payment to volunteers
under Title | {VISTA and others) and Title 11 (RSVP, foster grandparents, and
others) of the Domestic Volunteer Service Act of 1973 to the extent excluded
by that Act; (4) paymenis to volunteers under section 8(b)(1)(B) of the Small
Business Act (SCORE and ACE); (5) income derived from certain submar-
ginal fand of the U.S. that is held in trust for certain Indian tribas; (8) pay-
ments received under the Job Training Partnership Act; {7) income derived
from the disposition of funds to the Grand River Band of Ottawa Indians; (8)
payments received under the Alaska Native Claims Setilement Act; (8)
payments by the Indian Claims Commission to the Confedarated Tribes and
Bands of the Yakima indian Nation or the Apache Tribe of the Mescalero
Reservation; (10) payments to the Passamaqueddy Tribe and the Penobscot
Nation or any of their members received pursuant to the Maine Indian Claims
Settlement Act of 1980; (11) student financial assistance received under Title
iV of the Higher Education Act of 1965, including the Pell Grant, Supplemen-
tal Education Oppertunity Grant, State Student Incentive Grants, National
Direct Student Loan, PLUS, College Work Study, and Byrd Honor Scholar-
ship Pregrams, to the exient excluded by that Act; (12) Agent Orange
Settlement Payments {o veterans, that have been excluded under Public Law
101-201; and (13) payments received under the Civil Liberties Act of 1988.

ties should contact the State agency when there is question of whether

. Since pregrams are periodically added io the above list, school food authori-
specific payments are fo be included as income.
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What income is reported for students who reside in a residential child care .
institution {(RCCI)?

Paymaents from any source, diractly received by the institution on the child's
behalf, are not considered as inceme to the child, However, the money a
child personally receives or earns from any full-time or regular part-time
source is considered income.

Is an applicaticn with househeld size and income informatior: required for
students who reside in an RCCI and attend public school during the day?

Yes. The day school must have an application on file for each child for
whom a free or reduced price meal is served and claimed for reimbursament,
regardless of the child's place of residencs.

Instituticnalized childran are not {9 be categorically ceriified as eligible for
free or reduced price benefits. A record of each child's income, even if “0,”
must be identified on the application for free and reduced price meals.

i the household indicates $0 for incoms, is that sufficient?

*Zero income” is sufficient for a temporary approval. School officials should
confirm the continued aligibility of a zero income application every 45 calen-
dar days. Howevar, some circumstances may warrant approval of a zero
income application for the school year, such as for the foster or institutionai-
ized child.

If one household cwns a housing unit and rents living space to another
housshold, doas the household receiving the rental fee have to report this
amount as income?

Yes. Income includes money derived from rent of recom{s}, apartment(s), etc.
If a household receives rental income from ancther household, it must be
inciuded as income. The treatment of rantal income would be similar to the
treatment of self-emgloyment income.

Household Size

1.

Q.

When fosier parents agply for banefits for thelr own children, do they include
their foster children ag househo!ld members, and do foster parents include
the payments provided by the welfare agency for care of the foster children
as income to the household?

No. Since each foster child, including a preschoc! foster child, is a house-
hold of one, foster children are not included in the foster parents’ household,
Payments recelved by the househoid for care of tha foster chiid are intendad




to be used for the foster child and, therefore, are not included as part of the
foster parents' income.

What if a child lives with his/her parents and is required to pay for room and
board? Is the child a separate household?

The child is considered to be a separate household only in those cases
where the child is living alone or as a separate economic unit. Separate
economic units are usually characterized by the prorating of most household
expensas. Most students paying room and board are usually paying a token
amount and are not economically independent of their parents and are
therefore not considered to be emancipated.

if two separate households rent living space (e.g., an apartment or house),
and one household gives its portion of the rent to the other household which,
in turn, transmits the full rent to the landlord, does the rental incoma given to
the transmitting household count as rental income?

No. The transmitting household has not received income; rather it is per-
forming a simple financial transaction that doss not provide it with additional
income.

What do | do if a child is eligible for free meals, but the household wants to
pay the reduced price?

The school should raspect the family's wishes and allow the child fo pay the
reduced price charge. The application shouid correctly reflect that the child
is eligible for free meals. However, the school should note on the application
that the family has elected to pay the reduced price charge. The meals
served to such a child must be claimed for reduced price reimbursement
since the school received the reduced price payment from the household.

How do | determine the eligibility of a household that has some children who
are included under an Aid to Families with Dependent Children {AFDC)
assistance unit and other children who are not under the AFDC assistance
unit?

Children in an AFDC assistance unit are categorically eligible for free ben-
efits. The application for such children need only contain the child's name, a
current AFDGC number, and the signature of an aduit household member,
The application for children in the same household who do not fall under an
AFDC assistance unit must include the information required of all other
households, i.e., name of all household members; sociai security number of
the aduit household member who signs the application or an indication that
the household member does not have g social security number; the amount
of income each household member receives and where it comes from
(including the amount of the AFDC or other welfare grant); and the signature
of an aduit household member.
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Part 6
Categorical Eligibility

Application A child from a household currently certified to receive food stamps or frem an Aid to
Requirement - Families with Dapandent Children (AFDC) assistance unit is categorically eligibla for
free benefits.

School food authorities (SFA) must provide a househeld applying for free and re-
duced price meals for their child the opportunity to indicate on the application that the
child is categorically eligible for free benefits.

When a household submits a complete application that contains: (1) the name of the
child, (2) a current food stamp or AFDC case number, and (3} an adult signature, the
determining official must approve the child for free meals or free milk, as applicable.
No further application information is required.

Direct In place of determining eligibility based on information submitted by the household on

Certification the application, the SFA may determine children as eligible for free meals or free milk
based on information obtained directly from the State or local agency responsible for
the administration of the Food Stamp Program or AFDC Program. That agsncy may
provide information that a child is @ member of a household currently certified to
receive food stamps or an assistance unit currently certified to receive AFDC benefits.

State agencies (SAs) and SFAs interested in implementing the direct certification

. provision should contact the State or local office that administers the Fcod Stamp
Program or AFDC Program to enlist its cooperation, identify the information that is
available, and establish a system for obtaining the information to satisfy the documen-
tation requirements for direct certification.

SFAs must have SA approval to implement the direct certification provision, and SAs
must ensure that SFAs’ plans include the following:

» Documentation for those children certified as eligible by direct certification, which
includes names of children from households currently certified to receive food
stamps or AFDC; specific identifying information, such as the children’s birth dates,
addresses, parents’ names, social security numbers or other appropriate personal
identifiers that will match the names of children identified by the food stamp/AFDC
office with the names of the children attending schools in the SFA; the signature of
the responsible official certifying that the children are members of households
currently certified to receive food stamps or AFDC; and the date. Documentation
may be a computerized list or a letter provided by the food stamp or AFDC office to
the household to take to the school. Tie letter must contain the same information
as listed above and be an official document.

+ The above documentation must be retrievable by school.
+ A notice to households advising them that their children are eligible for free meals

or free milk, as appropriate, and that no further application is required; that the
. household should notify the school if they do not want thair children te receive free
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benefits; and that the housshold must notify the school when they are no longer .
cartifisd to receive feod stamps or AFDC.

» Letters or notices and applications must be distributed to households of all children
at the beginning of the school year to prevant ovart identification and to ensure that
no child is inadvertently excluded from participation.

+ School food authorities that implement direct certlfication are not required to
send the letter or notice and application to those households eligible under
direct certification IF these materials are distributed through the mall, indi-
vidual student packets, or other method that prevents the overt identification
of children eligible for diract certification. Under this option, households eligible
under direct cerification will raceive a lefter notifying them that their children are
eligible for free benefits, and other households will receive a parant letter or notlcs
with an application form.

The letter ¢r notice should say that households currently certified to raceive food
stamps or AFDC for their children will be notified of their aligibility and that their
children will be provided fres benefits unlass the household notifies the schoot that
they choose to decline benefits. The letter should also say that foed stamp and
AFDC households should not submit an application unless they are net notified of
their sligibility by a specified date determined by the school.

SAs and SFAs should be aware that while compliance with the above reguiremants is .
sufficient for schoo! year 1991-1982, procedures for school year 1882-1583 may
change as a result of the regulation comment process.




Definition

Exemptions from
Verification

Part 7
Verification of Eligibility for School Meals

Verification efforts are not required:
= for children who have been certified under direct certification procedures

s in residential child care institutions (RCCls) except for applications for any day
students attending the institution

« in schools in which the Food and Nutrition Service (FNS) has approved special
cash assistance claims based on economic statistics regarding per capita income,
e.g., Puerto Rico and the Virgin Islands

» in schools in which all students are served with no separate charge for food servics
and no special cash assistance is claimed, i.e., nonpricing programs claiming only
the paid rate of reimbursement

+ in schools participating in the Special Milk Program (SMP)

NOTE: Schools may choose not to count applications for students in split-session
kindergarten programs participating in the SMP in meal program schools
when determining the verification sample size.

» of school food authorities {SFAs) in which all schools participate in the Special

Assistance Ceriification and Reimbursement Alternativas except in those years in
which applications are taken for all students in attendance.
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Verlfication
Requirements
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Annually, each SFA must selact and verify a sample of applications approvad for .
benefits, unless the State agency {SA} assumas rasponsibility for verlfication or the

SFA is otherwise exampt from the verification raquirement under the exemptions

listed in the previous section.

SFAs must use either a “random” sampling method or “focused” sampling method 13
select applications to ba verified. Howaver, the SA may require all its SFAs to do
sither random or focused sampling. Check with your SA for this requirement,

EXCEPTION: An SFA may choose to veriiy all (100 percent) of the applications
received.

The required sample size is based on:

(1) the total number of approved apgplications on file on October 31, and

{2) whether the SFA employs random or focused sampiing for selecting the applica-
tions to be verifiad.

NOTE: An application is countad as one application regardless of whetheritis a
multi-child application or an application for ene child, The sample gize
depends on the number of paper applicaticns, not the number of chil-
dren represented.

RANDCM SAMPLING




FOCUSED SAMPLING
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The SFA must complete verification of the minimum required sample size by Decem-
ber 15. Completion of verification is discussed further on page 54.

Verification must take place after the application has bgen approved even when the
SFA requires households to submit documentation of eligibility with the application.
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Implementation

Random
Sampling

Althcugh the required sample size under both random and focused sampling is based .
on the number of approved applications on fiie on October 31, SFAs may begin

verification before this date. SFAs may project the number of approved applications

that they anticipate will be on flle on Ocleber 31, based on their experience. How-

ever, the SFA must compare this estimate with the actual number of applications on

file on October 31 and increase the sample size if the total number of approved

applications on file exceeds the estimate.

SFAs may verify more than the required minimum sample (up to 100 percent of all
approved applications) as iong as the selection of applications does not involve
discrimination against anyone on the basis of race, colar, national origin, ages, sex, or
handicap. The SFA has an obligation to verify ali quastionable applications.
However, any verification that is done for cause is in addition to the sample requirad
for either random or focused sampling.

The SFA must complete the verification process for all houssholds that have been
notlfied of their selection for verification and have baen asked to submit verification
information,

EXAMPLE: The SFA cannat select 5 percent of the applications on file and notify
those households of their selection with the hopes of getting 3 percent to
respond to fulfil the verification reguirement.

The SFA must foilow up with any household notified of their selecticn.

SAs that are assuming the verification respensibility for any or all of their SFAs may
use a method other than random or focused selection,

When calculating sample sizes, round all fractions or decimais upward o the
nearest whole number.

Under the random sampling method, each application must have an equal chance of
being salected, including all categorical and income applications.

Bequired Random Sample Size and Selection

The minimum reqguired sample size is 3 percent or 3,000, whichever is less, of all
approved applications on file on October 31, A random sampie should include both
incoma eligible and categorically ¢ligible applications. No attempt should be made to
select only categorical applications.




R L
Calculation and selection of the minimum required number of appttcéaﬁona Lﬁ;@g
SFA to verity under random sampiing: iR

Stap 1. Count the total number of approved applications on fle on Qcto ¢ 81,57
Muitiply thertotal by .03. Round decimals upward. At keas; oﬁa’é‘.ppﬁeeu XTTONY.
be verifiad. g L
Example: 340 applications x 03 =10.2 appﬂcations Hodnsg‘ upw d to
apphcatlons . T e gy

R N rma—

to determine the selection interval,

Example: If there are 340 applications on f;!e and 11 are raqwred toi'ze !3’4 T&;&*
fied, divide 340 by 11 = 30.9. in this cass, the seiecﬁo&;rnemai 13;?19

Number all the appiications. Randomly select an application fitr ths;"}
total approvad, and then ¢choose evary 31st appl qaﬁonxmng T4
applications have been selectad. : '

Under random sampling, at least one application must be verified.
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Focused
Sampling

In fecused sampling, a minimurm required percantage or number of applications
approvad based on Income eligibillty must be selected for varification AND a
minimum required percentage or number of applications approved based on cat-
egorical eligibility must be selacted for verification.

Required Focused Sample Size and Selection

For applications approved based on income Information:

one (1) percent of the total number of all approved applications ir the SFA or 1,000
applications, whichever is less {the calculation inciudas applications approved based
on income eligibifity and thosa approved based ¢n categorical eligibility);

select the 1 percent from applications that were approved based on househoid size
and income information and that indicate total househeld income withiry $100 ($1200
yeatly) of the |IEGs; PLUS

For applications approved based on categorical eligibility:

one-half (.5) percent of the total number of applications in the SFA approvad based on
categorical eligibility or 500 applications, whichever is less;

select the .& percent from the applications approved based on catagerical sligibility,




The calculation of the minimum required number of applications with incoma .
information and the minimum number of applications with food stampvAFDG,
case numbers that must be veriflad in the SFA under focused sampEng n A
follows: P

Qctobaer 31. Multiply this number by .01, round any decimals up.

Example: 50 applications with income informatian pius 250 appiica:mns \‘g&h
focd stamp/AFDC case numoers = 300 total appiucafwns X' D1 -
applications. U

Step 2. Compare the result in Step 1 to 1,000. The required numbes’ 6? Spfica
tions with income information to verify is the lesser number. In this cae, 3+ &
applications approved based on income eligibility must be verified. . .

Example: 250 applications with food stamp/AFDC case nL:mbefs x 0&5

Y
1.25, round up to 2 applications. b cg:‘;

Stap 4. Compare the resuli in Step 3 to 580. The reguired number of applica— F %

tions with a focd stamp/AFDC case number to verify is the lesser fuiiibar, m:n'&*é
example, 2 applications approved based on categerical eiigivlliy must be T 3%
verifisd. )

Step 5. Separate the applications into two groups: (1) the categmlcai!y el gfnlex
app :cants whio provided a food stamp/AFDu case number;and (£} the )

sample size (as determined in Step 2) from applications with monﬁﬁﬂ% i
within $100 or annual Income within $1,200 of the income ehgtbr‘ﬁty inms ;

If thare are mora applications with monthly income within these hmns than oot
needed to meet tha minimum sampie size, select the sampie using arry metRg

aﬁer year.

If there are not encugh applications within the limits to meet the requa ed mint
mum sample size, complete the sample using those applications 'mth monzhl
income closest to the sligibility leveals, ceiz




Verification at
the Time of
Application

48

if the total mumber of applications containing income imomﬂianh m‘aﬁa th;!l
the required minimum sample siza, varify aH ap
of income infarmation. L

Step 7. From the categorically eligibra group, salect the sample

meﬂndﬂmt!sequﬂabhandanwmthumesam
each yoer. ‘ :

For a focused sample, a minimum of one categorically eligible application and
one income application MUST be verifled.

SFAs may require households to provide information to verify eligibility for free and
reduced price benefils at the time of application. Schools electing this option are
cautioned that they must not allow verification efforts to delay the agproval of applica-
tions; nor can schools disapprove applications based on information submittad for
verification. If an application is complete and indicates that the child is eligible for free
or reduced price benefits, the application must be approved. Only after the determi-
nation of eligibility has been made can the school begin the verification process.
Schools slecting this option miust observe the following three staps:

1.

Notice to Household - Include a statement in the notice to the household that .
accompanies the applicaticn that, aithough the initial eligibility determination will be

based sclely on the appllcation, households are reguired to submit verification of

eligibility infermation with the application.

. Determination of Eiigibility - As applications are returnad, review each applica-

tion to determing household eligibility based on the submission of a complete
application. Households must be Informed of this initia! determination of efigibility.
Lack of verification information or submission of verification information that
does not support the content of the application MUST NOT affect the [nitial
determination of eligibility.

. Beview of Verification Documentaticn and Notice of Adverse Action - Any

household that fails to submit requested verification information by the date speci-
fied by the SFA or that submits verification information that does not support the
initial determination of gligibility must be sent a notice of adverse action. This
notice must include all the required items in the standard termination or reduction
notice, including giving the household 10 calendar days’ advance netice of the
termination or reduction of their benefiis

NOTE: Step 3 may be combined with Step 2 so that the notice of initial approval
and notice of adverse action are combined in a single letier.




Household
Notification of
Selection

Verification
Methods

Once households have been requested to provide incoma documentation, the SFA
must complete the veritication process for these households. [f all households are
requested to provide documentation, SFAs are responsible for completing the verifica-
tion process for all households. Verlification efforts should be completed within a
reasonable time.,

When a household is selected for verification and is required by the SFA 1o submit
documents or other forms of evidence to document efigibility, the household must be
sent a notice cr letter informing them of their selection and of the types of information
acceptable to the SFA. The letter or notice must include the following:

« that the household has been selected for verification;

= that the household must provide the social security number for each adult houise-
hold member or indicate that a household member does not possess one;

+ a Privacy Act statement (see page 10 for the Privacy Act requirements);

+ the types of acceptable information that may be provided to confirm current in-
come, inciuding pay stubs, award letters from welfare departments, social security,
and support payment decrees from courts;

« that the household must submit documentation of income received during the most
recent month that is available. [f this amount is unusual, the househoid should
contact the SFA for assistance in determining acceptable documentation;

+ that the household may provide proof that the child is & member of a currently
certified food stamp household or AFDC assistance unit instead of providing
income information and social security numbers of adult household members;

+ that Information must be provided by a date as specified by the SFA and that
failure to do so will result in termination of benefits; and

+ the name and telephone number of a school official whe can answer questions and
provide assistance.

When the SFA uses agency recerds {see page 50, Agency Records) to verify eligibil-
ity, the lstter or notice of selection is NOT required, since the household will not have
to provide documents and household cocperation will not be necessary.

Written Evidence - Written evidence is the primary source of eligibility confirmation
for all households including food stamp and AFDC households.

F - 30.5aa 9




50

Written evidence ls most ofien pay stubs from empicyers or awand lotters.
welfare departments or other government agenclas. wbmw oy the hp " A _
to the verifying officials as oonfirmation of aliglbilty. ke

Acceptable written evidence contains the name of the hicuseheld member, amount of
income received, frequency received, and the date tie income was recsived. For
example, a pay stub with no dates would be insufficient.

Coliateral Contacts - A collateral contact is a personoutside of tie housshold whe is
knowiedgeable about the household's circumstances and can give confirmation of a
household's income or focd stamp or AFDC status,

Collateraf contacts include employers, soclal 3ew,  agancias, mlgwﬁm s

agencles, and religious or civic organizations. E .

The verifying official should request a collateral contact only in cases whan the
household has not been able to provide adequate written svidance.

The verifying official must give the household the opporiunity t¢ designate the collat-
eral contact. However, the verifying official mray select a collateral contact if the
household fails to designate cne or designates one who is unacceptable to the
verifying official. In either case, no contact may be made without first notifying the
househoid and obtaining their permission.

All collateral contacts are to be documented, dated, and initialeg.

Agency Records - A househoeld’s sligibility may be confirmed through the use of
informatlon maintained by other government agencies to which the SA, SFA, or
school has legal access. Althcugh USDA regulations do not require that households
be notified of selection when verification is made through ageancy records, such
agencies may have their own notification requirements.

One scurce of agency records is the wage and benefit information maintained by the
State employment agency if that information is available to the verlfying official. Such

records are State records, and the release of information maintained by State employ-

ment offices is governed by State law.

The SFA may also submlt the names and case numbers of categerically eligible
households to the !oca food stamp cr AFDC coffice. Foed stamp or AFDC offices ara
permitted 1o release eligibility information from their files to other Federal assistance
programs and federally-assisted State programs.




Verification
of Income
Eligibility

When using agency records, the SFA should request information for the most recent
month available. Households that dispute the validity of Income information acquired
through systems of records must be given the cpportunity to send more recent
income information during the 10-calendar day period of advangs notice of adverse
action (see page 59).

Request for Written Evidence

The netification of selection for verification must include & request for the heusehold
to submit written evidence of current income for all household members and the
social security number of each adult household member 21 years of age or older.

Cne of the following three situations will result:

1. The household submits the required social security numbers and written evidence
of current income that confirms the gligibility determination previcusly made.
Verification is considered complete.

2. The household submits the requirad social security numbers, and written evidence
of current income that shows the household’s eligibility should be for eithar a higher
or lower level of benefits than the eligibility determination previously made. Verifi-
cation is considered coemplete when the letter of adverse action is sent or the
household is notified that its benefits will be increased.

3. The household does not respond to the request for income information and/or
social security numbers, or the household submits insufficient or obsolete writtan
avidence. When either situation occcurs, the SFA can do one of two things:

a. School officials may contact the household to request the missing written evi-
dence and inform the household that failure to comply or to designate a collat-
arai contact will result in termination. If the household subsequently cooperates,
then either #1 or #2 above would apply. OR

b. School officials may terminate benefits to the household for fallure to respond to
the request for written evidence or failure to cooperate with the verification
process. Verification is considered complete when the advance notice of
adverse action is sent to the household.

Verification Using Collateral Contacts

When the household has been unable to provide adequate written evidence, the
household may identify a collateral contact frem which the SFA could obtain the
requested information, either orally or in writing,
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A collateral contact would not be expected to provide social security numbers of the
adult household members. Thess still must bs provided by the household.

The SFA will examine any written Information provided by the collateral contact or
evaluate any oral information. Based on this, elther situation #1 or #2 discussed on
page 51 under raquest for written evidence will result.

If the collateral contact is unwilling or unable to provide the requested information,
then bensfits 1o the household should be terminated for failure to respond as dis-
cussed In #3 on page 31,

Verification Using Agency Records

A househnold's eligibility may be cenfirmed through the use of information maintained
by other government agencies 10 which the SFA has legal access (see page 50 for
more detalls).

The SFA will examine the information received from the agency. Based on this
review, efther situation #1 or #2 listed on page 51 would apply.

EXCEPTION: Households that dispute the validity of the Information must be given
the opportunity to provide more recent income information during the 10-day advancs
notice period of adverse action.

Advance Notice of Adverse Action

All households with children for witom benefits are o be redumd of. mm;i ad
must be given 10 calendar days' written advance notice of the Ghanga Sed j ¢ =
page 55 of this manual for the specific information the notice must contaln:The *.
first day of the 1G—calendar-day advance noﬁce per%od istﬁe daytha ncdbe Is E

sent. 3
Verification Request for Written Evidence
of Categorical
Eligibility A school can place the responsibility for verifying receipt of food stamps or AFDC

benefits on the household. The notification of selection must include a request for the
household to submit writien evidence of current gertification tc receive food stamp or
AFDC benefits. Every time a househeld is approved for food stamps or AFDC, they
are furnished with a letter of centification or notice of eligitility. The verifying official
should examine this notice of eligibility to ensure that the child for whom application
was made s part of a household currently participating in the Food Stamp Program
or AFDC Program. If a food stamp hotsehold has misplaced the notice of eligibility or
notice of cartification, a current “Authorization to Participate” (AT®) card {5 adequate
proof of current certification. ATP cards are usuzlly issued once & month and are
immediztely redeemable by the househald at a bank or elsewhere for the actual food
stamps.
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A household that doss not have satisfactory food stamp or AFDC documentation may
request a signed, dated letter from the food stamp or AFDC office certifying that the
child is part of a household currently receiving banefits.

Verification is complete when the household submiis adequate documentation of
current participation in either the Food Stamp Program or AFDC Pregram or a letter of
adverse action is sent.

Agency Records

Verification of gligibility for households that provided a facd stamp or AFDC case
number on the application may be accomplished by submitting a list of names and
food stamp or AFDC case numbers to the local food stamp or welfare office for
confirmation of receipt of benefits from agency records.

To faciiitate the verification process, contact should be made with the local food stamp
or welfare office prior to submitting such lists to discuss the methods by which verifi-
cation requests should he handied. SFAs that verify eligibility through the local food
stamp or AFDC office should do 50 as early as possible. This will ensure that there is
sufficient time for that office to respond to the request and sufficient time to acquire
other verification if households are identified as not currently receiving food stamps or
AFDC or if the foed stamp or AFDC office does not respond in a timely manner. If
circumstances beyond the control of the SFA delay verification, the SFA may request
that the SA allow an extension of the verification deadline. Any extension of the
deadline must be approved by the FNS regional office.

Verification is complete when the local food stamp or AFDC office certifies that the
household is currently receiving food stamps or AFDC or the school sends a notice of
adverse action.

Advance Notice of Adverse Action

When it is determined that the child is not part of & household currently receiving food
stamps or AFDC, the household must be given 10 calendar days' written advance
notice of termination and must be informed that to continue school meal benefits they
must;

+ submit an application providing income information,

- submit names and social security numbers for each adult household member, and
+ submit written evidence that confirms current household income.
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Completion of
Verification

Verification
Results

The tirst day of the 10-calendar-day advance notice period is the day the notice
is sent.

Verification of the required sampie size must be completed by Decamber 15 qf

aach year. If the SFA beligves that it will not meet this deadiine, a written

request for an axtension must be submitted to the SA prior 1o Decermber 15.
This request must then be submitted to FNS for approval.

Verification of an individua! epplication is complete when a household's eligibility for
the level of benefits for which it was approved is:

« confirmed or

+ changed to a higher levet of benefit or

= aletizr of adverse action has been sent informing the household that benefits will
be reduced or

« 3 letter of adverse action has been sent informing the household that benafits will
be terminated.

Verification of a household's income eligibility for free or reduced price maals must
result in one of the following:

No change in benefit level - The househeld’s current documentation supports the
level of benefits for which the household has been approved.

Reduction in benetit level - The househeid's current documentation identifies
income teco high for the level of benefits for which the child has been approved.
Therefore, the household’s sligibility must be changed from free to reduced price or
from reduced price to paid.

Increase in benefit level - The household's current documentation qualifies the
heusehold for free meals rather than reduced price meals. Therefore, the
househoid's eligibiity must be changed from reduced price to free meals.

Termination ot benefits - Free and reduced price benefits must be terminated for
housesholds that do nct respond to verification efforts or whose current documentation
deoes not suppon eligibility for either free or reduced price meals.

If verification results in a change in benefit leve! or terminatian, the change, =~
must be extended to all chiidran in the household who were d«tsnnined eﬁgﬂ;ﬁa B

by information that no longer supports the benefit lavel.




Notification of
Adverse Action

Benefits
During Appeal
of Verification
Resulis

Hearing
Procedure

I verification results in higher bensfits {e.g., a child who is moved from the reduced
price to free category), this change is effective immediately. Parents should be
notified through whatever channels the SFA uses to notify the household of approval
for benefits.

All households for whom benefits are to be reduced or terminated must be given 10
calendar days' written advance notice of the change.

The first day of the advance notice period is the day the notice is sent.

The notice must adviss the household of the following: - R

— the change in benefits,

— the reasons for the change, I

—-that an appeal must be filed within the 10-day advance nofuoe pemd -:}
ensure continued benefits while awaiting a hearing and dedislon,” -

- the instructions on how to appaal,

— that the household may reapply for bensfits at any time dur!ng the schod“
year, and

— that food stamp or AFDG households may submit an application eomaming
household names and income information and provide writter avldsnce .g».,u, )

current household income and the social securrty r;umbers af aﬂ@t houé&h&df
members. - - "

When a household appeals a reduction or termination of benefits within the 10-
calendar-day advance notice period, the SFA must continue to provide the banefits
for which the child was originally approved until a final determination is made.

When a househaold does not appeai a reduction or termination of benefits during the
10-calendar-day advance notice period, the actual reduction or termination of benefits
must take piace immediately after the 10-day advance notice period.

The hearing procedure in the SFA’s free and reduced price policy stalement must be
followed.

The hearing officiai must be an individual who was not connected with the approval or
verification process.

The household may request a schogl conference prior to a formal hearing. Any such
conference must not prejudice & later appeal.

55
F - 30.5dd




Households that
Reapply for
Program Benefits

Recordkeeping

Households affected by a reduction or termination of benefits may reapply for benafits
at any time during the scheol year. However, if banefits to a household have been
terminated and the househcld reapplies in the same scheool year, it should be required
to submit income documentation or proof of panicipation in the Feod Stamp Program
or AFDC Program (such as a case number) at the time of reapplication. The SFA
may verify the households’ eligibility prior to approval. These are not considered naw
applications. '

Documentation must be kept by the SFA 1o demonstrate compliance with the veritica-
tion requirements when SFAs are reviewed by State or Federal reviewers, Documan-
tation would also be nesded in case of an applicant's appeal.

SFAs must maintain a description of thelr verification efforts. The description must
include:

« asummary of the verification efforts Including the selection process;
« the total number of applications on file on October 31, and
. the percentage or number of applications that are/will be verified by December 15.

in addition, verified applications must be readily retrievable by school. For each
application the SFA must keep recerds of the source of information used to verify the
application such as the food stamp office, wage stubs, or collateral contacts. The
following information must be documented:

+ copies of all relevant correspendence between the households selected for verifica-
tion and the SFA or school;

« if the application is verified by documents submitted by the househeid, the SFA
must retain sither: (1) all documents submitted by the househeld; (2} reproductions
of those documents; or (3) in cases where the actual documents or photocopies
cannot be kept, the verifying official must make a written regord of the documenis
subrnitted by the househeld inciuding the type of document, e.g., wage stubs or
letter from an employer, income shown on the document, time period of the in-
come, and the date of the decument; and

. any changes in eligibility as a result of verification procedures, the reasons for the
changes, and the date the change was made.

SfF As should also recorg:
- any additional information necessary to show the efforts made by the SFA to maet

the verification requirernants, and
» the title and signature of the verifying officlal.




Questions and
Answers
About
Verification

What kind of written evidence is required for verification of a foster child's
application?

School officials shouild contact the household in which the foster child resides
and ask for the name, agency, and phone number of the social worker
assigned to that child. A phone call to the social worker confirming the
child's status as a foster child and the amount of meney designated by the
agency for the child’s personal use is sufficient verification. The schoel
gfficiat shoulg, however, document the phone conversation with the social
worker {identifying the sccial worker, agency, phone number, status of the
child, and the child's personal-use income). Ancther approach would be to
ask the foster family for a copy of a written communication between the
foster family and the placement agency in which the status of the child and
the financial arrangement is stated. [f the family is unable {0 provide such
information, 2 phone call {c the placement agency to confirm the child’s
status and income should be made prior o denying the child free meals.

What if an application is selecied for verification, but the household transfers
out of the school district before the information can be verified?

Verification is considered complete when a household's eligibility for the level
of benefits for which it was approved is either confirmed ar the household is
sent a letter of adverse action. [f a household selected for verificaticn
transfers out of the district before the information can be verified, verification
cannot be completed. To meet the minimum verification reguirements, a new
application must be selected.

What if | use other agency records and the agency does not provide a
response before December 157

Any extensions to the December 15 deadline must be approved in writing by
the Food and Nutrition Service. if the school food authority (SFA) contactad
another agency well in advance of the Dacember 15 deadling, it has demon-
strated good faith and would likely be given an extension.

How is overtime income counted for the purpcses of verification?

The schoal cfficial should wark with the househcid to determine whether the
overtime for the month being verified is representative of overtime received in
other months. If the overtime is a one-time or sporadic source of income,

income should be caleulated based on the regular monthly income without
cvertime,

Am | verifying eligibility at the time of application or current sligibility?
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Verification is intended to astablish current sligibility. Whan written evidancs
or collateral contacts are the primary sources of informaticn, the SFA must
require submission of income information for the most recent full month
that is available. When using a system of records, the SFA may chooss 10
verify a recent month and the entire sample may be verifiad for the same
month. Househeids that disputs the validity of income information acquired
through systems of records must be givan the opportunity to produce more
recen: income information.

It a household is paid weekly and supmits a pay stub for a week, must i go
back and ask for pay siubs for 2 whole menth?

No. If the weekly pay stub is representative of the what the housshold
normally receives each week, ong pay stub is sufficient.

It an SFA chooses to do 3-percent verification, miust it select 3 percent of the
applications from each school in the SFA or is the sample selecled from the
SFA as a whole?

SFAs are required to select and verify 2 sampie of their approved free and
reduced price applications. The SFA as a whole must meet the 3-percent
sample. This dces not mean that each schoo! has to do 3 percent. The
sample may be selected from one or more schoois or from the SFA as a
whole, provided that the verification efforts are applied without regard o
race, sex, cclor, national crigin, age, or nandicap. Alsg, any selsction
method must ensure that all applications are subject tc being sampled; e.g.,
if the SFA has decidad to select the 3-percent verification sample from only
one schoo! in the SFA, all applications in that one school must have an
equal chance of being selected. Also, if verification is done in only one
school, the same schoc! shouid not be selectad each year.

It my sample size is 4.2 applications, do | verify 4 or 57

Partial numbers must be rounded up to the next whole numbar. You must
verify 5 applications.

If a larger sample is selected, such as & percent, does the & percent have to
be verified by December 152

The SFA only has to meet the minimum sample reguiremeants, i.a., 3 percent
under random sampling, by December 15, The remaining 2 percent, while it
has tc be completad, may be completed aftar Decembar 15 but as soon ag
possible,




10,

. Q.

Do we have to maintain the actual documentation from verification or just the
resulis of verification?

SFAs are required to maintain three things: (1} a description of their verifica-
tion efforts, (2) documentation of the verification, and (3) the results of the
verification. The description must summarize the selection process and
techniques, the total number of applications on file on October 31, and the
percentage or number of appiications verified.

The applications selected must be readily retrievable by school, and the SFA
must document correspondence between the selected households and the
SFA or school, If the application is veritied by documents submitted by ths
household, the SFA must either retain the documents or 8 photocopy, or if
that is not possible, the relevant information ¢an be copied from the docu-
ment. If the SFA chooses to copy the information, enough of a record must
be retained from the document to verify eligibility, including the iype of
document, e.g., ATP card or pay stub, time period of eligibility or income,
income shown an the document, and the date of the documenit. If cther
sources are used to document eligibility, such as the food stamp office or
collateral contacts, records of those sources and the information received
must be documented as well.

The SFA must also keep a record of any change in eligibility as a result of
verification procedures, the reason for the change, and the date the changse

was macde.

When an advance notice of adverse action has been sent to a household,
can | claim reimbursement for that child during the period coverad by the
advance notice?

Yes. The household must be given 10 calendar days’ advance notice that a
change is being made in the child's eligibility status. During that time, the
child must continue to receive free or reduced price meal benefits and the
SFA may continue to claim reimbursement for freg or reduced price meals
served ¢ the child during this period.
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Part 8
Glossary

AFDC Assistance Unit refers to any individual or group of individuals currently
certified to receive assistance under the Ald to Families with Dependent Children
(AFDC) Program in a State where the standard of eligibility for AFDC benefits does
not exceed the income eligibility guidelines for free meal or milk benefits.

Categorical Eligibility means that any child who is a member of a food stamp
household or an AFDC assistance unit is gutornatically eligible for free meals or free
milk. Such households must provide current food stamp or AFDC case numbers on
the application for free and reduced price meals or free milk to establish their categori-
cal eligibility, unless the school food autherity has implemented direct certification.

‘ CFR stands for the Code of Federal Regulations. Child nutrition regulations are
contained in Title 7 of the Code of Federal Regulations.

Commodity School Program is the program under which participating scheois
operate a nonprofit lunch program and receive donated food assistance in lieu of
general cash assistance.

Direct Certification is the process of establishing children's categorical eligibility for
benefits by abtaining documentation directly from the State or iocal food stamp or
AFDC office that the children are from households currently receiving food stamps or
AFDC benefits. Households determined eligible for meal or milk benefits through
direct certifications are not required to submit a free and reduced price application fo
the school.

Food and Nutrition Service (FNS) is the agency within the U.S. Department of
Agriculture that is responsible for administering the National School Lunch Program,
School Breakfast Program, Special Milk Program, Commodity School Program and
other food assistance programs.

FNSRO is the Food and Nutrition Service regionai office.

Food Stamp Household refers to any individual or group of individuals currently
certified to receive benefits under the Food Stamp Program.

Free Meal is a meal served under the National School Lunch or School Breakfast
Program to a child from a household eligible for such benefits under 7 CFR Part 245
and for which neither the child nor any member of the household pays or is required
to work in the school or in the school's food service.

Free Milk is milk served under the Speciai Milk Program to a child from a household
eligible for free milk under 7 CFR Part 245 and for which neither the child nor any
member of the household pays nor is requived to work in the school nor in the
school's food service.
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Income Eligibie means that any child from a househoid whose current incgme is at
or below the household size/income limits set forth in the income eligibitity guidelines
(IEGs) is efigible for either free or reduced price meals or free milk, as applicabls.
Such households must provide househe!d size and income Information on the
application for free and reduced price meals or free milk to snable school officials to
compare the household information to the IEGs.

Income Eligibility Guidelines (IEGs) are the housshold size and income levels
prescribed annually by the Secretary ¢f Agriculture for determining eligibility for free
and reduced price meals and for free mitk. The free guidelines are 130 percent of
Fedsral povenrty guidelines and the reduced price are 183 percent of povery
guldelines.

National School Lunch Program {MNSLP) is the program under which participating
schools operating a nonprofit food service receive general and special cash assis-
tance and donated food assistance in accordance with 7 CFR Part 210,

Overt ldentification means any act that openly identifies children as eligible for free
or reduced price tenefits in the National School Lunch Program, Schoo! Breakfast
Program, or Special Milk Program. - -

Reduced Price Meal is a meal served under the National Schagol Lunch Program or

School Breakfast Program to a child from a household eligible for such benafits undar .
7 CFR Part 245, The price of this meal must be less than the full price of the meal

and no more than 40 cents per lunch and 30 cenis per breakfast. Meither the child

nor any household member can be required to work in the school or in the schoql's

food service to supplement the cost of the meal.

Residential Child Care Institution (RCCI) is generally any distingt part of a public or
nonprofit private institution that (1) maintains children in residence, (2) operates
principally for the care of children, and (3) if private, is licensed by the State or iocal
gevernment to provide residential child-care services under the aporopriate licensing
code.

School Breakfast Program (SBP) is the program under which participating schools
operating a nonprofit food service receive cash assistance in ageordance with 7 CFR
Part 220.

School Nuirition Programs (SNP} are the National School Lunch Program, Schoel
Breakfast Program, Special Milk Program, and Commodity Scheol Program.

School Food Authority (SFA) is the governing body that is responsible for the

administration of one or more schools and either has the legal authority to operate the
program in these schools or is otherwise approved by FNS to operate the program.




Speclal Milk Program (SMP) is the program under which participating schools
operating a nonprofit milk program receive cash assisiance for each half-pint of milk
served in accordance with 7 CFR Part 215.

7 CFR Part 245 is the regulation governing the determination of eligibility for free and
raduced price meal benefits in the National School Lunch and School Breakfast
Programs and for frae milk in the Special Milk Program.

Special Assistance Certlification and Reimbursement Alternatives are the two
optional alternatives for free and reduced price meal application and claiming proce-
dures in the National School Lunch and School Breakfast Programs.

State Agency (SA) is either (1) the State education agency or (2) any other agency of
the State designated by the governor or other appropriate executive or legislative
autherity of the State and approved by USDA to administer the schogl nutrition

programs.

United States Department of Agriculture (USDA) is the Federal agency designated
by Congress to administer the National School Lunch, School Breakfast, Special Milk,

and Commodity School Programs.
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Food stamp case number will start with the letter of the alphabet,
be:

The alphabet letter 1s followed by seven digits,
The two_digits are county codes.

digits.

01 Barbour

02 Berkeley

03 Boone

04 Braxten
. 05 Brcoke

06 Cabell

07 Calhoun

08 Clay

09 Doddridge

10 Fayette

11 Gilmer

12 Grant

13 Greenbrier

14 Hampshire

o P mwmC N om

2257q

- for food stamp
- for blind
- for aged

for disabled

- 15
16
17
18
— 15

21

- 22

23

24.

- 25
26
27
28

20

FOOD STAMP INFORMATION

Hancock
Hardy
Harrison
Jackson
Jetferson
Kanawha
Lewis
Lincoln
Logan
Marlon
Marshall
Mason
Mercer

Mineral

Eor unemployment or other severe need

It could

for child assistance (there are different kinds of assistance)

a pericd or a dash, and two

The codes are as follows:

29
30
31
32
33
34
35
36
37
38
39
40
41
42

Mingo
Mcnongalia
Monroe
Morgan
McDowell
Nicholas
Ohio
Pendleton
Pleasants
Pocahonfas
Praston
Putnam
Raleigh
Randolph

43
44
45
46
47
48
49
50
51
52
53
54
55

Ritchie
Roane
Summers
Taylor
Tucker
Tylier
Upshur
Wayne
Webster
Wetzel
wirt
wood
Wyoming
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FREE OR REDUCED PRICE MEAL APPLICATION
INFORMATION UPDATE

(DATE)

Dear ) ’

was (were)

temporarily approved for free/reduced price meals.

The federal government requires that we make a periodic review
of all temporarily approved meal applications.

Therefore, would vyou please check the appropriate space and

return this form as soon as possible.

My income is still the same as it was on (date).
$ per month.

My income has changed. At present itis $ per
month.

PARENTS SIGNATURE
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OF APPLICATIONS FOR VERIFICATION OF

1'II' PROCEDURES FOR SELECTING A RANDOM SAMPLE
ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

QOBJECTIVE: To provide a uniform method for the random selection of free/
reduced meal applications for verification.

STEP 1 The school principal or designate (as assigned in writing)
will number consecutively each child's name on the free and
reduced master list (including temporary applications) by the
close of the school day October 31.

STEP 2 Determine three percent (3%) of the total to be verified
ROUNDING UP TO THE NEXT HIGHEST WHOLE NUMBER.

EXAMPLE: Master list includes 90 free, 15 reduced 7
temporary free and 3 temporary reduced for a total

of 115 eligibles.
115 X .03 = 3.45 applications

FOUR applications must be verified.

In cases where 3% represents less than one application, the
school will be reguired to verify a minimum of one (1)
application.

STEP 3 The principal/designate will place a duplicate set of numbers
(numbers only, no names) in a container from which 3% will be
drawn randomly. Check numbers drawn against master list to
determine specific application to be verified. Draw
additicnal numbers if two or more of the names drawn appear
on a common application.

STEP 4 The selection procedure must be witnessed and documented.
A1l numbered lists, slips drawn and a brief written
description of the procedure including date, time and place
must be kept on file in each scheol.
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1.

2.

3.

5.

6.

7.

DOCUMENTATION OF RANDOM SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES

School Year County

Name of School

Total number of approved applications on file at date of random selection.

Three percent (3%) of total applications =

Person(s) making random selections (name and titie)

Procedures for random selections (describe briefiy).

Numbered [ist used for random selection is filed.

YES —

Principal (signature)

witness (signature)

Date
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PROCEDURES FOR SELECTING A FOCUSED SAMPLE
OF APPLICATIONS FOR VERIFICATION OF
ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

OBJECTIVE: To provide a uniform method for the focused selection of free/
reduced meal applications for verification.

STEP 1 The—school principal or designate (as assigned in writing) will
count all approved applications, including food stamp households
by the close of the school day October 31.

STEP 2 Detérmine one percent (1%) of the total counted to fill the
non-food stamp sample size.

STEP 3 Sepdrate applications into two groups, non-food stamps and food
stamps. Determine one-half percent (%%) frdhm the food stamp
group rounding up to the next highest number.

STEP 4 From the ncn-food stamp group seiect the sample of households
that report monthly incomes within $100.00 below the income
eligibility limit and proceed to verify.

STEP 5 | From the food stamp group submit a list of selected names and
case numbers to the food stamp office for confirmation of current
receipt of food stamps or request a current "Notice of Eligibility”

j from household.
STEP 6 } The -selection procedure must be witnessed and documented. A

brief written description of procedures, including date, time and
i place must be kept on file in each schooi.
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DOCUMENTATION OF FOCUSED SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES

School Year County

Name of School

Total number of approved applications on file at date of focused selection.

One percent (1%) of total applications = to be verified.
One-half percent (%%) of food stamp applications = to
be verified. ,

Total number non-food stamp and Tood stamp applications to be verified

Person{s) making focused selections {name and title)

Procedures for focused selections (describe briefly).

Principal (signature)

Witness (signature)

Date
F - 30.%1




PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear = H

Federal regulations require that information contained on three/one
percent of all Tapproved applications for free/reduced school Llunches be
verified. These requlations outline the information to be verifled and
acceptable documentation (proof) which may be provided for verlfication
purposes. =

Through a random/focused selection process, an appllication approved for

(free/reduced) _meals for ,W (name)
on o+ 199___ (date) has been selected for verification.
Attached is information ocutlining what must be provided by vou so that the
application can be wverified. Please read this information carefully and

submit the proper document{s) to me within ten days. Fallure to provide this
information within the allotted ten day period will result in the loss

of 7 = (Erbe/reduced) meals for {name).

1f you require further information or need assistance., please call me
at - .

Sincerely,

Principal

sSchool

Street and/or Post Cffice Box

Zip Code

0508q
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SOCIAL SECURITY NUMBERS

1f you do not show that you recelve [ood stamps ot AFDC for your child, you
must show papers that prove your lncome and you must list the social security
number of each adult household member. Write the word "none" 1if an adult
household member does not have a soclal security number.*

1. ] A A A S
2. _ A N N
3. - A N N S A Y
4 S A N A N
5. o S~ A
6. _ A A L N Y

*privacy Act Statement: The Natlonal School Lunch Act requires that. unless
you show that you receive food stamps or AFDC for your child, you must provide
the social security number of each adult household member or indicate that the
household member does not have a social security number. Provision of a
social security number if not mandatory. but if a social security numuber is
not provided for_ each adult household member or an indication made that an
adult household member dcoes not have a social security number, benefits willl
be terminated. The social security number may be used to identify household
members in verifying the correctness of information stated on the application
and continued eligibility Efor the program. These verification efforts may be
through program reviews, audits, and investigations and may include contacting
employers to determine income, contacting a food stamp or welfare office to
determine current certification Eor receipt of food stamps or AFDC benefits,
contacting the State employment security office to determine the amount of
benefits received and checking the documentation produced by household members
to prove the amount of income received. These efforts may result in a leoss or
reduction of benefits, administrative claims or legal actions 1f incorrect
information is reported. This information must be provided to the attention
of each adult household member disclosing his/her social security number.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

PARENT INFORMATION
PROOF OF INCOME FOR FREE OR
REDUCED PRICE SCHOOL MEALS

DOCUMENT PROVING ELIGIBILITY FOR FREE/REDUCED MEALS

YOU ARE REQUIRED TO PRCOVIDE A COPY OF AT LEAST ONE DOCUMENT that
proves the eligibility of your child/children for free or reduced price meals.
The instructions below tell you which document(s) you need to provide. The
document(s) will be kept confidential.

1. ‘'FYQUR HQQSEHQLQ RECEIVES FOOD STAMPS, you may provide ONE of
the following documents:

Food Stamp Certification Notice Letter sent to you by the Food Stamp

Office.
OR
A letter from the Food Stamp Office stating that you receive Food
Stamps. - .- : .
OR
2. IF YOU DO NOT DC #1 AND ADULTS IN YQUR HOUSEHOLD ARE

WORKING, vyou must provide one of the following documents for EACH
working person: |

A current paycheck stub;

or

A pay envelope showing vour total gross pay;
OR

A letter from the emplover stating your iotal gross pay;
OR

Self-employed persons must provide a copy of a recent sales tax
statement, or FICA form or last quarterly tax estimate.

OR
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IF ¥YOU DO NOT DO #1 OR #2 AND NO ADULTS IN YOUR HOUSEHOLD
ARE WORKING, vou must provide copies of documents for all sources of

household income.

iF SOURCE OF HCUSEHOLD
INCOME 1&: o

Public Assistance {welfare,
AFDC)

e e R R T M W R W M A A e

A s e R T W R e R v e e mm e R e e e e

- 551
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Disability or Workmen's
Compensation

YOU MUST PROVIDE:

Your benefit notice from Weifare

TAgency

[ L T T N e L e o T

- Your notice of eligibility from State

Employment Security Office

e e e e i ek ke A T T L e el

Your SSi1/8lack Lung eligibility
letter or your Social Security
Retirement benefit jetter

i ey g o e iy Al b e et S Tl WA A M PN WS R A e e R

The court dacree or agreement or
other dacumentaticn

- ———————— R B W W TR AR MR e e e e e e b W

The disability award letter or
check stub

i e e M R N ER T T b ket ks -

- .

Veterans benefits The benefit notice from VA

OR

4. IF YOU DO NOT DU #1, #2 or #3 AND YOU REPORT NQC INCOME ON
YOUR APPLICATION, vyou must attach a brief note explaining in writing
how your housenolid pays for food, clothing and housing and when vyou
expect {c have income.

You must provide this documentation to the school within ten (10) days.




PROCEDURES FOR DEVELOPING A CONSISTINCY CHECK FOR VERIFICATION

OBJECTIVE:

To provide a uniform method for verifying information on free/
reduced meal applications.

Depending on the househoid situation, the following consistency checks must be
made for each approved application selected:

STEP 1

STEP 2

Approved appiicanis documenting food stamp eligibility

Chneck the documentation carefuily against the applicaticn to
ensure that:

~=the household names are the same
--the documentation is current for the month preceding the
month during which verification is initiated

If both of these conditions are satisfied, then wverification is
complete.

tf the food stamp documentation does not confirm the household's
participation in the program then follow-up is required. The
parent letter Difference Between Documentation and Application,
Exhibit 21, asks for either clarification or submission of a new
application to avoid termination of the child's benefits.

i

Approved applicants nct documenting food stamps but receiving

wages

Compare the documentation of teotal inccme to  the income
guidelines for free/reduced price neais. 11 the amount falls
within the appropriate income guidelines, then wverification is
compiete.

I the income on the documeniation and the approval for free/
reduced price meals are not consistent, reprocess the application
based on documented :ncome. The student's eligibility may
change. If the student's eligibility charges, send the parent
letter Difference Between Documentation and Apptication,
Exhibit 21, with a new application to the parent/guardian that
notes the differences between documentation and application and
ask for clarification. The ietter allows the parent to provide
further information or documentation or submit a2 new application.

Attach a copy of this letter to the application in guestion. File
these inconsistent applications separately until the requested
information is received. i .

(OVER)




STEP 3

STEP 4

Approved applicants not decumenting fecod stamps anc not
receiving wages but documenting aii sources of household
income

Upon receipt of the reguested information and/or documentation,
check it for consistency. i the information/doccumentation
passes the consistency check, wverification is compiete., Refile
the appilication and update documentation in your original free/
reduced applicaticn fiies.

If this new information/documentation is net consistent with the
guidelines or if the parent does not comply within ten (10)
school davys, the student's eligikility for free cor reduced price
meals must be changed as specified in the |lettar to parents.

Approved applicants not documenting food stamps, wages or
any source{s) cf income reporting in_writing how their house-

hold pavs for food, clothing and housing

Review the written statement submitied with the application.
Classify the application reviewed as “temporary' and review
within sixty (80} days.




PARENT LETTER

DIFFERENCE BETWEEN DOCUMENTATION AND APPLICATION

Date

Dear — H

We have reviewed the document(s) submitted as proof of income.

The

proof checked below does NOT agree with the information on your application

for free or reduced priced meals.
FOOD STAMP ELIGIBILITY
___  Wrong Eamily

Not current for last month

Other

PAYCHECK STUB, PAY ENVELOPE, LETTER FROM EMPLOYER, SELF EMPLOYED PROOF
INCOME

Not current for last wmonth
Income repeorted higher than on application
Income reported lower than on application

Other

oF

BENEFIT NOTICE/LETTER OR COPY OF CHECK FROM

Not current for last month
Income reported higher than on application
Income reported lower than on application

Other _

(OVER)
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WRITTEN STATEMENT EXPLAINING NO HCUSEHOLD INCOME

Statement shows that there is income

Statement does not fully explain household conditions

Other

As a result of this difference, unless you can provide adequate proof of
eligibility within ten (10) days (by } or submit a new
application (enclosed}, benefits to your child will:

Change from reduced price meals to free

This change will occur only if you contact the schoocl by the date
listed above to expiain the difference.

Change from free meals to reduced priced meals at $ for lunch
and $ for breakfast.

Be stopped.

This change will remain in effect until you provide the informaticn required.
IE you have any other proof to submit, please send it to the school and this
decision will be reconsidered. Failure to reply within ten (10) days will
result in the change noted above.

¥ou may reapply at any time during the school year if your eligibility
clrcumstances changes.

1f you no longer receive Food Stamps/AFDC Benefits you may submit a new
Free/Reduced application with confirming income information.

I1f you do not agree with this decision you may request a hearing by contacting
(hearing officer) at _

(county office}.

If you request a hearing, your child will continue to receive free or reduced
price meals until the decision of the hearing official is made.

You have ten (10) days from the date of this letter to request such a hearing.

Sincerely,

School Principal
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition DRivision
Charlestonn, West Virginia 25305

SUMMARY REPORT TO COUNTY OFFICE
SCHOOL_VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of Schodi

Method Used for Application Selection:

Random Sampiing Number Verified

Focused Sampling Number Verified

Date of Application Selection for Verification

Date of Completion of Verification Procedure

Seiection Procedures Are on File at the School Yes No
1. Total Number of Applications on File on Day of Application
Selectioh
FREE
~ REDUCED
TOTAL

RS

Action taken on applications verified
VERIFIED, NO CHANGE
FREE CHANGED TO REDUCED
FREE CHANGED TO PALID
_ REDUCED CHANGED TO FREE
_ REDUCED CHANGED TO PAID

TOTAL

SIGNED ) e
Principal

DATE -

F - 30.16




WEST VIRGINIA DEPARTMENT OF EDUCATION
Cnild Nutrition Division
Charleston, West Virginia 25305

SPONSOR'S SUMMARY REPORT
SCHOOL VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of Sponsoring Agency

County

Method Used For Application Selection:

Random Sampling Number Verified
Pocused Sampling o Number Verified

bate(s) of Application Selection for verification

Date of Completion of Verification Procedure

Selection Procedures Are on File at the School Yes . No

1. Total Number of Applications on File on Day of Application Selection
FREE
REDUCED
TOTAL
2. Action taken on applications verified
VERIFIED, NO CHANGE
FREE CHANGED TO REDUCED
FREE CHANGED TO PALD
REDUCED CHANGED TO FREE
REDUCED CHANGED TO PAID

TOTAL

SIGNED _ DATE
Sponsoring Agency

SUBMIT ANNUALLY TO THE WEST VIRGINIA DEPARTMENT OF EDUCATION
ON OR BEFORE JANUARY 10.

0517q
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SECTION G

FINANCIAL MANAGEMENT

Reporting Pfocedure

Reporting Déadlines

Reimbursemeﬁt Procedure and Policy

accurate (A&countable) Records: Participation
Accurate {Accountable) Records: Income
Accurate (Aécountable) Records: Expenditures
Allowable C;sts: Food

Allowable COsts: Milk

Allowahle Costs: Labor

Allowable Costs: Supplies and Expendable Equipment
Allowable Costs: Non-Expendable Equipment
Allowable Costs: Indirect

Non-Allowable Costs

Shared Costs

Procurement Standards

Excess Balaﬁte - Net Cash Resources
Consclidation of Schools

Pricing of Adult Meals

Inventory Records

Bquipment Depreciation

USDA Food Service Equipment Assistance

Guidelines for Purchase of Computers for Automation
of School Food Service Functions

10

11

12

13

14

13

16

17

18

19

20

21

22




Exhibits

WVDE 43~10-30-S (Daily Record of Program Operations)
Instructions for Completion of WVDE 43-10-30-3
WVDE 43 10- 31 - Monthly Financial Report
Instructions for Completion of WVDE 43- 10-31
WVDE 43-10-30 (Monthiy Claim for Reimbursement)
Current Reimbursement Rates

WVDE 43-10-37a (Net Cash Resources)

Perpetual Inventory of Consumable Items
Equipment Record ,

Non-Expendable Equipment Schedule
Non-Expendable Equipment Depreciation Schedule
Disposition Procedure

Computer Use Time Record
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30.1
30.2
30.3
30.4

-30.5

30.6
30.8
30.9
30.10
36.11
30.12
30.13
30.14




REPORTING PROCEDURE

A daily record of the actual number of meals and/or milk gerved
students and adults shall be maintained on Form WVDE 43-10-30-% (Daily
Record of Program Operations) [G - 30.1] completed according to
instructions [G - 30.2]. The report must be detalled dally at each
partlicipating school by a responsible person. The monthly claim for
reimbursement is based on information recorded on this report. The
completed form is submitted to the SFA on or before the EFifth day of

the succeeding calendar month or as required by the SFA. A copy will
also be Eiled at the school.

Computérized Entries — Schoels utilizing micro-computers shall maintain
daily records of meal service which provide identical information as

that requlired con form WVDE 43-10-30-8.

2t the end of each month during which meals and/or milk were served to
students, a monthly Ffinancial report, Form WVDE 43-10-31 {(Monthly
Financial Report) [G - 30.3] is completed by each participating school
according to instructions [G ~ 30.4]. Schools in counties with
centrallzed purchasing and accounting do not need to complete the
WVDE 43-10-31 monthly. Financial data provided on this report is the
basis for justifying reimbursement payments. The completed report is
submitted toc the SFA on or before the fifth day of the succeeding
calendar month or as required by the SFA. A copy will alsc be flled at

the school.

The SFA is responslible for sending coples of the five following monthly
or anmuial consolidated reports or appropriate computer printouts to the
respective WVDE ccordinator:

1., WWDE 43-10-30-5 (Daily Record ©Of Program Operations)
[G - 30.1]

2., WVDE 43-10-31 (Monthly Financial Report) [G - 30.3]

3.- WVDE 43-10-30 (Monthly Claim for Reimbursement) [G -~ 30.5]

4. Sponsor's Summary Report (Verification) [P - 30.17]

3. WVDE 43-10-32 (annual Report) [G - 30.8].

RAll reports, Iinvoices and other records pertaining te the child
Nutrition Program at both the school and SFPA level are to be maintained
for three years plus the current year.
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REPORTING DEADLINES

WVDE 43-10-30 (Monthly Claim for Reimbursement) - Monthly claims for
reimpursement are due the 10th of the month succeeding the monthly
period being claimed. Payment of claims received after the cut-off
date will not be paid until the following month. Claims submitted
after the federally mandated 60-day cut-off cannot be proceszssed unless
authorized by the United States Department of Agriculture.

WVDE 43-10-31 (Monthly Fipancial Report} - Financial data is to be
collected. and documented monthly on  the WVDE 43-10-31 (Monthly
Financial Report), however. submission of this information to the West
Virginia Department of Education 1s required quarterly on the following

dates.

October 15th
January 15th
April 15th
July 15th

WVDE__ 43-10-32 (Annual Report) - The West Virginta Department of

Education will collect year-end information through the use of an
annual Report Questionnaire. The questionnaire will be mailed to each
county board of education during the month of June. Data cgollected on
the questionnaire ant information reported on the Monthly Financial
Report will be used to generate an Annual Report. The Annual Report
will be constructed at the state level and sent to each ceocunty school
board €for wverification by the county's Ffood service director and
treasurer/school business official.

The correct and complete Annual Report shall be on file at the West
Virginia Department of Education prior to September 30th of the
Following fiscal year. Claims for reimbursement will not be processed
pending proper completion and acceptance of the prior year's annual
Report.
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REIMBURSEMENT PROCEDURE AND POLICY

Each School Food BRAuthority (SFA} prepares a Monthly Claim for
Reimbursement, Form WVDE 43-10-30 [G - 30.5] from the data submitted by
each participating school under its Jjurisdiction., Form WVDE 43-]10-30
is submitted to the West virginia Department of Bducation (WVDE} or or
before the tenth day of the succeeding month tc claim reimbursement for
eligible meals and/or milk. Payment of the claim for reimbursement is
made to—the SFA which will forward the appropriate amounts to the

individual schools.

The WVDE shall make reimbursement payments to SFAs and/or schools only
in connection with meals meeting the requirements of a relmbursable
breakfast or lunch. Second meals and/or second helpings served to
students . are not eligqgible for reimbursement. In ne case 3shall
reimbursement be claimed for meals and/or milk served to adults.

Average and/or maximum reimbursement rates [G - 30.6] are determined by
the United ©States Department of Agriculture (USDA) for programs
operating under the National School Nutrition Act. Since these rates
are subject to change, only the current rates are included and wiil
need to be updated periodically. SFaAs which served 60 percent more
free or reduced price meals during the second preceding year are
entitled to a higher rate of reimbursement for lunch.

In all cases, the total reimbursement paid te an SPFA and/or school
shall not exceed the actual allowable costs of preparing and serving
the meals.for which the reimbursement is claimed.

Since September, 1985, WVDE has established the 10th of each month as
the "cut-off"” date for monthly claims payment. Payment of county
claims reécelved after the cut—-off date will not be paid until the
following month. Federal regulations require all county claims for
reimburserent to be submitted to WVDE no later than 60 days after the
end of the month. Claims recelved after the 60 day cut-off cannct be
paid unless authorized by the United States Department of Agriculture.

Reimbursement rates to schools within a county may be varied so long as
these do not exceed the maximum rate on the list of reimbursement rates
[¢ -~ 30.6]. The SFA will receive only the standard reimbursement rate
per meal served. If reimbursement rates pald one (or more) school(s)
are higher than standard, it will be necessary to lower the rates paild
to another schoel or schools in order to allccate only the total amount
of reimbursement received. Such schocls receiving higher than standard
reimbursement rates must be able to document costs for preparing and
serving meals to Justify the hidher reimbursement.
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:AJZCLH{ATTE(AIN:OLﬂ¢TABlIﬂIRECIHRDS: PARTICIPATION

Since participation data is the basis for reimbursement claims, it 1is
imperative that the Dally Record of Program Operations [G ~ 30.1]
reflects complete and accurate information. The system used to obtain
participation data {including all types of computer systems) must
guarantee an accurate daily count concerning the following:

w actual number of meals served daily by category, regardless of
when payment was made;

m all meals served to all adults {program and nonprogram);

w 411 meals served as ‘“second meals" and/or other non-reim-
bursable meal service;

B a la carte breakfast sales;

s sale of extra milk; and

m cCatered meals.
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ACCURATE (ACCOUNTABLE)} RECORDS: INCOME

Records and receipts documenting income to the program shall be
malntained by a responsible person in the school in accordance with the
procedures listed below:

0482q

All income to the program shall be properly receipted, reported
and deposited.

There must be separate deposit siips which 1ist only monies
deposited to the c¢hild nutrition account.

Financial reports must reflect accurate cash balances, cash due
the program, source of cash due the program and all invested
funds with accruing interest.

Bad debts are nen-allowable costs to the child nutrition
program, Payments Eor bad debts are not reported as new
program income.




-ACCURATE (ACCOUNTABLE) RECORDS: EXPENDITURES

The Unlited States Department of Aqriculture (USDA) instruction, Food
and Nutrition Service (®NS) 1Instruction 796 1, Revislon 2, requlres
that all expenditures from the child nutrition account be supported by
source documents which adequately identify the use of program funds for
program purposes. all source documents will identify direct allowable
program costs as reported on Form WVDE 43-10-31 (Menthly Financial
Report) [G - 30.3] at the school level.

USDA regqulations require that the School Foeod Ruthority (SFA) maintain
effective control over, and accountability for, all funds, property and
other child nutrition programs’® assets to assure that they are
safeqguarded and used solely for aunthorized purposes. These costs are
reported in order to claim USDA funds at the SFA level and to justify
individual costs at the school level. Therefore, all records, reports,
itemized . inveoices and labor wvouchers to support program expenditures
shall be maintained at both the school and the SFA levels for the
required length of time of three years in addition to the current vear.

Income accruing from operation of the child nutrition program may be
used for program purposes but not for:

m purchase of land;

m acquisition or construction of buildings; and/or
m addition{s) to existing bhuildings.
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ALLOWABLE COSTS: FOOD

All Eood§ purchased with schcol child nutriticen program funds shall be
supported by itemized invoices which list as a minimum:

specific food items;
amount purchased:
cost per unit;

total cost; and
purchase date.

All invoices must be signed by the person who receives the food.

A cash register tape without a separate 1itemized 1listing of all
required information is not acceptable and items purchased will not be

considered allowable expenses.

BRllowable. food costs shall not include the wvalue of United States
Department of Agriculture (USDA) fcods or the value of missing
inventory items (including stolen food).

when food and non-foed items are listed on the same itemized invoice,
the costs shall be separated and reported in the appropriate categories
on Form WVDE 43-10-31 (Monthly Financial Report) [G - 30.3].

The School Food Authority (SFA) shall ensure that the cost of focd
claimed for meal reimbursement includes only the cost of food used in

child nutrition programs.

CofFee may be purchased with program funds to be served with adult
meals. Coffee served other than with aduli meals is not an allowable

child nutrition program expense.
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ALLOWABLE COSTS: MILK

Itenized, signed invoices must be available to support the cost of all
milk used in child nutrition programs. The School Food Authority (SPR)
shall ensure that the cost of milk reported on Form WVDE 43-10-31
[G - 30.3] includes only milk used for meals and the sale of extra milk
in child nutrition programs,

The child;nutrition program funds may not be used to pay for milk or
other beverages sold in the school if the proceeds do not accrue to the
child nutrition program account.

When focd items, such as cottage cheese and ice cream, are included on
"milk" 1invoices, the cost of these items shall be separated and
reported as “"food” on Form WVDE 43-10-31,
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ALLOWABLE COSTS: LABOR

Ttemized, signed documentation of labor costs must be on file at the
school to support the cost of labor, which may include:

m sdlaries of school food service personnel including fringe
benefits such as soclal security, retirement and workers
compensation;

m salaries of students who are emploved in child nutrition
programs; and/or

m direct salary costs of non-cooking personnel with specific food
sarvice responsibilities as documented by function and time

sheets.

The School Food Authority (SFA) shall establish controls to ensure that
no labor cost be claimed for federal funds more than once. Therefore,
partial salary payments to secretaries, clerks, principals, teachers,
custodians, truck drivers or any other SFA employee included in data
used to ocbtaln West Virginia Department of Education (WVDE) indirect
cost rates, are not allowed as direct labor costs. In addition,
supplemental payments to regular employees of the SFA are not allowable
costs, except in instances where there is dccumentaticen that the
payment 1s Ffor services beyond regular responsibilities of that
employee or Eor time spent beyond the regular working hours.




ALLOWABLE COSTS: SUPPLIES AND EXPENDABLE EQUIPMENT

supplies and expendable equipment necessary for the operation of child
nutrition programs shall be supported by itemized invoices signed by
the person who recelved the items.

Expendablé equipment‘is equipment with a wuseful life of one year or
less or with an acquisition cost of less than $500.

The School Food RAuthority (SPA) shall ensure that all supplies and
expendable equipment purchased with school food service funds are used
only for the direct operation of child nutrition programs.

Garbage bﬁgs, detergents and other supplies used for purposes other
than school focd service are not allowable child nutrition program

expenses. _.
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v:A.LLOWABLE COSTS: NON-EXPENDABLE EQUIPMENT

Non-expendable equipment 1includes all food service equipment with a
useful 1ife of more than one year and an acquisition cost of $500 or
nore. I

Depreciation is the expense assoclated with physical deterioration of
equipment and consequent leoss of value. Depreciation may be claimed as
a direct cost for reimbursement purposes. All depreciation claimed as
child nutrition program costs for federal reimbursement must be
documented . by the Schocl Food AaAuthority (SFA). See @ —- 20 for
instructions on depreciation.
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ALLOWABLE COSTS: INDIRECT

In addition to direct costs of operating child nutrition programs,
indirect costs are incurred. 1iIndirect ceosts are those which contribute
to the cost of producing a meal but are not readily identifiable to the
child nutrition account, such as custodial services. United States
pepartment of Agriculture {(USDA) policy allows these to be claimed by
the School Food Autherity (SFA) for reimbursement purposes. The
allowable indirect costs of an SFA shall be determined through the use
of an indirect cost rate applied to all expenditures except food, on an

annual basis.

Financial data to obtain the indirect cost rate is submitted tc the
Wwest virginia Department of Education (WVDE) Bureau of Finance and
Administration by the SFA. The responsibility for the development and
assignmen: of indirect cost rates for public schools is shared by the

USDR and Vthe WVDE.
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NON-ALLOWABLE COSTS

United States Department of Agriculture (USDA)} Poocd and Nutrition
Service (FNS) Instruction 796-1, Revision 2, lists areas of costs which
are not eligible for inclusion in claims for payment from USDR funds
and are .not allowable costs from the child nutrition account. These

are:

loan repayments;
bad deb:rs;
fines and penalties;
interest and financtal costs;
legislative expenses or executive direction;
contingency reserve contributions;
depreciation or use allowance for publicly owned buildings and
improvements;
direct labor costs for administrative perscnnel above the
school food service employee level without direct program
Fesponsibility:
m USDA dcnated focd or cash received in lieu of food;
m other donatlons of cash, services and goods;
s éguipment depreciation costs fer:
d. items which have been fully depreciated;
b. 1items in storage for future use or disposal; and
c. that portion of the equipment purchased with federal funds.
m capital expenditures for:
a. land or construction; and
b. Eacilities;
m dccupancy by contractual agreements which are classified as
rental-purchase or leased with an option-to-purchase; and
s Cost assoclated with sales or service to adults and other a la

carte sales.

0482g - : G - 13




SHARED COSTS

Equipment such as computers, typewriters, copy machines or calculators
may be _purchased for use Jointly by the child nutrition and
instructional programs. Cost of the eqguipment shall be pro-rated
according to time of use by each program. Documentation of the time
study must be kept on file at the school and School Food Authority
(sFA). [G - 30.14] 1In no case shall the child nutrition preogram pay
more than the proportional share of the total cost of the equipment.

only the child nutrition program's share of the cost may be included in
the calcg}ation of depreciation.
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- PROCUREMENT STANDARDS

United States Department of Adriculture (USDA) reqgulations provide
standards for the use of the chlld nutrition program funds. These
standards ensure that the procurement of supplies (including foed and
equipment) and services is in compliance with applicable federal law
and executive orders. A complete description of the procurement
standards for child nutrition programs is found in 7 CPR Part 3015.180

or Attachment ©, OMB Circular A - 102.

Bach School PFood RAuthority (8SPA) shall maintain a written code of
conduct to govern the performance of its employees who have the
authority to contract or expend program funds which shall provide for
disciplinary action for violators of such standards. No person shall
solicit nor accept personal gratuities, favors or anything of material
monetary value from contractors and vendors or potential contractors
and venders.

All procurement transactions, regardless of method or dollar value of
purchase., shall be conducted in a manner which will provide open and
free competition. Positive efforts shall be made to utilize small
businesses and minority owned businesses as sources of supplies and
services.. Cost plus a percentage of cost methed of contract shall not
be used.._ A firm-fixed-price contract or cost reimbursable contract is

allowable.

Each SFA shall also have written selection procedures for procurement.
Federal regulations require agencies recelving federal funds to obtain
price qubtations from an adequate number of gqualified sources and to
purchase .from a responsible vendor quoting the lowest price.

Regulaticns specify that formal advertising or competetive sealed bids
must have complete and adequate, written specifications; such
descriptions, however, shall not contaln features which unduly restrict
competition. TIE a particular brand is specified, a clear description
of the specific features which must be met shall be clearly stated.
The invitation to bid must be publicly advertised and all bids shall be
opened publicly at the time and place stated in the invitation to bid.
A firm-fixed-price contract shall be awarded to the lowest, responsible
bidder. any bid may be rejected when there 1is documentation of

unsuccessful bidder performance.

Contracts awarded for an extended pericd of time or recurring contract
renewals could be considered a violation of providing the opportunity
for open and free competition.

Program aids to assist with purchasing are available from the West
virginia Department of Education (WVDE) or the SFA. School personnel
may contact these offices for technical assistance.
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EXCESS BALANCE -~ NET CASH RESOURCES

The West virginia Department of Education (WVDE) shall review annually
the nezt cash resources 1[G - 30.8] reported by the Schocl Pood

Authorities (SFAs). If the net cash rescurces exceed three months
normal operating costs then:

s a justification letter must be flled with the WVDE stating a
short term plan of action for use of the funds; or
a adjustments in the rates of reimbursement shall be made until

‘the net cash resources of the SFA are reduced to the required
level.

In turn, the SFA shall review annually the operating balance reported
by the schools under its jurisdiction.
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CONSQLIDATION OF SCHOOLS

When-sehools-sre-consolidetedy-child-nubribion-progran—funds—may
be-epedited-to-the-sechesi-£ood-sepvice—program—saecounkisr—ef—-the
gehooltsr-whieh-the-skudenbs-will-attend-in-proporction-to-the
aumber-of-students—-involved~

The WVDE 43-10-30% (Daily Record of Program Operations) for individual
schools are consolidated by the School Food Authority (SFA) into the
WVDE 43-10-30 {(Monthlv Claim for Reimbursement). All! SFA's are
redquired tgo do daily edit checks for their individual schocls (from the

WVDE 43-10-308) before submission of their Claim for Reimbursement
{WVDE 43-10-30). Failure to éo adit checks as required by federal
regulations [5210.8(a)(2) and (3}] could lead to forfeiture of the
Claim for Reimbursement.

The complete instructions on how to perform daily edit checks can he
Ecund in the AccuClaim Manual {pages 20-25). The recommended form to
be used in performing the daily edit checks is exhibit @ - 30.15.
after the daily edit checks are performed and the schools are
consclidated, child nutrition program funds may be credited to the
scheel food service program account(s) of the school{s) which the -
students will attend in proportion to the number of students involved.
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PRICING OF ADULT MEALS

Meals served to teachers, administrators, custodians and other adults,
such as school patrons, elderiy volunteers and Foster Grandparents
Program_participants, must be priced so that the adult payments in
combination with income from other sources (such as state or local
fringe benefits or payroll funds, or funding from voluntary agencies)
are sufficient to cover the meal costs. The charge for adult meals is
determined by the county board of education and approved by the
Department of Education in the Agreement between School Food Authority
(8FA) and State Agency. 1t is recommended that the charge(s) be
established at or near the county per meal costs. BAdult meals are not
reimbursable nor counted in the commodity allocatlon entitlement.

Meals served to adults who are directly involved in the operation and
administration of child nutrition programs may, at the discretion of
the SFA, be furnished at no charge. Aas such., thelr cost may be fully
attributed to the nenprofit child nutrition program operation and
supported by revenues to the child nutrition pregram. These meals
should _ﬁe shown as program adult meals. [Column 6 or 12 on form
43-10-305] schocl employees who supervise during the lunch or
breakfast periods, sell tickets or perform other duties directly
related .to the Ffcod program should do so on a contract basis as
described in State Code 18A~4-14 and 18Aa-4-16.

Meals served to adults not directly involved 1n the child nutritien
program such as administrators, teachers, alides, student teachers and
other pérsons working or visiting in the school may not be served free
of charge unless the cost of the meal is covered from ancther source.
These meals should be reported as non-program adult meals.,

Student teachers and other persons working in the schools who are not
enrclled in the educational program of the SFA are not eligible for
free or reduced price meals. They must pay the same price as adults
unless the cost is pald by another agency.

0482q ___ _ G~ 18




INVENTORY RECORDS

The physical or perpetual inventory is necessary to document fcod and
supply costs as required on the Monthly Financial Report, Form WVDE
43-10-31 716G - 30.3]. Uunited States Department of Agriculture (USDA}
donated food items must be inventoried separately. (See the Donated
Foods section). Thnese inventories shall be maintained by a responsible
person afd copies shall be kept on file at the school for one year
following the date on which they are prepared. The "cost of food used”
as claimed for USDA reimbursement shall not include the value of USDA
donated foods or missing inventory items,. including stolen or spoiled
food. A suggested perpetual inventory form is shown [G - 30.9].

A child .nutrition program inventory of large equipment shall be
maintained by a responsible person for each participating school. USDA
regulations require a reconciliation of equipment on hand at the end of
each school year. All E£ocd service equipment which has fully
depreciated must be removed from active inventory. Any new or
transferred equipment ($500 or more per unit) acquired during the year
shall be routinely entered in the inventery on a predetermined date, no
later than august 3l. Any funds received from the USDA Food Service
Equipment Assistance (FSEA) account toward the purchase of a specific
item of equipment shall be subtracted from the item's reported purchase
and installation price. Suggested inventory and depreciation forms are
shown [G - 30.10, G ~ 30.11, ¢ - 30.12].
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_Il EQUIPMENT DEPRECIATION
Each school must maintain a complete equipment inventeory flle which

1ists all non-expendable equipment {G - 30.11]. The inventory will
include: _ : :

m an assigned inventory number for each piece of equipment;

all equipment on hand for program use which has been purchased
with an acquisition cost of $500 or more;

géerial numbers where applicable;

the month and yvear of installation;

the month and year of initial depreciation;

rhe acquisition cost:

the amount of Food Service Equipment Assistance (FSEA) funds,
if any., received for equipment items on the inventory;

the adjusted cost to the child nutrition program {acguisition
cost less FSEA funds received); and

a Llife termination date,

The method described s straight 1line depreciation in which
non-expendable equipment is fully depreciated upon completion ---of its
useful life. Once an inventory file has been established, the total
value of equipment will be changed annually only when a new piece of
equipment is added, traded, scrapped or fully depreciated.

0482q . G ~ 20




USDA FOOD SERVICE EQUIPMENT ASSISTANCE

Although Public Law 97 35 discontinued the Food Service EBquipment
Assistance (FSEA) Program which was previously available, eguipment
funded or partially funded with FSER funds must comply with the
following property management regquirements contained in United States
Department of BRgriculture (USDA) regulations:

s Disposition procedures [G - 30.13] mnust be followed when
équipment 1is ne longer needed for program purposes or when
participation in the child nutrition program of the West
Virginia pDepartment of Education (WVDE) is discontinued.

a Title for the equipment 1s vested in the purchaser.

m Records shall be maintained which include a description of the
équipment, manufacturer’'s serial number (or agsigned
identification), the aquisition date and cost, source or
vendor, amount of FSEA funds, current leocation and use, and all
final disposition data.

m K physical inventory shall be conducted by the School Food
Authority (SPA) at least once every two years.

s Controls to prevent loss, damage or theft of the equipment and
adequate maintenance shall be provided.

04829 G~ 21




S GUIDELINES FOR PURCHASE OF COMPUTERS
'FOR AUTOMATION OF SCHOOL FOOD SERVICE FUNCTIONS

Computers may be utllized to assist with several tasks related to the
operation of child nutrition programs at both the school and speonscr
levels. _ Administrative functions may include, but are not limited to,
approving free _and reduced price meal applications, maintaining a
master 1list of students, assisting with point-of-service count,
producing daily and monthly reports and documenting revenues and
expenses. Meal service functions may Include wmalintaining inventory
records, documenting food production, calculating meal costs and
assisting with menu planning. Computers may be used for several other
tasks at both levels, limited only by knowledge, skill and desires of
the personnel. '

as more schools and sponsors are investing in computers to assist with
program  tasks, adequate documentation must be maintained to justify

expenditure of program funds for this purpose.

gponsors should approve all purchases made by individual scheool
programs to ensure that hardware (including printers and modems) and
software purchased with program funds will be compatible with the
sponsor ‘s plan for automation of child nutrition reporting. Since the
State Agency 1s currently using IBM hardware, schools and sponsors of
child nutrition programs may wish to consider compatibility with State
Agency equipment when making future purchases of hardware (including
printers and modems) and software.

Child rutrition pregram funds may be wused to purchase hardware,
(including printers and modems) scftware and supplies at 100% of the
cost or pro-rated. RAdequate documentation is required for either of
these,

To comply with procurement requlations, CFR 7 Part 3015, pro-rated
costs must be documented by time/usage records on the eguipment
[G - 30.14].

1f child nutrition funds purchase equipment at 100% of the cost, the
hardware (including printers and modems) and software must be
accessible at all times for use by perscnnel whe are responsible for
the var%pus food service tasks.

If child nutrition funds purchase equipment on a pro-rated basis, the
hardware and software must be located in a "general use" area of the
school for accessibility. For example, private offices and classrocms
would not be considered "general use” areas.

For pro-rated usage, records must bhe maintained to document usage by
time (or other means) for Ffood service functions. The records must
justify the pro-rated portion of expenditures for hardware, (including
printers and modems) software and other supplies paid by child
nutrition funds. [G - 30.14]
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'WEST VIRGINIA DEPARTMENT OF EDUCATION DAILY RECORD OF PROGRAM OPEHRATIONS USOA CHILD NUTRITION PROGRAM:
CHARLESTON, WEST VIRGIMIA 25305 PARTICIPATION

ResidentialChlldCare institutions and PrivateSchools
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WEST VIRGINIA DEPARTMENT OF EDUC.&TION
arieston, West Virginia 2

MONTHLY FINANCIAL REPORT

SPONSOR __ MONTH - ___l9
SCHOOL OR INSTITUTION

EXPENDITURES FOR NON-ALILLOWABLE COST CATEGORIES
FUNDS REDUCTIONS OR Indirecd Fines and Loan Peity Cash Thefi/ Other Total
PAYMENTS MADE FOR: Cost Penaities | Repayments Fund Spoitage

Char?es Repigcement

_ (A &) ()] ) (e} — (F) (G}
|, Totals Paid )

2. Amounts Qutsiandin )

EXPENDITURES FOR PREVIOUS YEAR ALLOWABLE COSTS -
FAYHEHT of PREVIGUS Foed Milk tabor Equigmm Supply/Repair Totsl
VEAR OBLIGATIONS FOR: | ___(R) ® 3 N R (31
5. Totals Paid
4. Amounis Qutsianding

EXPENDITURES FOR CURRENT YEAR ALLOWABLE COSTS
- —_— —

PAYMENT OF CURRENT Food Milk Labor Equigmm Sugplv!ﬁapalr Total
YEAR OBLIGAT|ONS FOR: (A} (8} () 13)] & Service (£) (F}
5. Totals Paid _

6. Aounts OQuistanding

SPONSOR REPORT ONLY
SPONSOR'S DMRECT Foed Mk Labor Equipment Supply/Repair Total
PATYMENT OF CNP (A B
OBLICATIONS TORE _ ) (B) ) (g:{‘3 Eervma (£) {F
7. Previous Year Bills
8. Current Year Bifls
9. Amounts Outstanding

39289

WYDE 43-10-31 Rovised 6/91
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SPONSOR _ L o MONTH 19

SCHOOL OR INSTITUTION . ) e

. RECEIPTS FOR CURRENT SCHOOL YEAR

Reimb,
Pericd AToUNts

A, fBreakfast Relmbursement =

B. Llunch Reimbursement

Special Milk Relmbursement
Cash Collected - Child
Cash Collected - Adult

Cash Collected - Milk

Cash Collected - Other

(-} Less Bad Checks

{, State Aid {Maiching) .
Sponsors Contribwtion (Formula) -

Mmoo 1o

)

Catered

Rebates ~ Food e o -

Rebates - Supplles e
G. Other L i o
P, lIpterest R
0. TOTAL RECEIPIS

J
i3
L. loans — R
M
N

1. FINANCIAL STATEMENT 12. VALUE OF INVENTORY
Complete Annually on May/June Repori
A, Opening Child Muirition Fund

?aigm):e {Cash Plus Invested -A. Purchased Foods invenlory b
unds
B. Supplies Inventery $

B. Total Receipis {liem I0Q) * R
“C. Gavarmm-ﬁonawd Foods $
C. Total Tunds Avallable =

———— . p—— C - - = - -

D. Non-A{lowable Meal Cosis 13, EQUIPMENT DEPREC!ATION
{1+em 1G) = e o ZComplete Apnually on May/June Report

£. Allowable Costs A. Estimated Yalue of Equipment
{1tem IF + Ytem SF) - .. __ on_lnvestory . 3

F. Clasing Child Nutrition Funds = "B, Less Yalue of tquipmen?!
. “Purchased With FSEA Funds  §
G. Amount of {tem 11F Which

1s Invested L -C. Adjusted ¥alue of Equipment
I invenlory

D. Annual recw fon
{Ham C Dep 007 x 12} b4

14 ccft:t_v that this rcport is, tc the best of my know!edge, con'cct. Invoices are on hand to support this
report, M Ao Ry Y o

SIGNATURE

WVDE 43-10-31 Revised £/9| 028q




West Virginia Department of Education

Monthly Claim for Relmbursement

Charfeston, West Virginia 25305

USDA Child Nutrition Programs

Month

ame and Address of §poﬁsor )

SCHOOL BREAKFAST

Reguiar
Coiumn A

Savere
Need
Column B

SCHOQOL
LUNCH
Column C

19

SPECIAL
MILK
Column D

OTHER NON-
REIMBURSABLE
SERVICE

Column E

1. Number of Schools/
Sites Approved

2. Number Operating
Program

3 Student
Enroilment

! 4 TOTAL NUMBER SERVED:
{a) FREE

MEALS MILK

% Pints Free

(b) Reimbursement:
Rate

- “'-\:"“-'f:—;-::'- {57‘:"“*‘1'}".1-;'-'.‘
e 3

(d) REDUCED

Reimbursement:

. Rate -
’) Claim g - $ g

(@) PAID

(h) TOTAL

{i) Reimbursement:
Rate

{3 Ciaim g - $ $

5 TOTAL AMOUNT $ $ s
DUE PROGRAM S

6. Average Daily # 2 Pints
Participation Extra Milk:

7. Number Adult
Meals

¥z Pints Adults

8. Average Cost Per One-Half Pint Mitk Purchased

9. Number of Children with Approved Applications on File for

Free and/or Reduced Price Meals and Free Milk, Where Applicable Free Reduced

10, Number of days in operation .

certify that to the best of my knowledge and belief this claim forreimbursementistrue and correctinall respects; that
records are available to support this claim; that is in accordance with the existing agreement.

Signature Date

WVDE-43-10-30 . -

Revised 1985 - G - 30.5




WEST VIRGINIA DEPARTMENT OF EDUCATION

Charleston, West Virginia 25305
OFFICE OF CHILD NUTRITION

REIMBURSEMENT RATES
SCHOOL YEAR 1993-94

{Effective July 1, 1993 - June 30, 1994)

TYPE OF MEAL

SCHOCL LUNCH

(a)

(b}
{c)

Section 4 (All Lunches Served)
Sponsors serving less than 60%
free and reduced lunches, 1990-91

Sponscrs serving 60% or more free
or reduced price lunches, 1990-91

Free

Reduced Price

SCHOOL. BREAKFAST

(a)
(b

{c)

All Breakfasts served

Free
Regqular Reimbursement
Severe Need Reimbursement*

Reduced Price -
Regqular Reimbursement
Severe Need Reimbursement*

SPECTAL MTLK

(a)
(b)

(To be served cnly in schools with

no other food service OR to split
session Kindergarten Children}

Paid

Free

REIMBURSEMENT RATE

$ .1650

. 1830
1.5600

1.16400

.1900

.7700
L9525

.4700
.6525

.1100

Average cost per

*Refer to the Pcliciles of Operation Manual, Section B, School Breakfast
concerning schools eligible for severe need reimbursement.

0514q
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COUNTY BOARDS OF EDUCATION WITH 60% OR MORE
FREE AND REDUCED PRICE LUNCHES, SCHOOL YEAR 1991-92

Barbour McDowell

Braxton Pocahontas

Calhoun Randolph

Clay Ritchie

Fayette Roane

Gilmer Summers

Lewis Taylor

Lincoln Wayne .
Logan Webster

Mingo

0518q




WEST VIRGINIA DEPARTMENT OF EDUCATION
CHILD NUTRITION DIVISION
Charleston, West Virginia 25305

. NET CASH RESOQURCES
SUMMARY OF INFORMATION FROM SCHOOLS AND COUNTY
FOOD SERVICE FUNDS

CASH CASH
RESOURCES PAYABLE

1. Cash on deposit
(Checking account balance, NOW accounts, etc.)

2. Cash on hand
(Money received but not' yet deposited, petty -
cash). Money in school accounts and county
accounts. (Ex: State Aid or reimbursements
not yet distributed.)

3. Cash receivables
(Charged meals not yet paid for, reimburse-
ments earned but not yet received.)

4. Accrued earnings on investments (interest
earned but not yet received).

. 5. Stocks, bonds, certificates of deposit,
savings accounts, other investments.

6. Other cash, or near cash (any cash
resources not reported above),.

7. Total cash resources.

8. Cash payable (unpaid bills, encumbered
funds, loans to program).

9. Net cash resources (subtract cash
payable - item 8 - from cash resources
- item 7).

10. Three months' operating costs

Total Cost for previous year TeE
COUNTY DATE
SPONSOR
. (For Private Schools And Residential Child Care Institutions)
PREPARED BY

WVDE 43-10-37a 5/86




WEST VIRGINIA DEPARTMENT OF EDUCATION

Child Nutrition Programs
Charleston, West Virginia 26305

PERPETUAL INVENTORY OF CONSUMABLE ITEMS

A. ITEM B. UNIT SIZE
C. D. E. F. G. H. I.
DATE AMOUNT VENDOR UNIT AMOUNT BALANCE TOTAL VALUE
RECEIVED PRICE WITHDRAWN ON HAND ITEM ON HAND
5414q

G - 30.9



EQUIPMENT RECORD

. School District

Equipment

Manufacturer

Model Number

Serial Number

Purchased From

Address

Date Installed

Warranty Information

Equipment Cost $

Funding Source: Food Service

Inventory Number

Energy Source:
Manual
Steam

Gas

Electric

Natural
Butane
Propane
BTU
Watts
Volts
Amps

Phase

Depreciation Schedule:

Federal Aild Page
Other
I Location
Service Record
DATE WORK DONE BY WHOM CHARGES
Location Verification
DATE NAME DATE NAME DATE NAME
5415q
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WEST VIRGINIA DEPARTMENT OF EDUCATION

Child Nutrition
. Charleston, West Virginia 26305
NON EXPENDABLE EQUIPMENT DEPRECIATION SCHEDULE
COUNTY DATE
EQUIPMENT - FEDERAL | = ADJUSTED X .007 X 12 =
SCHOOL VALUE SHARE LOCAL SHARE DEPRECIATION
5416q

G - 30.12
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WEST VIRGINIA DEPARTMENT OF EDUCATION
. Child Nutrition Division

Charleston, West Virginia 25305
COMPUTER USE TIME RECORD
(Documentation For Pro-rated Use/Cost)

Name of School/Center

Period From s, 19 to . 19
Time Used For Time Used For
Date Child Nutrition Other Functions Name of Operator

Total Hours 1 0.0.8.0.08008406608664644044¢

Percent of use assigned to Child Nutrition =
(Child Nutrition Time } Total Time

Revised 11/12/85 5497q

G - 30.14



SECTION H

MONITORING AND AUDITING

Monitoring
on-Site visit

Corrective Action
Assessment Procedure - Free and Reduced Meal Application
Assessment Procedure - Meal Components and Quantities

Policy Concerning Adjustment/Repayment of Funds

Auditing
CRE Coordinated Review Effort

Coordinated Review Effort (CRE)
critical Areas
General Areas

State Agency Addendum
General Areas - School
General Areas - School Food Authority

Non-Compliance Requirements
Corrective Action
Fiscal Action
Follow-up Reviews

School Food Authority (SFA) Fiscal Action Appeal

Coordinated Review Effort (CRE) Compliance
Critical
General

Exhibits

Coordinated Review Effort Checklist

Coordinated Review Forms

WVDE 43-30-03-S (Oon Site Visit)

Plan of Corrective Action

WVDE 43--10-13-ME (Noted Exceptions)

Assessments 43-40--22a

Monitoring of Accountability

Inspection Report for Food Service Establishments
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10
10

11
11
11

12

13
13

30.1
30.1a
30.2
30.3
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MONITORING

By law, state and local education agencies are responsible for the
administration and supervision of child nutrition programs funded under
the National School Lunch Act and the Child Nutrition Act.
Coordinators for the West Virginia Department of Education Office of
Child Nutrition monitor and supervise local operations., provide
technical assistance and assist with the inservice training of food
service personnel.

Coordinators are responsible for monitoring programs in public schools
in the 5% counties. The monitoring duties of these representatives are
performed through On-Site Visits to review food program operations and
by reviewing reimbursement claims and reports.

Two types of reviews are conducted by field personnel:

1. Coordinated Review Effort (CRE) [H - 30.la]
2. The On-Site Vvisit [H - 30.2]

Accu-claim regulations (7 CFR Part 210) require the School Food
Authority/sSponsor to monitor program accountability. The review
process must be completed by February 1, of each year and the
monitoring reports must be maintained at the School Food
Authority/sponsor office for review by state and/or federal personnel.
when the review discloses any problem requiring a corrective action
plan, a follow up on site review must be conducted within 45 days of
the initial review to determine that the problem has been resolved. A
sample monitoring form, containing the required minimum review area is
needed [{H - 30.6].




ON-SITE VISIT

The On Site Visit is a review of one or more particular phases of the
Program. For example, an On-Site Visit to a school or School Food
Authority (SFA) may be made to specifically review record keeping
systems or menus and meal quality without reviewing the total Program
operation. A record of this type of review is made on Form WVDE
43-30-01-5 entitled Record of On-Site visit [H - 30.2].
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CORRECTIVE ACTION

1f, during the On-Site Vvisit, a need for corrective action is found,
the problem is noted on the Plan of Corrective Action form [H - 30.3].
Written response by the administrator is required within ten working
days. :

1f, on the day of the review, the meals served do not meet United
States Department of Agriculture (USDA) requirements for meal
components and quantities, the entire reimburse- ment for the date of
the visit will be deducted from the current claim for reimbursement.

Errors found during the review of free and reduced price meal applica-
tions are 1listed on the Form WVDE 43-10-13-ME (Noted Exceptions)
[H - 30.4]. The current monthly claim for reimbursement will be
corrected through the day of the review. The reviewing official shall
calculate the amount of overpayment or underpayment for meals claimed
during the previous months and adjustments will be made by the West
virginia Department of Education (WVDE) finance office. Form
WVDE 43-40-22a [H — 30.5] will be completed and a copy given to the SFA.
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ASSESSMENT PROCEDURE
FREE AND REDUCED MEAL APPLICATION

while checking applications during an on-Site visit, if errors are
found, the West Vvirginia Department of Education (WVDE) coordinator
will allow the school official to make any corrections possible at the
time of the review. The remaining applications with errors will be
listed on Form WVDE 43-10-13-ME (Free and Reduced Applications with
Noted Exceptions) [H - 30.4]. The school official will be given the
opportunity to provide proof of the number of meals the student
consumed using the date of the application approval, the school
calendar, attendance register and/or meal participation roster. Meals
to be assessed may be from the day of application approval to the day
before the visit of the WVDE coordinator.

Assessment amounts will be calculated using the error code listed below:

Error Code A  Approved free should have been reduced. The
difference between free and reduced reimbursement
rate is multiplied by the number of meals served
and claimed.

Error Code B  Approved free should have been inelligible. The
free reimbursement rate is multiplied by the number
of meals served and claimed.

Error Code C Approved reduced should have been free. No
assessment .

Error Code D Approved reduced should have been ineligible. The
reduced reimbursement rate is multiplied by the
number of meals served and claimed.

Denied should have been free. No assessment.

&1

Error Code
Error Code F Denied should have been reduced. No assessment.

Error Code G Insufficient data. Based on the checked approval,
either free or reduced, the assessment is figqured
as in B and D.

Coples of the Form WVDE 43-10-13-ME will be left with an On- Site Vvisit
and Corrective Action form. For applications with Error Code G the
school 1is allowed ten working days to complete or correct the
application before an assessment is made.
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ASSESSMENT PROCEDURE
MEAL COMPONENTS AND QUANTITIES

During the On Site Vvisit, the West Virginia bepartment. of Hducation
(WVDE) coordinator will determine if the meal served on the day of the
review contains the components and quantities to meet meal pattern
requirements. If the components and/or quantities are inadequate to
meet United States Department of Agriculture (USDA) requirements, an
assessment will be made for all reimbursement for that day's meal. If
the school has a choice of menus and only one menu is inadequate in
components and/or quantities, the section 4 (total meals) reimbursement
can be assessed, or a percentage of meals served may he assessed.

In schools with two serving lines, the line serving the menu choice
with inadequate components and/or quantities is assessed.

When conducting an On-Site Vislt menus may be examined using the
production records. Meals determined to contain insufficlent
components in required quantities shall be found out of compliance.
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POLICY CONCERNING ADJUSTMENTS/REPAYMENT OF FUNDS

There are several sltuations that arlse which require a School Food
Authority (SFA) or school to repay funds to West Virginia Department of
Education (WVDE) or claim additional funds due the SFA. The following
methods shall be used for repayment.

1.

When the situation requiring repayment occurs during the
current federal fiscal year (October 1 to September 30), the
amount owed will be deducted from a future claim by the WVDE
finance office.

For example: An error on October claim (WVDE 43-10-30)
[G - 30.5] results in an overclaim of $30.00. This
amount will be deducted from a future claim for
reimbursement by the WVDE.

If the situation requiring overpayment occurs during the
previous federal fiscal year, the amount must be repaid by
check to WVDE within 60 days of the finding.

For example: 1If the error had been on the September
claim, a check for $30.00 must be written to WVDE.

There are also situations which require both methods of
repayment.

For example: During a review in December an error 1in
application approval is found. The overclaim for meals
claimed for ineligible children during September would
be repaid by check (written to WVDE) while neals
incorrectly claimed in October and November would be
deducted from a future claim for reimbursement.

All monies owed to WVDE must be repaid within 60 days of
notification of the debt. After the 60 day period, SFA
reimbursement will be delayed until the funds are received.

If during a review by the WVDE an underclaim for reimbursement of meals
is found the SFA or school shall submit a revised claim to the WVDE.
Adjustments will be made upon receipt of the revised claim.
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AUDITING

The Office of Management and Budget (OMB) Circular A-128 establishes
uniform audit requirements for state and local governments, or their
subdivisions, that recelve Federal financial assistance. The Circular
requires recipients and subrecipients of Federal financial assistance
to arrange for independent audits of financial operations, including
compliance with certain provisions of Federal laws and regulations, and
to assure that single audits are made in accordance with Circular a-128.

The audit of all fiscal accounts will be conducted by auditors from the
West Virginia State Tax Commission or an independent firm. 1In order to
meet the program audit requirements as set forth in the United States
Department of Agriculture (USDA) Audit Guide for school programs, the
West Virginia State Tax Commission Office will, upon the completion of
the audit of the fiscal accounts, appoint a private auditor or
certified public accountant to conduct a program audit for the child
nutrition program funds. Each School Food Authority (SFA) will be
charged by the private auditing firm for the child nutrition program
portion of the audit. The SFA will be charged a per diem fee and
expenses by the West Virginia State Tax Commission for the commission's
fiscal portion of the audit.

The findings or recommendations concerning the child nutrition program
audits must be reviewed immediately by the West Virginia Department of
Education (WVDE). Notice of audit findings and recommendations shall
be forwarded to the SFA within ten days. WVDE shall work toward
resolution of the findings within 90 days.

Child Nutrition Program Audit Requirements
National School

Lunch Program, School
Breakfast Program,

Annual Amount of Summer Food Service
Total Federal Program, Special
Sponsor_Type Funding Milk Program
Governmental-OMB A-128 Under $25,000 None

(Includes Public Schools)
$25,000 - $100,000 Organization-wide or

Program Annually

over $100,000 organization-wide
Annually
Non-Government al—OMB Under $25,000 None
A - 133
over $25,000 Organization-wide

or Program
Annually or
Biennially
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CRE
COORDINATED REVIEW EFFORT

The United States Department of Agriculture (USDA) has replaced AIMS
(assessment, improvement and monitoring system with CRE (coordinated
review effort) Ffor monitoring the accountability of the National School
Lunch Program. Public Law 101-147, enacted November 10, 1989, required
changes in the review of the National School Lunch Program. Federal
regulations mandated a unified accountability system, called the
Coordinated Review Effort, or CRE, effective in the 1992-93 school year.

Cre is a two part review process which includes critical and qeneral
areas. A standard review form 1is used to ensure that the critical
areas are reviewed in the same manner for all schools. School Food
Authorities (SFAs) are reviewed once every 4-year cycle.
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COORDINATED REVIEW EFFORT
(CRE)

The Coordinated Review Effort (CRE) critical areas include performance
standards 1 and 2. The two performance standards are designed to
address the accountability and nutritional integrity facing the Child
Nutrition Programs as identified by existing management and monitoring
tools available to United States Department of Agriculture (USDA).

CRITICAL AREAS

Performance Standard 1

Eligibility Certification

Benefit Issuance

Updating Eligibility

Counting and Claiming

Lunch counts combined and recorded correctly

Performance Standard 2

u Components available to all students
] All observed lunches claimed for reimbursement contained the
required number of food items.

The CRE reviews include other areas of Program operations that are
important for Program accountability.

GENERAL AREAS

Free and Reduced Price Process
Meal Patterns

Civil Rights

Monlitoring Responsibilities
Reporting and Recordkeeping
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STATE AGENCY ADDENDUM

GENERAL AREAS - School

Point of Service Meal Counts
Monitoring

Internal Control

Cash Management

Meal Quality

School Environment

Food Service Management Company

GENERAL AREAS - School Food Authority

system for consolidating the claim for reimbursement
Financial Management
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NON-COMPLIANCE REQUIREMENTS

CORRECTIVE ACTION

Corrective action is taken for any non-compliance noted in Coordinated
Review Effort's (CRE's) critical or general areas.

FISCAL ACTION

Fiscal action 1is taken for any non-compliance which exceeds the
threshold. However, fiscal action amounting to less than $600.00 may
be waived.

FOLLOW-UP REVIEWS

Followup reviews are conducted when the threshold has been exceeded
for CRE performance standards 1 and/or 2.
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SCHOOL FOOD AUTHORITY (SFA) FISCAL ACTION APPEAL

School Food Authorities (SPFAs) may appeal the denlal of all or a part
of a Claim for Relmbursement or withholding payment resulting from a
State agency- conducted review under the auspices of the Coordinated

Review Effort (CRE).
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COORDINATED REVIEW EFFORT (CRE)
COMPLIANCE

CRITICAL

To be in compliance with CRE's critical review areas, S8chool Food
Authorities (SFA's) must do the following:

Have each child's eligibility for free or reduced price meals
correctly approved.

Have a system to issue benefits and to update the eligibility of
children approved for free and reduced price lunches.

Serve lunches that contain the required food items.

Base claims for reimbursement on accurate lunch counts, by
category, taken at the point of service.

Record, consolidate and report lunch counts on the claim for
reimbursement correctly.

GENERAL

To be in compliance with CRE's general review areas, SFA's must do the
following:

0483q

Follow the procedures identified in the free and reduced price
policy statement.

Verify the correct number of free/reduced price meal applications
by December 15; make applicable status changes; submit SFA summary
report to the state agency by January 10.

Serve lunches that provide the required amounts of food.

Make sure that no child 1is denied benefits or discriminated
against because of race, color, national origin., age, sex or
handicap.

Make sure on-site reviews of each school's meal counting system
are conducted by February 1.

Check each school's meal counts before submitting the claim for
reimbursement to the State Agency.

Submit reports and keep records as required.
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COORDINATED REVIEW EFFORT CHECKLIST

REVIEWERS

H

Name, address, phone number, grades taught of each school to be reviewed
Name of Principals, Secretarys and Cooks

Directions to the schools to be reviewed

Meal service times (lunch)

Location of the free/reduced price meal applications (school or SFA)
Verification conducted at each school or the SFA?

SCHOOL/INSTITUTION

Edit check procedure

Previous month's free/®educed price meal applications; master list

ADA (average daily attendance) for the previous month (attendance
factor)

ADP (average daily participation) for the previous month

Enrollment for the previous month.

Each school's method for counting, recording, and reporting daily meal
counts, f, r, p., students, program adults, and non-program adults
(point of service)

Each school's method for collecting, counting, recording, and reporting
cash collected. Persons responsible

Current Policy Statement implemented as approved

Price of an adult lunch. a student paid lunch. and extra milk sold
s-Master for the previous month; or the Daily Participation Record,
WVDE 43-10-308, if not on the computer

Verification of free/reduced price meal applications; procedures,
documentation

Procedure for claiming visiting students; meals by category on field
trips

Method used to report nonreimbursable meals served to students
Production Records; CN labels. 8 bread servings weekly, previous
month's menus

Policies of Operation Manual on file and up to date

Records, procedures, etc., which document efforts to prevent overt
identification at the point of service and the point of distribution
Civil Rights Data. Racial/ethnic breakdown of denied, free, reduced
price applications. Procedure to receive discrimination complaints
Procedure to update free, reduced eligibility status by the required
time (3 to 10) days. Documentation of changes.

Procedure for implementing the dietary quidelines

SFA/SPONSOR

8598q
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Review month's S-MASTER for schools scheduled for review

System for consolidating the claim for reimbursement; data used
Documentation of SFA/Sponsor monitoring of each site prior to
Pebruary 1lst; or the plan to complete the reviews by February lst

The SFA/Sponsor Agreement, Policy Statement, and Offer vs Serve Policy.
Verification summary

Financial Management o€ Food Service Funds

Audit

Civil Rights Data. Racial/ethnic breakdown of denied, free and reduced
price applications. Procedure to receive discrimination complaints

Edit checks procedure

Previous month's free/reduced price meal applications; master 1list (if
located at the SFA)

Plan for implementing Dietary Guidelines at the SFA and Schools
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INSTRUCTIONS FOR SFA-1
SCHOOL FOOD AUTHORITY
PERFORMANCE STANDARD SUMMARY

BLOCK 1:
Enter the name of the raviewaer(s). .
Enter the date of the exit conferencas,

BLOCK 2:
Enter the name of the School Faod Authority.
Enter the agreement number, if applicable.
Record the total numbar of schools participating in the National School Lunch Program and the number
revieawaed.
Enter the review period - month and year (e.g., March 1993). If the period begins or ends in the middle of
a month, enter the beginning and ending date of the period (e.g., 3/19 ta 4/156/93).

BLOCK 3: SFA LEVEL
PERFORMANCE STANDARD 1: Enter YES if SFA-2, 1044, is answered YES or if SFA-2, 104a, is
answerad NO and is racorded in SFA-2, 104b. as a nonsystemic problem. Answaer NO if SFA-2, 104b.
indicates a systamic problem.

PERFORMANCE STANDARD 2: Enter the total number of lunches observed and the total number of
incomplets lunches observed in ail schoois raviewed. Qbtain thess numbers from the TOTAL column in
Block 4, School Lavel, Parformance Standard 2. Calculate the percent of incompiete lunches abserved by
dividing the number of incompiete lunches by total lunches and muitiplying the snswer by 100.

BLOCK 4: SCHOOL LEVEL
Enter the name of sach school reviewed.

PERFORMANCE STANDARD 1: Enter the astimate or actual percant of free and reduced prics lunches
claimed incorrectly from S-8, 8 for sach school reviewed. Enter the number of free plus reduced price
lunches claimed incorrectly from S-8, Estimate, line 3 or Actual, line 8. Indicate whether the school had
adequate counting and claiming system for the day of review. If the response to S-3, 301b. or 302b.
indicates a systamic (*) problem, respond NO; otherwise respond YES. Indicate whaether the school had an
adequare counting and claiming system for the review period. !f the answer to S-4, 401b,, 402b., 403¢c.,
404b., or 405b., indicates a PS 1 Violation (*®), the answer is NO; otherwise the answer is YES.

PERFORMANCE STANDARD 2: Obtain the total number of lunches obsarved by adding the number
entered in S-1, 18, TOTAL LUNCHES to the number entered in S-1, 19, OBSERVED. Record the total by
school. Add the total for each school reviewsd to0 obtain the TOTAL for the SFA. Qbtain the number of
incompiete lunches observed by sdding the number entered in S-1, 18, TOTAL LUNCHES to the number
entered in S-1, 19, INCOMPLETE. Record the resuit. Add the numbers for ssch school reviewed and
racord the TOTAL incompists for tha SFA.

Using the information in the following chart, enter the number of schools needed for this size SFA to exceed the
PS 1 threshoid in B.

Number of Schoois Number of Schools Number of Schools Number of Schools
Reviewed _ Violating PS 1 1 Vioiating PS 1

T e a— ¢
{ * 11 pius the number identified abave for ‘
the appropriate increment.

ofar to block 3 PERCENT INCOMPLETE LUNCHES to datermine if PS 2 thresfiold was exceeded.




COORDINATED REVIEW

SCHOOL FOOD AUTHORITY [] 1ST REVIEW
PERFORMANCE STANDARD SUMMARY [ ] FOLLOW-UP
[
|
® 1 meiows: | g ot Eat Conterance
2. SFA Name Agreement Number Number of Schools Raview Period
Total Reviswed
SFA LEVEL
3. Performance Standwrd 1 Yes No N/A Performance Standard 2
Adequate System for Consolidating Number of incompiets Lunches
Claims Observed in Schools on Day of Review

* Response Results in PS 1 Violstion Total Number of Lunches Observed

and Ex Theashold Percant incomplets Lunches
{10% or more exceeds threshold)

SCHOOL LEVEL
4, Performance Standard 1 Performance Standard 2

% F&RP | Number of Adequate Counting and
Lunches Lunches System

' od Review Lunches Obsarved on !
incoecty | Incomectly Day of Revie ;
(From $-8) | (From $-6) Day Pariod oy of “evew

School Name Tes No Yes No Total Incomplets

&Moﬂ (From Continustion Shest)

TOTAL

[

Number of schools with 1) 10% or more (but not less than 100) free
and reducad price knches claimaed incomectly g 2) 8 NO answer to
Adequsate Counting or Claiming System for Day or Review Period: A.

.Nunb.dsd\oohnnddfuwduﬂhmumrs1m: 8.

PS 1 tweshoid axceaded if A. is squal 10 or graster than B.

PS 1 Tiveshold Exceeded “n PS 2 Tiweshold Exceeded No

H - 30.1b
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SCHOOL FOOD AUTHORITY
PERFORMANCE STANDARD SUMMARY
(Continuation Shest)

. 4. Pertormancs Standard ! Performance Standard 2

% F&RP
Lunches
Claimaed

incorrectly
(From S-8)

Number of
Lunches
Claimad

Incorractly

{From S.8)

Adeguste Counting and
Claiming Svstam
Review Lunches Obsarvad on
Day Period Day of Review

School Name Yes | No Yeos | No Towsd l incompiete




INSTRUCTIONS FOR SFA-2
SCHOOL FOOD AUTHORITY
CRITICAL AREAS OF REVIEW

101a. Determine if direct certification is being used by the SFA or any school(s) within the SFA to determine .
sligibility for meal benefits.

b. If YES, determine if documentation used to make eligibility determinations is maintained at the SFA level.
if dirsct certification is not used within the SFA answer N/A.

¢. If documentation is maintained at the SFA level, svaiuste and indicate if the documentation contains the
required information.

102a. Indicate whether the SFA consolidates school meal counts in order to submit one Claim for Reimbursement
for the SFA.

b. If the answer to 102a. is YES, complete 103 and 104.

103. Enter the review period. Enter the number of lunches claimed by category by the SFA for the raview
period. Enter the number of lunches validated for the review period. If the reviewer determines the SFA is
using an automated claims consolidation system, the reviewer should ensure the accuracy of the data
entry. Subtract the reviewer validated lunch counts by category from the SFA claimed lunch counts and

record any differances. .

104a. Indicate if the SFA correctly consolidated the lunch counts by category. if any difference is recorded in
103 between SFA claimed lunch counts and reviewer validated lunch counts answer this question NO,

b. If differences or problems are identified in the SFA’'s system for consolidation and claiming, determine if
the probiem is nonsystemic or systemic. The reviewer should sxamine the consolidation/claiming
documentation for other claiming periods to make this decision. |f necessary, record information from
other claiming periods on Other Meal Claim Errors - Fiscal Action Required, S-8. Describe the problem and
provide an explanation which clarifies why the problem is nonsystemic or systemic.



SCHOOL FOOD AUTHORITY [] 1ST REVIEW
FOLLOW-UP

DATE OF REVIEW:

COMMENTS

101a. |s direct certfication utilized by the
SFA?

b. i YES, is required documantaton
maintgined st the SFA levai?

c. it documentaton is available at the SFA,
doas it contsin sl the required

information? '

Comaofideting and Claiming

102s. Does the SFA consolidats the Claim for

. Reimbursemant?
b. ¥ YES, compiete 103. and 104,

103.

Raview Period: —
Elgibility Categories SFA Claimed Lunch Counts . Reviewer Vaildatad Lunch = - Differance
' Counts wle
Free . 2
Reduced . e
Paid - -

104a. Wers the total haveh coums by category
tor the review paried comectly
consolidated anal claimed by the SFA?

b. f NO, descride tha problem and indicate
why the problam was:

'Rnoomruuuinl’s1mmddum Record as NO on SFA-1, 3.

H - 30.1d

SFA-2



INSTRUCTIONS FOR S-1

10.

1.

12.

13.

14,

15.

16.

17.

18.

19.

SCHOOL DATA
Indicats the type of school by checking [v] as many categories as apply. .

Check [/] all types of meal service which apply to this individual school. If meal service is provided
by a food service management company, entar the name of the company.

Enter the grades from all schools which participate in the NSLP at this school.

Enter the total number of students who have access to the NSLP at this site. This figure shouild
encompass the time pariod for the review period. If this number is not available, use the number
which is most represantative of the review period.

Enter the Average Daily Attendance (ADA) factor in the space provided and circle the source of the
ADA factor, Local (L), State (S) or National (N). The local factor may be an sttendance factor
supplied by the SFA or one developed by the reviewer. The reviewer should use the factor which
provides the most accurats reflection of the actual attendance for the review period for this school.
The attendance factor must be in decimal form rounded to three places.

Enter the review period and number of serving days in the review period.

Indicate whether the school has offer versus serve. if YES, check (/] three or [v] four for number
of raquired items.

Indicate whether the school has a la carte service available. If the only a la carte sold is milk,
check {«] milk only.

Record the time when the lunch service begins and ends. .
Indicate each location where lunches are served. If OTHER, describe the location or setting.

Enter the number of points where meal counts are taken.

Enter any comments and reference the block number(s) to which the comments refer.

Enter the number of free and reduced eligible {refer to Instructions for S-2, 201a.). Determine the
number of paid eligible by subtracting the free and reduced eligible counts from the total number of
students recorded in S-1, 4.

Enter the school’'s counts and reviewer's counts for the day of review (refer to instructions for
S-3, 302a.). Calculate and record the differencs.

Enter the school’s counts, the SFA’s claim for the school and the reviewer’s validated counts for
the review period (refer to Instructions for S-4, 405a.). Caiculste and record the differsnce
between the SFA’s claim and the reviewer’s validated counts.

Calculate the Average Daily Participation (ADP) factor. Divide the meais claimed by category by
the SFA recorded in 15, by the serving days recorded in 6. Divide this number by the number of
eligible recorded in 13. Round the participation factors obtained to three decimail places.

Record the number of lunches served to ineligibles or second lunches counted (refer t0 Instructions
for S-3, 301a.).

Record the total deficient lunches which resuited from a menu missing an item/component (refer 10 .
Instructions for S-3, 304e.).

Record the total number of lunches cbserved and the number of incomplete lunches (refer to
instructions for $-3, 305c.).



Dats of Review:

Addrass:

Name/Titls of Personis) interviewed:

Reviewur(s):

M

PRE-REVIEW

OBTAN FROM S-2 THROUGH 8-7

;m

1. Type of School: (check as many as apply)

[] Public [] Private

(1 Regular [ ] Boarding (] RCCH
[] Other:

[] Pricing [] Nonpricing

{1 Spacial Assistance Provision |

{1 Special Assistance Provision il

{] Closed Campus [] Open Campus

13. Reviewer's Free
Count of
Eligible educed
Students R
Paid

14. School's -

Combined Counts for
Counts for Day of Day of = Difference
Raview Review * /e

11. Number of Points whare

Meal Counts are Takan:

12. Comnants:

3. Grades Participating in NSLP: Review for « Roviewer uDiff e

Period Review Period Validation +/-
{_4. Total Students with Access to NSLP: [ =

5. Avarage Dally Attendance Factor: LSNIR - -

6. Review Period: Number of Serving Days: - -

7. Offer Varsus Serve: (] Yes (] No T - -

i Yes, Number of tems: {] Three [] Four
8. A La Carte Availsble: [] Yes [] No 16. ADP Factor Free
{] Milk Only it Nesdad:

Claimed =+

9. Serving Times: Sarving Days Reduced
=+ Eligible

10. Lunch Sarved: [ ] Cafeteria [] Classroom Students Paid

{] Outdoors [] Other

f 17. Number of ineligitle or Second
; Lunches Counted:

| 18. Day of Review Menu Missing Total Lunches
em/Componant:

it

incompiate

!

§ 19. Day of Review Qbserved
Lunches:

|




INSTRUCTIONS FOR S-2

201a.

202a.

203.

ELIGIBILITY CERTIFICATION

Obtain all of the eligibility documentation (applications and direct ceartification). Count tha number
of students approved for meal benefits for the review period as made by the schooi. if thers is no
date on the appiication or dirsct certification, consider it a valid application for the review period,
Record this information on S-1, 13. Indicate if all applications or 3 statistically valid sample are
reviewed. If using a statistically valid sample, follow the instructions for statistical sampling
procedures in the Coordinated Review Guidance and retain documentation.

Review and evaluate eligibility determinations for completeness and accuracy. Indicate if the
application approval process is implemented correctly. Answaer YES if ail applications are approved
correctly. If any errors are noted, answer NO and explain in the comments section. Record all
discrepancies on the Certification and Benefit Issuance Error Worksheet, S-5.

Indicate if the direct certification determinations are correct. If direct cartification documentation
does not contain the required information, record the students as miscategorized on the
Cartification and Benefit Issuance Error Worksheet, S-5. If any errars are noted, answer NO and
explain in the commants section.

Test the system of benefit issuancs, e.g., tickets, rosters, tokens by comparing a minimum of
every 10th name listed as a free or reduced eligible shown on benefit issuance documantation t0
the eligibility determinations. If more than 10% of the names are reviewed, record the procsdure
used in the commaents saction. Detsrmine the error rate by dividing the number of namas in error
by the number of names reviewed. Muitiply the resuits by 100 and indicate if it is 5% or more.

if 5% or more of the namaes are in error, indicate it the additional review included gither ail
remaining names on benefit issuance documentation, or a statistically valid sample. If using a
statisticaily valid sample, follow the instructions for statistical sampiing procedures in the
Coordinated Review Guidancs and retain documentation. Record all discrepanciss on the

Certification and Benefit Issuance Error ‘Worksheet, S-5.

Determine if there were changes in eligibility as a resuit of verification or resubmitted applications
during the review period. if changes were required and not made within the required timeframes,
answer NO. |f there wars no changes, indicate if the SFA has established procedures in plscs to
update eligibility by the required timsframes. Record all discrapancies on the Certification and
Benefit Issuance Error Worksheet, S-5.



[ e el p—

Bigihliity Cartification
Appilicatons and Direct Certification

201a. Reviaw of applications included:
All appiicstions; or
A statistically valld sample.

b. Warse ail applications approved correctly
for this school?

¢. Waere all direct cartfication
A determinstions correct for this sahool?

¥ NO to b. or c., axpiain.

Record ervars on tha Cardfication and
Benafit issuance Ervor Workshaet, 3-8,

2024. Did the review of 10% of the names on
the benafit issuanca documaent result in »
5% or grester esvor rate?

b. If YES, sdditional review included:

All names on the banefit issusnce
documant: or

Updating Elghilty

203. Ware changss in oighilty status
incressed no betar 3 epersting days




INSTRUCTIONS FOR S-3

301a.

302a.

303a.

304a.

305a.

DAY OF REVIEW

Observe and indicate whether an accurate count by eligibility category is taken at the point of
service or an approved alternate. To answer YES, the system must be based on an actuai count of
students served by category and must consistently yield correct resuits. A NO answaer is needed -
when an accurste count of meals by category is not observed. if second lunches or lunches served
1o insligibles were observed, record in S-1, 17.

Investigate the problem to determine if the causes are nonsystemic or systemic. Describe why the
problem was nonsystemic or systemic and the fiscal and corrective action recommended. (When
the reviewer is unable to identify actual number of meals incorrectly claimed and there is no
accurate count by eligibility category, the fiscal action required is recaiculation of the meal counts.)

Observe how the meal counts by category are obtained from each point of service and combined
for the total meal count by category for the school. Record on S-1, 14. Validate the meal counts
by type and record as reviewer’'s count for day of review on S-1, 14. Calculate the differences to
determine if the procedures used by the school ware accurate. If there were diffsrences between
the school's combined counts and the reviewer's combined counts, the question must be answered
NO.

Investigate to determine if the causes are nonsystemic or systemic. Describe why the problem was
nonsystemic or systemic and the fiscal and corrective action recommended. (When the reviewer is
unable to identify actual number of meals incorrectly claimed and there is no accurate count by
eligibility category, the fiscal action required is recalculation of the meal counts.)

Indicate if figscal action is needed based on the problems identified in 301 and 302. If there are no
problems, answer NA.

. If there are problems in 301 and/or 302 and fiscal action is not necessary, explain why in the

comments section.

If a systemic problem is identified on 301 or 302 which resuits in fiscal action, it will be necessary
to obtain information from Claims for Reimbursement for all affected claiming periods. Record
information from other claiming periods on Other Meal Claim Errors - Fiscal Action Required, S-8.

Evaluate prior 10 the meal service if all required food items are creditable and availsble. The school
should be advised and given the opportunity to add any missing item/component before the lunch
is served. If the missing item/component is added, answer YES but record the deficiency and
technical assistance which was provided in the comments section. The reviewer must observe that
food items/components are creditable and available throughout the meal service for sach serving
line. Indicate if all food items/components are available. A NO answer is required if an item is not
creditable or is not available,

If the school did not have all the required items/components available on sach service line, describe
the problem in the comments section.

Determine the numbaer of meals affected which are counted and reported incorrectly for
reimbursement. Record the number of nonreimbursable meals on S-1, 18 and S-7. If only one
menu is offered, all meals are affected. If two or more menus ars offered, refer to Coordinated
Review Guidance for further information.

Observe and indicate if all meals counted for reimbursement contain the required number of food
items/components. If the reviewer observes one or more incomplete lunches counted as
reimbursable, a NO answer is required.

If the school counted lunches which did not contain all the required items/components as
reimbursable lunches, dascribs the problem in the comments section.

Record the total number of lunches observed and the number of incompiete lunches counted as
reimbursable on S-1, 19. Incomplete meais in 304c. must not be included in 305¢.




Day of Review
Performance Standard 1 - Couvting and
Claiming

301a. Does esch type of food servics Une as
observed provide an accurste count by

aligibility category at the point of service
(or approved aiternate)?

b. ¥ NO, describe the problem and indicate
why the problem was:

Nonsystemic
Systamic ¢

302a. Wers ths lunch count totais by category
correctly combinad and recorded?

b. i NO, describe the problem and indicate
why the problern was:

Nonsystamic

Systamic *

303a. is fizscal action nesdad for problems
identified in 301. and/or 3027

b. i NO, describe reasons,
Performance Standard 2 - Meal Components

304a. Waere aft required food
items/components avaliable to ol
students participating in NSLP?

b. i NO, axpisin.

¢. Record the number migeing
items/componasnts on Sohool Data, $-1,
18 and School Workshest for Mamnu
Missing it tponent, 3-7.

308a. Did all cbsesrved bmahes daimed for
reimbursemant oantain the required
— mumber of food Reme?

b, ¥ NQ, axpiain.

c. Record number ocbserved and incompiets .
an School Daa, $-1. 19. e

i

." Response resuits in PS 1 Vicisdon. Reoord NO on SFA-1, 4.

S-3



INSTRUCTIONS FOR S-4

401a.

402a.

403a.

405a.

408a.

407a.

REVIEW PERIOD

Obtain a copy of the meal counts by category for each serving day of the review period snd compare it to the day of
review count. This comparison should be made to the numbaer of meais reportad by the school, prior to any daily
meal adjustments which may have been made by the SFA as a resuit of edit checks, stc. Howevar, if the reviewer
determined that a nonsystemic error occurred in the school’s day of review count, the validated counts on the day
review may be used. Evaiuate the counts and indicate if unreasonable ghifts occurred in the counts by category
from the review month to the day of review. O-4 can be used to record this information.

Determine and indicate if the explanation describes an acceptable meal count system.

Determine and indicate if the school clsimed more free meals on any day of the review period than the number of
students sligible for free meals, S-1, 13. This determination shouid be made using the number of maais reported by
the school, prior 1o any daily meal adjustments which may have been made by the SFA as a resuit of edit chacks,
etc.

If YES, determins if there was an acceptable explanation for sach day the free meals claimed were greater than the
number of free eligible. Answer NA if there were no days where the free meal count exceeded the number of
students eligible for free meals.

Determine whather there were any days in the review month where the free maeal count exceeded the attendance
adjusted free eligible. To determine this, muitiply the number of students eligible for fres meais as determined in
S-1, 13 by the attendance factor in S-1, 5. Round to the nearest whole number. Compare the number of free meais
claimed each day of the review period to the number of adjusted free eligible.

If YES, indicate if there were 50% or more of the serving days in the review period when free claims axceeded the
number of attendance adjusted free sligible. Answer NA if there were no days where the free meal count exceeded
the attendance adjusted free students.

If YES, determine if there was an acceptable explanation for each day the fres meals claimed were greater than the
number of attendance adjusted free eligibles.

Examine the patterns of the reported counts of free, reduced and psid mesis for the review period and indicats if
counts are questionable for the population of students participating in the school’s lunch program.

indicate, after considering the explanation provided, if the patterns indicate questionable meal count practices.

Determine and indicate whether the SFA correctly used the counts by category in the Claim for Reimbursament.
Part of this evaluation will depend on information obtained at the SFA level. O-4 can be used to record this
information. Record the school’s reported meal counts by category and the SFA’s claim for this school in S-1, 15.
If the school submits one monthly claim period report, validate the entire month by summing the daily totais by
category. (Record the results in §-1, 15.) If the school submits other than a monthly claim period report, validate
one of the school's report submissions, i.e., daily, weskly, bi-weekly. Combine the validated count with the other
reports for the review period and record the results in S-1, 15. If the validated count is different than the school
reported count, investigate and determine if the SFA cor-ectly clsimed meal counts for the school. If the validated
count is ditferent from the SFA claim for this schoal, record the difference in S-1, 15. Answer YES if the validated
count matches the SFA‘s clasim for this school, If the review validsted lunch count did not match the SFA’s claimed
lunch counts answer NO and describe the problem.

Investigate to determine where the problem occurred and if the causes sre nonsystemic or systemic. Describs why
the problem was nonsystemic or systemic and the fiscal and corrective action recommended.

If YES, describe the fiscal action to be taken including the time period covered. When the reviewer is unable to
identify actual meais incorrectly claimed and there is an unacceptable mesl count practice in the review month,
recalculation is required. |f 3 systemic problem is identified which results in fiscal action, obtain information from
Claims for Reimbursement for all affected claiming periods. Record information from ather claiming periods on Other
Meal Claim Errors - Fiscal Action Required, S-8. Answer NA only when no problems were identified in 401 - 405.

If thers are problems in 401 - 405 and fiscal action is not necessary, sxplain why in the comments section.

Obtain a copy of the menu records and determine if all required food items/components were offered on each m.
day of tha review period.

If a menu is deficient, investigate to determine it the menu occurred in other claiming periods and expiain in the
comments section. Record the menu, missing food item/component and numbar of meais claimed for reimbursement
that were affected for the review period on the School Worksheet for Menu Missing Iitem/Component, S-7. Record
deficient menus and meal count for other claiming periods on Other Maal Claim Errors - Fiscal Action Required, S-8.



COORDINATED REVIEW FAVIOL
, CRITICAL AREAS OF REVIEW
. mm

COMMENTS

W PETS P

Performance Standard 1 - Countng and
Claiming

401a, Are lunch counts by category for the
review period reasonable compared to
wunch counts for the day of reviaw? If
NO. obtain the schooi’'s sxpianation and
record In the commaent section.

b. Does this axplanation describe an
scceptable maeal count system?
402s. Wars thers any days when the free

lunch count axceaded the number of
free eiigible students?

b. ¥ YES., was an accsptable explanaton .
available for each day?

403a. Ware there any days when the fres
unch count excesded the number of
sttendancs adjusted eligible studants?

b. i YES, was it 50% or more of the
serving days?

i c. it YES, was thare an mtﬂh.
. explanstion?

404s. Waera there patterns in the free, reduced
or paid lunch counts which appesr
questionable? |f YES, obtain the
school’s explanstion snd record in the w
commant section. “

b. After considerstion of this sxplanation, .
do the pattems indicate questionable

maal count mﬂ_@g?

405a. Waere the knch counts by category
correcty used in the Claim for

Reimbursamaent?
r b. ¥ NO. axplain and indicets wity the

problem was:
Nonsystemic
Systemia °*

408s. s fiscal scton neaded for problems
identified in 401. through 4087

. i NO, describe reasons.
Performance Standard 2 - Mesl Compnans

407a. Did menu racords or other
. documantstion for the review pesiod

indicate that sl required food
items/componants waere offered?

b. 1 NO, sxpiain and record on the School
Workshest for Menu Missing

“-“’c e * &7

mmnn 1 Vislasan. n—nm-lu-\.
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ASCAL ACTION
INSTRUCTIONS FOR COMPLETING S-5,
CERTIFICATION AND BENEFIT ISSUANCE ERROR WORKSHEET .

Before fiscal action can be calculated, the number of serving days in error must be computed for the following
PS 1 Violations:

F—~R
F~D
R-D

Either the student’s actual dsily participation or the number of serving days the student could have participated
can be used. If actual participation is available for only some students, refer to the Fiscal Action section of the

Coordinated Revisw Guidance for asaistance.

It the error affects two fiscal years (FY), the number of days for the period July-September must be computed
separately from the number of days for the October-June period.

1. When actusl participation for all students is not availsble, use the school’s calendar and compute the
number of serving days in error for sach student. Calculate the number of days from the beginning of the
review period or approval date within the review period, whichaver is later, to the date of corrective action
or date inactive. Record the number of days, for each student, in the appropriate FY column on §-6, under
NUMBER OF SERVING DAYS IN ERROR.

2. When actual participation for ail students is available, record the number of days the student participated.
Start from the beginning of the review period or approvsi date within the review period, whichever is later,
to the date of corrective action or date inactive, in the appropriate FY column on S$-5, under NUMBER OF.
SERVING DAYS IN ERROR.

3. If the error has not been corrected, compute the number of serving days in error, from the date the error
occurred (START DATE OF ERROR column) through the end of the school yesr, for each student. Record
the number of days, in the appropriats FY column on S-6, under NUMBER OF SERVING DAYS IN ERROR.

4. Total the number of days for each of the PS 1 Violstions (F<R; F~D; and R-+D) by fiscal year and record
on the appropriate lines (7 through 9 or 11 through 13) on S-6.

FA-INS-2










INSTRUCTIONS FOR 5-6
PERFORMANCE STANDARD 1 - MEAL ERROR RATE DETERMINATION

Compiste the estimate or actual column for ail schools where any eligibility certification, benefit issuance or
updating eligibility errors are identified and recorded on S-5.

ESTIMATE: Use of the estimate procadure provides an immediate meal error rate with a minimal amount of
calculation. It is not necassary to count the number of serving days for each student in emror to use the
astimate procadurs.

1.  Using the information from S-5, 1 enter the total number of free students identified with a PS 1
Violation. From S-5, 2 enter the total number of reduced prics students with a PS 1 Viciation.

2.  Enter the number of serving days in the review period from S-1, 6. Muitipiy the number of serving
days times the number of free and reduced price students with a PS 1 Violation.

3. Enter the product of line 1 x line 2. This is the maximum number of lunches in the review period for
students with PS 1 Violations. Add the number of free and raducsd price lunches and enter in the
column, Number of Lunches Claimed Incorrectly on SFA-1, 4,

4. Enter the average daily participation factors from S-1, 18. Uss the appropriste free snd reducsd
factors in the corresponding column, free or reduced. Muitiply the ADP factor times the total number
of serving days in the review period with eligibility certification, benefit issuance and updating
aligibility errors.

§. Enter the product of line 3 x iine 4. This is the adiusted number of lunches incorrecty claimed.

6. Add the adjusted numbaer of free lunches and the adjusted number of reducad price lunches. Record
the sum of thass numbaers.

7.  From S-1, 15 (SFA Claim for this School for Review Period) enter the total free piug reduced price
lunches claimed.

8. Divide the adjusted number of fres gjus reduced price lunches incorrectly claimed (8) by the total
number of free giys reduced price lunches claimed for the review period {7) and muitiply by 100,

Round t0 1 placs beyond the decimai (example: 8.75 = 8.8) and record the percemt of lunches
claimed incorrsctdy for this school in $-8, 8 and on SEA-1, 4. Do not round 9.95 - 9.99 w0 10.0.

ACTUAL: The actual procadurs is used after the SFA/school has taken corrective action on missing social
security number or Missing aduit signature erors.

3. Usinqmoinfomtionfroms-s.aw4(F—Rpu3F-m.mmMmmMofhmm
error for the review pariod in the free column. Follow the same procsdure for reguced using $-5, $
and 8. lfmmmdhmmmm“ismm:wmdmm.
laave blank.

4. Enter the sverage daily participation factors from s-1, 16, Use the sppropriste free and reducsd ADP
factors in the corrasponding column, Frea and Reduced. Muitiply the ADP factor times the actual
number of serving days in the review period with eligibility certification, benefit issusncs snd upciating
sligibility errors. !f participation data is obtained for each student listed, leave blank.

S. Enurmmofmax-m4gmwwummmwm

6. Addmommbnofmmmwmmmdmmm Record the sum of these
numbers in the column, Number of Lunches Claimed Incorrecty on SFA-1, 4.

7. From S-1, 15 (SFA cummmsmmnmmrmmmmmmm .
lunches claimed.

8. Dim-mmmwofﬂnmmdmnlmimmmmbvmcmunmnbuof
free plug reducad price iunches cisimed for the mview pariod (7} and muitiply by 100, Round to 1
place beyond the decimal (example: 8.7% = 8.8). Recoid the percent of lunches claimed incormreatly
for this school in S-6. 8 and on SFA-1, 4. Do not round 9.95 - 3,99 t 10.0.



COORDINATED REVIEW
. PERFORMANCE STANDARD 1 - MEAL ERROR RATE DETERMINATION

Sample ()

Estimate

NA [].

4, Aversge dally participstion fsctor from $-1, 16,

Free Reduced Free Reduced
From $-8, 1 | From 3-8, 2
1. Total number of students with erors contributing to a
3 1 violation.
x x
2. Numbaer of serving days in review period from S-1, 6.
From $-8, 3+4 | From 88, 8+
3. Maximum number of Junches for students with errors = =
contributing to a PS 1 violstion,
x x x

8. Adjusted number of lunches incorrectly clsimaed.

6. Adjusted numbar of free plus reduced price lunches
incorrectly clsimed. I

g
7. Total number of free piys reduced price lunches claimad +
for the reviaw period from $-1, 18.

100 =
8. Percent of iunches claimed incorrectly for this school.

S-8 H - 30.11




INSTRUCTIONS FOR S-7
SCHOOL WORKSHEET FOR MENU MISSING ITEM/COMPONENT
This worksheet shouid be usad to record information for the day of review and/or review paeriod if a

menu is identified which does not contain ail of the food itams/components t0 mest meal pattem
requiraments.

DAY OF REVIEW: If the manu(s) for the day of review contained all required food
items/components for the entire meal service and no problems were noted, check 1 NA.

If a deficient menu was identified at the beginning of the meal service or all items/components
ware not available throughout the entire meal service, compilets the following:

1. Record the menu which was missing an item/component.

2. Record the missing item/component.

3, Determina the number of lunches counted as reimbursable which were missing the
item/component because of the deficient menu. Record the total number of lunches which

waere affected.

4, 5, 6. If possible, record the number of lunches missing the itam/component by category: free,
reduced and paid.

Record the total lunches atfected by the deficient menu on the day of review on $-1, 18,

REVIEW PERIOD: !f menus for the review period indicate that all required food itemas/components
waere available, check (v] NA.

If one or more menus were identified which did not contain all of the required items/componenms,
compiete the foilowing:

7. Enter the date of the menu which was missing an item/component.
8. Record the deficient menu.
9. Record the missing itemy/component.

10. Determine the total number of lunches claimed as reimbursable which wers missing the
itam/componant.

11, 12, 13. If possible, record the number of lunches ciaimed as reimbursable which were missing
' the item/componant by catagory: free, roduco_d and paid.




COORDINATED REVIEW
. SCHOOL WORKSHEET FOR MENU MISSING ITEM/COMPONENT

oens e

et

Day of Review NA L]
1. 2. Number of Lunches Missing item/Componant
3. By Category
Missing g
Meanu ftemn/Component Total 4. Froe 5. Reduced 8. Pad ]

Review Period

7 8 ’ Number of Lunches Missing item/Component
10 By Category :
Migsing
Date Menu item/Component Total 11. Free 12.Reduced | 13. Paid
‘ LY
TOTAL

S-7 H -~ 30.1m




INSTRUCTIONS FOR $-8 _
OTHER MEAL CLAIM ERRORS - RSCAL ACTION REQUSRED .
All errors identified during the review must be corrected. Record ail idemtified errors which
occurred in other ciaim periods or review period errors, not praviously recorded. These errors do
' not contributs to the PS 1 Violation threshold, but are subject to fiscal action.
1. Check [v] NA it errors were not identified in other claim periods.

2. SFA, School - If the form is being used to record only SFA errors, enter NA for the school. If
used to record school errors, enter school namae.

| COLUMN
A identify where the error occurred. Entsr SFA or S (school). For menu missing

item/component for achools that were not reviewed, record each school’s meal counts
saparately or record the total for the SFA.

B Record the claim period affected by the error.
c Indicate the type of error, including date of error.
D Record the numbaer of meals claimed for reimbursement by the SFA for the school. If the
errors accurred at the SFA, entsr the total number of meails claimed for reimbursement.
E Record the number of validated meal counts by catagory, when appropriate.
F Calculate the difference between column D and column E. .




COORDINATED REVIEW

OTHER MEAL CLAIM ERRORS - ASCAL ACTION REQUIRED

Describe Type of Error

Number of Lunches

Sef

SFA or
hool Data

Dats

- §v A ™

n Fe @

PO . U S

H

T

""ﬂ"‘l""ﬂ"‘."""“

H - 30.1n




INSTRUCTIONS FOR G-1 .
GENERAL AREAS OF REVIEW

indicate by a check (/] in the upper right hand comaer if the form is being completed at the 3FA

lavel or tha school level.

Enter the name of the SFA. If the form is being compisted at the SFA, indicate "N/A" in the

“School” block. If the form is compieted st the school level, enter the name of the school baing

raviewed in the "School” block. If a singie school SFA is being revieawed, it is only necessary to

complete one form.

The raviewsr must answar the guestions based on visual obsarvation and/or written documentation

as appropriste. All deficiencies and explanstions must be described in the comments section.

FREE AND REDUCED PRICE PROCESS

501. Review copies of all letters/notices/forms used by the SFA/school in the application process
to determine that they are those contained in the approved policy statement. Determine i

procadures described in the policy statement to distribute and accept sppiications, collest
payments from children, and conduct hearings are implementsd as approved.

502. Observe and evaluats, where possible, aspects of the meal count/coliection systsm to
ensure that there is no overt identification of free and reduced prics meal recipients.
503. Evaiusts the verification procass to determine if all regulatory requirements are met.

504. Determine i houssholds for whom benefits wars reduced or terminated were given written
notics 10 calendar days prior to the change.

505. Revisw deniad applicstions to detarmine if properly denied. Recard efrors on the
Cartification and Benefit issuance Error Workshest, S-8.

MEAL PATTERNS

601a. Observe all point of sarvics lines to determine whather portion sizes served mest the
quantity requirements.

b. If it appears that inadequate portion sizes are served, review school’s documentation and
procsdures to determine if it is a consistent practica.

802. Determine if lowfat unflavored and whole mik were available throughout the serving period
on all serving lines. ‘ )

803. if the school/SFA has offer versus serve, determine if it has been properly implamantad in
the schoois reviewed.

required is met for each week of the review period.

604. Review menus and determine if the minimum number of servings of bread/bread altemate .




Free anad Raduced Price Process

501. s the policy statement implermented as
appraoved?

502. Doas the system as implementad
(reviewer observation) prevent overt
identification of students receiving free
and raduced price benefits st meal
service or at any other time?

$03. Was tho verification procass
completed according to raguiatons?

S04. Waere letters of a potential reduction in
benefits sent to families with students
in this school es required?

205. Ware any sppiications denied
incorrectly?

Record errors on the Certification and
Genefit issuance Ervor Workshest, S-6.

Meal Pottems

601a. Do the pordon sizes sppear 10 mest
the minimum meal pattem
requirements?

b. I NO, doss & review of records and
procedures indicate that recquired
amounts of food were available for
sarvice for sach day of the reviaw

period?

802. Waere lowfst unflevored and whaole milk
nmmmmm
on ol serving Bnes?

€03. g offer versus serve properly
implamentad?

604. Did the number of servings of
tresdi/brand siternate meet the

minimum weaekly requiremnent?

G-t




INSTRUCTIONS FOR G-2

CIVIL RIGHTS

#01 - 708.
Determine, based on the answers to the quastions in this section, if program benefits sre
made available and provided to all children without discrimination on the basis of their racs,

color, national origin, sex, age, or handicap, and that the SFA sseks to reach all pordons of
the popuiation.



CCORDINATED REVIEW
. GENERAL AREAS OF REVIEW

m-

Civll Rights

701. Is a USDA/FNS spproved poster
displayed in » prominent piace and
vigible to recipients?

702. s the correct nondiscrimination
statement included on appropriate
program materisis?

703. Has the SFA or State sent out & public

release 10 COMUNMUNIty/grassroots
organizstions?

704, Ase foreign language transistions
svailsble when a significant number of
persons spesking only » foreign
. language Is in the populstion?

708a. Are procedures established to receive
compinints slleging discrimination?

b, Have thera baen any written or varbal
: compiaints alleging discrimination?

¢. f YES, have theas compilaints bean
reported to the State agency?

708. Do admission procedures used restrict
envolimant by mincsity persons?

707.  Are incorrecty donled free and
reduced price sppiications
MMMGIM
spplicationa?

708. Ars handicapped students provided
program banefits as prescribed by
. regulstions (including specisl dietary
neads), as sppropriste?

COMMENTS

H- 30.1p




INSTRUCTIONS FOR G-3

MONITORING RESPONSIBILITIES

801a.

802a.

Examine the dacumentation of the on-site raview of the reviswad school to determine if the
SFA had monitorad the reviewed school’s counting and claiming procedures by February 1.

Daetarmine if there ware errors in the maal counting and claiming procsdures for the
reviewed school that required corractive action.

If errors waere identifled in the maal counting and claiming procsduraes for the reviewed
school, detarmine if an on-site follow-up review was conducted within 45 days to ensure
that corrective action was implsmented.

. Ravisw documented carractive action to detsrmine if deficiencies cited ware successfully

corrected.

Determine if a comparison is made of each reviewsd school’s daily free, reduced price. and
paid meal counts to the number of children currendy eligible for fres. reduced price, and
paid meais, respectively, times an attendancs factor prior to the submission of a Claim for
Reimbursement. If a8 comparison is made using an aitemats method, describe the mathod
used in the commants section.

. Detarmine if the SFA has svalusted the daily counts for reasonablensss prior 10

consolidation if they excsad the attendance adjusted eligible edit check.

REPORTING AND RECORDKEEPING

901.

902.

Detarmine i the SFA preparss and submits reports as required.

Datarmina it the school/SFA is retaining the approprists records regarding program
management for 3 years atter the final Claim for Reimbursement for the fiscal year or untl
resolution of any audits.




COORDINATED REVIEW

| eevewansas  [ves | no | wa

Monitoring Responsihilities

801as.

802a.

b.

Was the on-site review of the maal
counting and claiming procedure
completed prior to February 17

Was corrective action of the maal
counting and claiming procedure
required?

H YES, was a follow-up review
conducted within 45 days to ensure
that the school implemented corrective
action?

Does documentation indicate that
cofractive action was successful?

Prior to the submission of a claim, are
attendance adjusted sligibles (or an
siternate spproved by the State
agency) by category compared to dally
meal counts for each school?

Have daily counts that axceed the
sttendance adjusted siigible edit check
{or siternats approved by the State
sgency) been evaluated prior to
consolidation? i NO, axpiain.

COMMENTS

SlidX

~ £ ais

o

e

901.

902.

Reporting and Recordkeaping

Waere reports submitted s required to
ths Stxts sgency?

Are records maintsined for 3 yesrs
stter the fingl claim for reimbursement
tor tha fiscal yesr or until resolution of
any sudits?

G-3

H - 30.1q




COORDINATED REVIEW OPTIONAL
. CONTACT SHEET FOR SFA

SFA: Date:

Address of Central Offica:

Superintendent/Administrator:
Food Service Representative: Telaphone Numbar:

Check /] where each of the following activities ccours, ¥ spplicshie: SFA School '

Application Approval

Appiications Maintsined

Direct Cartification

Direct Cartification Records Maintained

Verification Conducted

1 Verification Summary Records Maintained
Menu PManning

| et Chooks

I ImmwdeAw
| EwmceConfesnce Exit Conference

Date: Date:

Location: Location:

Names /Titles of Attendess: Namaes/Titles of Attendess:
Commaents: Comments:

H - 30.1r




INSTRUCTIONS FOR 0-2
SCHOOL SELECTION WORKSHEET

Enter the name of the SFA in the space provided. .
Record the month used in collecting data for school seiection.
COLUMN

A Indicate the type of school, E - Elamentary (serving lunchas to any grade pre-school through B8),
- § - Secondary (serving lunches to any grade 9 through 12) or C - Combination (serving lunchas to any
combination of elementary and secondary grades).

8 List the namas of aill of the schoois in the SFA participating in the NSLP.

C. The number of serving days for each schooi for the month seiected.

D Enter the highest number of free eligible for sach school.

E Enter the number of free lunches claimed for the month ssiected.

F Calculate free ADP by dividing the number free claimed (E) by the number of serving days (C). Round the
ADP to the nearest whoie number.

G Caiculate the percsnt free participation by dividing the free ADP (F) by the number fres eligible (D). Round
to three (3) decimai piaces and muitiply the resuit by 100,

H Indicate the reason for selecting the schools for review.

Number of Schoois
in the School of Schoois
Food Authority

Minimum Number

41 to 60 -1
81 to 80 8
81 t0 100

Determine the minimum number of schools to review using the tabie below. .

21t 40

; * 12 pius 5 percent of the number of schoois over 100. Fractions must be rounded to the nearest whole number. |

101 or More

,
|

All schools with a free average daily participation of 100 (column F) or more and a free participation fsctor of
100 percant (column G) or more must be reviewed.

Selection of additional schools to meet the minimum number of schools to review must ba based on the following
criteria: '

Elementary schools with a fres ADP of 100 or more and percent fres participation of 97% or more;

Combination schools with a free ADP of 100 or more and a percent free participstion of 87% or more; and
Secondary schoois with a free ADP of 100 or more and a percent free participation of 77% or more.

If the minimum number is not met, the State agency must select the remaining schools based on its criteria
These criteria may inciude: .
low partcipation schoois

recommaendations from a food sarvice director

findings from the on-site visits or the claims review process

any school in which the daily Iynch counts appear questionable
identical or very similar claiming partems




Free
ADP

| =+ ()

a.

ADP%
F =+ (D)

Rasson for Selection

PAGE os

H - 30.1s



JULY AUGUST SEPTEMBER
$ M T W T F S $ M T W T F S S M T W T F S {
1 2 3 4 1 1 2 3 4 § ,
5 6 7 8 9 10 1N 2 3 4 5 6 7 8 g€ 7 8 9 10 11 12 |
12 13 14 15 186 17 18 9 10 11 12 13 14 15 13 14 15 16 17 18 19 !
19 20 21 22 23 24 2% 16 17 18 19 20 21 22 20 21 22 23 24 25 28 |
26 27 28 29 30 31 23 24 25 26 27 28 29 27 28 29 30 ,
30 3 !
OCTOBER NOVEMBER DECEMBER
$ M T W T F S $ M T WT F S $ M T WT F S
1 2 3 1 2 3 &4 85 68 7 1 2 3 4 8 ;
4 5 6 7 8 9 10 8 9 10 11 12 13 14 6 7 8 9 10 11 12
17 12 13 14 18 18 17 1 16 17 18 18 20 21 13 14 18 18 17 18 19
18 19 20 21 22 23 24 22 23 24 25 28 27 28 20 21 22 23 24 28 28
25 28 27 28 29 30 31 29 30 27 28 29 30 3%
JANUARY FEBRUARY MARCN
S M T WT F § $ M T W T F S § M T W T E §
12 1 2 3 4 85 8 1 2 3 4 85 &
3 4 § 6 7 8 9 7 8 9 10 11 12 13 7 8 9 10 11 12 13
10 11 12 13 14 18 18 14 18 18 17 18 19 20 14 15 16 17 18 19 20
17 18 19 20 21 22 23 21 22 23 24 28 28 27 21 22 23 24 25 26 27
24 25 28 27 28 29 30 28 28 29 30 N
31
APRL MAY JUNE
S M T WT F S M. T W T F S S M T W T F §

H - 30.1t




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY

FINANCIAL MANAGEMENT

GENERAL AREAS OF REVIEW

SFA:

Date:

REVEIW AREAS

SFA |SCHOOL{ N/A

COMMENTS

905. LOCATION OF RECORDS

(Check Appropriate Box)

A.

C.

D.

Gl

WVDE 43-10-32 (Annua! Report)

WVDE 43-10-30 (Claim for Reimbursement)

WVDE 43-10-30S (Daily Record of
Program Operations)

WVDE 43-10-31 (Monthly Financial)

Verification Summary
Policy Statement

Sponsors Agreement

Food and Supplies Inveniory
Donated Foods Inventory
Equipment |nventory
Equipment Depreciation
Policies of Operation Handbook
invoices

Payrol |l

Shared Costs

Invested Funds

Audit Reports - Internal
Audit Reports - Independent

Sponsor Monitoring Reports

8378q
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COORDINATED REVIEW
State Agency Addendum-

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA:

Date:

REVE!IW AREAS

YES

N/A

COMMENTS

904.

905.

907.

Is the School Food Authority (County

Are

A.

Board of Education) centralized?

food service funds separated by:
Bank Account

Ledger or Project Code

provisions made for accounting of:

Sumver Food Service Program Funds

Nutrition Education and Training
Funds

A La Carte Breakfast Funds

MI1k Funds

Who initiates the acquisition of
goods and services?

Who receives the invoices for
paymant?

Who evaluates expenditures to
determine that they are allowable
and/or proper program costs?

Who properiy categorizes or codes
the program related expenditures?

Does the SFA use formal bidding

procedures for food service purchases

in the aggregate of $10,000?7

Are documented informal or formal

bidding practices used for purchases

under $10,0007

8578q

H - 30.lee




COORDINATED REVIEW
State Agency Addendum
SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA: Date:

REVE IW AREAS YES NO | N/A COMMENTS

908. A. If centralized, how often is the food
sorvice account reconciled? By Whom?

B. What is the dollar vaiue of invested
food service funds?

C. What is the dollar value paid fram
county funds for:

|. Labor

2. Other (specify)

909. A. What is the Fiscal Year end of the
most recent Audit Report?

B. Does the audit disclose any material
weaknesses or findings related to
Chiid Nutrition Programs?

C. If so, have the findings or
weaknesses been corrected?

8378q G-6
H - 30.1ff



COORDINATED REVIEW
State Agency Addendum -

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
‘ GENERAL AREAS OF REVIEW
SFA: Date:

REVEIW AREAS

SYSTEMS ANALYSIS

910. Describe the system for handling disbursements (including time frames and names of responsible persons)
of the reimbursements received.

. Describe the system for receiving the WVDE 43-10-30S, Daily Record of Program Operations from
each school. (Participation)

912. Describe the system for consolidating or preparing the WVDE 43-10-31, Monthly
Financial Report (incliuding time frames and names of responsible persons).

913, Describe the system for preparing the WWDE 43-10-30, Claim for Reimbursement (including time frames
and names of responsible persons).

8378q 6 -7
H - 30.1gg



COORDINATED REVIEW
State Agency Addendum”
SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

FA: Date:

REVE IW AREAS

EVALUATION

NOTE: To be completed by State Agency Staff (Based on the previous year‘'s Annual Report).

914, Three months operating cost

Net Cash Resources

Do net cash resources exceed three months operating costs?

If s0, is there an approved plan to reduce the net cash resources on file at WDE?

. Are net cash resources less than one months operating costs?
If so, what provision is made for meeting expenditures?

915. Indirect cost earned by sponsor

Indirect cost reimbursed to sponsor

Did the sponsor overcharge the Food Service Program for indirect costs? YES — NO

916. Cost per meal: Breakfast Lunch

Do the meal costs appear Low, Average or High?

917. Are commodities included in the food cost 1) at value or 2) at cost.

918. Are physical inventories taken ) monthly 2) yearly or 3) not taken?

8378q G-8
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COORDINATED REVIEW
State Agency Addendum
SCHOOL
GENERAL AREAS OF REVIEW

. H School:

REVEIW AREAS

919. POINT OF SERVICE

" A. Record the method used for determining the number of meals served by category. (Point of service
method used)

B. What alternate method woulid be used if the current method failed or could not be used?

C. Does the system:
{) prevent overt identification?

2) ldentify non reimbursable meals? (adults, and students meals, student teachers, etc.)

B378q -9 H - 30.1ii




COORDINATED REVIEW
State AMgency Addendum

G.

SCHOOL
GENERAL AREAS OF REVIEW
. School:
REVEIW AREAS
920. MONITORING
Has the school been monitored by the School Food Authority? Yes No
If yes, date of review
If no, date scheduled
Reviewing official Title
921, INTERNAL CONTROL

Who receives school lunch program money? (Children's payments, adult payments, extra milk,

reimbursemant check.)

Nome and position of persons coflecting money:

Name Position
Name Position
Name Position

Name and position of person responsible for totaling and documenting money collected:

Name Position

Name and position of person responsible for making the bank deposits of food service money col fected:

Name Position

How often are the bank deposits made?

Daily Weekly Monthly Other (specify)

Is a Food Service Equipment Inventory on file at the school?

If so, does it reflect the proper expensing of equipment?

8378q

G- 10
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COORDINATED REVIEW
State Agency Addendum
SCHOOL
GENERAL AREAS OF REVIEW

' School :

REVE!W AREAS

922. CASH MANAGEMENT

- A. Does the sponsor have a cash reconciliation system which reconciles cash collected with meal
counts as recorded? Yes — No

8. How often are cash coliections reconcifed with meal counts? Daily, Weekly, Monthy or
other

C. Are discrepencies documented?

D. Does the system safequard cash, tickets, tokens, 1D's, etc, from loss, theft or misuse?

923. Is the food service account reconciied with the periodic bank statement?

924, |f a petty cash system is used, is it accounted for properly?

925. If other foods are being sold during the instructional day, are the local revenues from these sales
being accounted for?

Explain.

8378q ¢ -1l H - 30.1kk



(3()()ltl)lrilNI]El) REVIEW
State Agency Addendum -

GENERAL AREAS OF REVIEW

SCHOOL

MEAL QUALITY

SFA:

Date:

REVEIW AREAS

YES

N/A

COMMENTS

605.

607.

609.

Is drinking water available to students
in the dining area?

Do production records for the review

- period indicate sound record-keeping

practices?

A.

Are product fact sheets or Child
Nutrition labels available for all
processed credible food items served
during the review period?

If ves, do records indicate that
planned portions met quantity
requirements for the review period?
Has a plan been developed to address
"USDA Nutrition Guidance of Child
Nutrition Programs,” (Dietary
Guidelines) in preparing and serving
meals?

If yes, what action has been taken to
implement this pian?

serve whole grain foods
serve fresh fruit/vegetable often

use school prepared recipes
instead of processed foods

remove salt shakers from serving
line

control use of condiments
serve beans often

use lower fat meat/meat alternate
choices

modify recipes to lower fat,
sugar and salt

other

Is there evidence that students' energy
needs are not being met? If yes explain.

8672q
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COORDINATED REVIEW
State Agency Addendum

SCHOOL
SCHOOL ENVIRONMENT
GENERAL AREAS OF REVIEW
SFA: School
REVEIW AREAS YES | NO N/A COMMENTS
1000. Is adequate time provided for:
Breakfast? 1f no explain.
Lunch? If no explain.
1001. Does the dining area encourage student
participation? (clean, well-maintained,
attractive, social acceptability, seating
capacity)
1002. Do administrative practices encourage
student participation (wait-time, super-
. vision, scheduling, menus disseminated)?
1003. Is the sale of non-nutritious food
prohibited? If no explain.
1004. Are other food sales prohibited in the
school dining area during funch?
1005. Is current nutrition information
disseminated? If ves, explain.
1006. |Is there evidence that the school
community is involved in nutrition
policies and practices? |f yes explain.
8672q G-~-13
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COORDINATED REVIEW
State Agency Addendum
FOOD SERVICE MANAGEMENT COMPANY
GENERAL AREAS OF REVIEW

. Date:

REVEIW AREAS

FOOD SERVICE MANAGEMENT COMPANY

I. Are all expressiy-required contract criteria stated in the Food Service Management Company Agreement?
(see checklist)

2. Describe the method used for determining the unit meal charge stipulated under the contract.

®

3. Was competitive sealed bids or formal advertising used in contracting with the Food Service
Management Company?

4. Are the federally donated commodities received by the School Food Authority and made a{rai {able to the
Food Service Management Company used only to the benefit of the school's feeding operation and
utilized therein?

®

83780 G- 14 H - 30.1mn







ASCAL ACTION
GENERAL INFORMATION

he Fiscal Action Forms included in this package are:
-1 A . - This form is used for sach school raviewad. The form containg three

sactions:

Certification and Benefit Issuance Errors;
Mesal Count and Component Errors which is used for errors not requiring recaiculation; and
Calculation Summary which summarizes the previous two sections and includes the amount of any racaiculation.

FA-2, SUMMARY - CERTIFICATION AND BENEFIT ISSUANCE ERRORS - Use this form to summarize the Certification
and Benafit Issuance section from ail of the individual school reviews. This form will pravide the total overciaim for
these errors for all schoois reviewad and provide meai count adjustment data.

FA-3, SUMMARY_ - MEAL CQUNT AND COMPONENT ERRORS - Use this form to summarize the Meal Count and
Component Errors section from ail of the individual school reviews. This form will net individual school overcisims ana
underciaims and provide meal count adjustment data.

EA- A - This form is used when recaiculation is necassary becauss accurste
counts by category are unreliable, but the total meal count is reliable.

FA-5, FULL RECALCULATION WORKSHEET - This form is used when recaiculation is required becauss the counting
system used by the raviewed school is unreiiable.

A-8, F | W - - This form is used for SFA errors and computing the
total SFA {SFA and reviewed schools) overclaims and undercisims and meal count adjustments.

.A-? Fi ACTION W - ' - This form is used to allocate ineligible
meals, incompiete meais and Menu Missing item/component errors, by category.

2. The following review forms are needed to compiete fiscal action:

SFA-2

S-1 (for sach school reviewaed)

$-5 (for sach school reviawed)

S-7 (for sach school reviewed)

$-8 (for sach school reviawed and the SFA)

3. $-5, Certification and Benefit Issuance Error Worksheet must be compieted before caicuisting fiscal action. Refer to
FA-INS-2 for information on how to compiete this form.

4. Use a copy of FA-7 to allocate total meals into categories for ineligibie meals, second meals, incompiete mesis and
menu missing item/component &mmors.

5. Participation factors and participation rates are used in certain caiculations. The procsdures used to caiculate
participation rates are included in the instructions for FA-4, Partial Recalcuiation. Instructions for caiculsting a
participation factor is included in the instructions to $-1, 16. f Full Recalcution is required, refer to the Fiscal Action
section of the Coordinated Review Guidanca.

8. A plus sign (+) represents an overciaim and a negative sign (-) represents an undercisim on the fiscal action forms.

.loundinq Instructions: Carry all calculations to 4 decimal places and round back to 3 places using standard rounding
procedures, i.e., round down for numbars ending in 0-4 and up for numbers ending in 5-9, except dollar amoums
which are rounded to the nesrest wholes cent and mesis which are rounded to tm'n-rnt whole masl,

8. 26 Differential: The fiscal action forms require the full rate of reimbursement (Section 4 plus Section 11) in some
computations. in those cases where 3choois recsive the additionsl 2¢ Section 4 reimbursament, the higher rate of
reimbursement must be used. H - 30.1v

FA-INS-1



INSTRUCTIONS FOR FA-1
SCHOOL FISCAL ACTION WORKSHEET

Complete one sheet for each school reviewed. If fiscal action will affect two fiscal years (July-September and .
October-June), a separate form for each fiscal year must be completed for each school.
Complete S-5, Certification and Benefit Issuance Worksheet before compieting this saction. If partial or full
recalculation is required, follow the procedures outlined in the Coordinated Review Guidance to avoid unjustified
ovearclaims.
1. A.D.G. If actual participation was used on S-5, leave blank. Use S-5, lines 7-9 for the prior

fiscal year and lines 11-13 for the current fiscal year and record F-R days in 1A; F~+D

days in 1D; and R-D days in 1G.

B,E.H. If actual participation was used on S-5, leave blank. Foilow the guidelines for
Participation Factors (PF). Record the Free PF in 18 and 1E, and the Reduced PF in 1H.

C,F,l'. Muitiply: 1A by 1B and record the resuits in 1C; 1D by 1E and record the resuits in 1F;
1G by 1H and record the resuits in 11. If actual participation was used on $-6, record
the number of meais under the appropriate column.

2. Record the Section 11 Free rate in 2B and the Section 11 Reduced rate in 2C.

3. Multiply: 1C by 2A and record the resuits in 3A; 1F by 2B and record the resuits in 3B8; 1| by 2C and
record the resuits in 3C,

4, Seif-axplanatory. item 4 is always an overciaim.

Complete lines 5 and 6 only if the school does not or cannot correct errors found on the day of the review. Do
not complete line 5 if full recaiculation includes the day of visit. .

5. Use S-1, 14. Record the differences in the appropriate category(ies).

6. Use S-1, 17, 18 and 19. Complete FA-7, if necessary, and record the results in blocks 8A, 6C, and 6E,
as applicable. If full recalculation is required, do not use S-1, 17 to compiete FA-7 for this entry,

7. Use S-7 and S-8. Complete FA-7, if necessary, for any menus missing items/components for the review
period or other claim periods. Sum the amounts from all FA-7 forms for this school for this deficiency
and record the rasuits in blocks: 7A, 7C, and 7E, as appropriate.

8. Use S-1, 15 and S-8. Record the differences for the school by category. Do not compiets this entry
for claim periods requiring full recaiculation.

9. Add the columns and record the results by category.

10. Net out the amounts in line 9 by category (9A-98; 9C-9D; 9E-9F) and record the net negative or net
positive resuits for sach category. Do not combine categories. :

11. if the school receives the additional 2¢ Section 4 reimbursement, check the box. Use the appropriate
rates of reimbursement (Section 4 + Section 11) including the 2¢ Section 4 differential, if appropriate,
for each category that has an entry in line 10.

12. Muttiply amounts in line 10 by the rates in line 11 and record.

13. Add entries (12A + 12C + 12E) subtract entries (12B+ 12D+ 12F), and record the resuits. |dentfy
whether it is an overclaim(+) or underciaim(-).

14.-15. Self-explanatory. .
16. Net the overciaim and underclaim-amounts from line 10, FA-4 and line 11, FA-5 and enter the resuits.

17. Net lines 14 through 18 and enter the resuits in the appropriate column.



RSCAL ACTION WORKSHEET - SCHOOL

SFA SCHOOL FISCAL YEAR__

1 CERTIRCATION AND BENEFT ISSUANCE ERRORS

_ IR T R0
1. Days X A xB = D x E = |1 G xH =
Participation Factors C. F. 1. 5
2. X Ratas (Section 11) A. .4000 8. i
3. $ Amount A, B. )
4. Overciaim (3A +38+3C) | 8 !

MEAL COUNT AND COMPONENT ERRORS !
A. B. c. D. E. Foo
+FREE | -FREE | +REDUCED | -REDUCED | +PAID | -PAID

N

Rl Mo M AN A 5 I R Ol s s e i s b 2

5. Count Ditferences - Day of
Review, from S-1, 14

6. Nonreimbursable Meals - Day
of Review, from FA-7 and S-7

. 7. Manu Missing Components -
Review period and other claim
periods from S-7 and $-8

8. Other Meal Claim Errors, from
$-1, 15 & $-8, Column F |

9. Subtotal |

10. Net Difference by Category

11. X Rates [ ] 2¢ Differentiai
{Section 4 + Section 11)

12. Totsl $ Amounts by Category

13. Over{ + }/Under{-)claim $
CALCULATION SUMMARY
N n -
e e + OVERCLAIM - UNDERCLAIM

14. 8 Certification and Banefit lssuance Errors (line 4)

Fs. $ Meal Count and Component Errors (line 13)
. 16. Recalculation (FA-4, line 10 and FA-S, line 11)

| 17. Net School Claim ‘ | 8 $




INSTRUCTIONS FOR FA-2

SUMMARY - CERTIFICATION AND BENERIT ISSUANCE ERRORS .

This form summarizes the resuits of FA-1, the Certification and Benefit issuance Errors Section, for all of 4w
raviewed schools.

If the fiscal action and/or meal count adjustments will affect two fiscal years (July-September and October-
June), complete a summary for each fiscal year.

Use one row for each school reviewed. Use FA-1, Fiscal Action Workshest-School, to compilete this form.

SCHOOL Record the name of the school.
A. From lins 4, FA-1,
B. [+) Add lines 1C and 1F of FA-1 and enter the amount in this column.

C. (+) Enter the amount from line 1| of FA-1.

C. (-) Enter the amount from line 1C of FA-1.

D. (-) Add line 1F and 1! of FA-1 and enter this amount. .
1. Subtotal sach column under REDUCED and record the rasuits.

2A. Add column A and enter the amount.

38. Add column B and enter the amount.

3c. Net the subtotaled amounts in line 1 and record the difference in the appropriste {+ or =) column.

an. Add column D and enter the amount.




SCHOOL

} FA-1, Fiscal Action

SUMMARY

CERTIRCATION AND BENEFIT ISSUANCE ERRORS

Worksheet-School. line 4

FISCAL YEAR

MEAL COUNT ADJUSTMENTS

FA-1, Fiscal Action Worksheet-School, line 1 !

A. B. FREE C. REDUCED D. PAID |
(+) (+) (-) ) |
OVERCLAIM (1C+ 1F) “an (10) (1F+ 1

1. Subtotal Reducad
Price Meal Counts

2. $ Overciaim

A 3

3. Net Meal Count Adjustmaents for Page 8. C.

FA-2

H - 30.1x



INSTRUCTIONS FOR FA-3

SUMMARY - MEAL COUNT AND COMPONENT ERRORS

This form summarizes the resuits of the FA-1, the Meal Count and Component Errors section, for all of the
reviewed schools.

If the fiscal action and/or meal count adjustments will affact two ﬂsé.al years (July-September and October-
June), compilete a summary for each fiscal vear.

Use one row for sach school reviewed. Use FA-1, Fiscal Action Worksheet-School to complete this form.

SCHOOL Record the name of the school.

A. and B. From line 13 of FA-1, enter the amount in the appropriate (A. Overciaim or B. Underciaim) column,

c.

If line 10A of FA-1 is compietad, record the amount under (+).
If line 10B of FA-1 is compieted, record the amount under (-).

If line 10C of FA-1 is compieted, record the amount under (+),
If line 10D of FA-1 is compieted, record the amount under (-).

if line 10E of FA-1 is compileted, record the amount under (+)
If line 10F of FA-1 is compileted, record the amount under (-).

Add each column under A, B, ©C, D, and E and enter the resuits in the appropriate columns.
(1A-1B). Record in the appropriate (+ or =) column.

Use line 1 and net the subtotaled (+ and =) Meal Count Adjustment columns, by category. Emer the
rasuits in the appropriats (+ or «) columns. Do not combine categories.



SUMMARY
MEAL COUNT AND COMPONENT ERRORS

SFA FISCAL YEAR
MEAL COUNT AND COMPONENT ERRORS MEAL COUNT ADJUSTMENTS
e FA-1. Fiscal Action FA-1, Fiscal Action Workshest-School, line 10
Workshest-School, line 13
< i A. B. C. FREE D. REDUCED E. PAID
OVERCLAIM | UNDERCLAIM
SCHOOL (+) (-) (+) (-) (+) (-) (+) (-)

1. Subtotal

2. Net Claim
for Page
(1A-18)

3. Nat Meal Count Adjustments for Page
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S7A

§CHOOL

2¢ Dilfarentinl: Yes [} No | )

FISCAL YEAR

Clsim
Period

Mn..o.a-.-
Total
Meals

Pasticipation,
Rate by Category

6.
SFA Meals
Clalmad

7.
Reimbursement
Rate

$ 9-2— + _-.z_o-—-

6u7)

9.
Net ¢ For
Clalm
Petlod { ¢ .-)

A. Fres

8. Reduced

C. Pald

-*»

A. Fies

8. Reduced

C. Paid

A. Fres

B. Reduced

C. Pald

A. Fren

8. Reduced

C. Paid

I N AT R SRR R R SRE L L A 4

Maeal Count .)aw.-a‘:—-"

. Fe als:
12, R Meals:
13 - P eals:

Net ol A. é.o!ao—iﬂ.al

Net olf B. amounts in colurn 8 = ‘
Nt sl . smounts $a column 6 ==

10. NET TOTAL AMOUNY

H - 30.1z
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FULL RECALCULATION WORKSHEET

SFA — 2¢ Ditferential: Yes | ] No { ) —

FISCAL YEAR m
PR - TR m
5. 8. 7. 8. ! !
Meals Meals Masis | Reimbursement | ¢ o 0rf+) a
Projected | Clsimed over(+) Rate
(2x3x4) : ~
..-...._2—-_ _
(6-6)
$
$
$
$
$
8
$
$
$
11'".’!"
$
. $
i “
: 11. NET TOTAL AMOUNT I
Meal Count Adjustments: ‘ ‘

12. Fres Meals: Net all A. smounts Incolumn 7 =
13. Reduc als: Net ol B. amounts in colunn 7 =

14. Paid Net all C. smounts in column 7 = . _..o'o.l




INSTRUCTIONS FOR FA-8

FISCAL ACTION WORKSHEET - SFA AND SUMMARY

This form summarizes the resuits of the individual school reviews and the rasuits of the SFA review. If the I‘.
action and/or mesil count adjustments will affect two fiscal yesrs (Juiy-September and October-June), compiets a
summary for each fiscal year.

1.

10.
11.

12.

13.

Use SFA-2, 103. Deduct the amount of any consolidation error directly attributable to schools requining
recaiculation of the review period and record the differsnces in the appropriate catsgory(ies).

Use $5-8. For SFA level menu missing item/component errors noted on 5-8, compiote FA-7, if necessary.
For SFA consolidation errors, deduct the amount of any consolidation emmor directly sttributable to schools
requiring recaiculation of that claim period. Sum all SFA errors and record in the appropriats categories.
Add lines 1 and 2 by category.

Use the appropriate rates of reimburssment (Section 4 + Section 11 for columns A-D) inciuding the 2¢
Section 4 differential, if appropriate.

Muitiply amounts in line 3 by the rates in line 4 and record.

Add any amounts in line 5 (A+C+E) and subtract a ;moums in line 8§ (B+0D+F). Record the resuits.
Identify whether it is an overclaim (+) or underciaim {-),

Enter the net amount from line 2A of FA-2, Summary-Certification and Banefit ilssuance Errors.

Enter the amount from line 2 of FA-3, Summary-Meai Count and Component Errors under the approprists
category.

Enter the amount from line 8, of this form (FA-8, Fiscal Action Worksheet-SFA and Summary), in the
appropriste column, .
Add the columns and snter the rasuits.

Net the overciaim and underciaim amounts in line 10 and record the net amount in the appropriate column.

Use FA-1, line 16. If more than one school was recslcuiated, nat sll FA-1, line 16 entries and record the
resuits.

Net line 11 and line 12. If line 11A apnd 12B are compileted, enter O it the net differencs is an underciaim.
If line 118 gnd 128 are compisted, enter only the 118 amount on line 13.

If the total net claim is O, do not compilete lines 14-20.

14,

18.

16.

17.

18.

19.

20.

Enter the meal count adjustment amounts from line 3 of FA-2, Summary-Cantification and Banefit issuancs
Errors, in the appropriste column.

Enter the meal count adjustment amounts from line 3 of FA-3, Summary-Meal Count and Component
Errors, in the appropriate column.

Enter the amount from line 3 of this form (FA-8, Fiscal Action Worksheet~SFA and Summary), in the
appropriata column.

Add the columns and snter the resuits, by category.

Net the overciaim and undercisim adjustments in line 17, by category, snd enter the nat amount in the
appropriate column. Do not offsst adjustments between catsgories.

Report meal count adjustmems for recaiculated cummvwmmmummwum.
in line 13 above. Use FA-4, lines 11-13, Partial Recailculation Worksheet and FA-5, lines 12-14, Full
Recalculation Worksheet. |f more than one school was recsicuiated, nat the amounts from lines 11-13 of
the FA-4 formis) and lines 12-14 of the FA-5 form(s) and record the resuits in the appropriate cohwmns.

Net the overcisim and underciaim adjustments, by catagory, a_nd enter the net adjustment in the
appropriste column., Do not offsst amounts between categories. .




FISCAL ACTION WORKSHEET
SFA AND SFA SUMMARY

.SF A FISCAL YEAR

_____SFA ERROR CALCULATION

8. C. 0. E. F.
~FREE + REDUCED ~REDUCED +PAID | -PAID

1. Review Period Consolidation Errors
(SFA-2, 103)

2. Other SFA Errors (S-8)
3. Subtotal

4. X Rates { ] 2¢ Differential
(Section 4 + Section 11)

5. $ Amounts

6. Net $ Over( +)/Under{=)claim I $ 1

TOTAL SFA CLAIM CALCULATION

A. OVERCLAIMS 8. UNDERCLAIMS
7. $ Net Certification and Bansfit Error Overcisims (FA-2, line 2A)
8. $ Net Meal Count snd Component Error Claims (FA-3, line 2) I
9. $ SFA Error Claims (FA-C. ine 6) 4
10. Subtotel {
11. Net Ditfersncs i
12. Net Recalculation Claims (FA-1, fine 16)
13. Total Net Claim $ s |

TOTAL SFA MEAL COUNT ADJUSTMENTS
+FREE -FREE +REDUCED | -REDUCED | +PAID | -PAID

14, Certification and Banefit

issusnce Error Adjustments
{FA-2, ine_3)

15, Meal Count and Camponent

16. SFA Error Adjustments
(FA-8, ine 3)

17. Subtotal

18. Net Differencs by Category

. 19. Recaiculstion Adjustments
(FA-4, lines 11-13 and
FA-5, ines 12-14)

20. Total Net Adjustmant

FA-8 H - 30.1bb




INSTRUCTIONS FOR FA-7
ASCAL ACTION WORKSHEET - NONREIMBURSABLE MEAL ALLOCATION .

Use this form to assign ineligible, incompiete and menu(s) missing item/component meais for the day of review
findings from S-1, 17, 18 and 19:

Block 17-ineligible Meais - second meals, aduit meais
Block 18-Menu Missing Item/Component
Block 19-incompiete Meais

This form is also used, when necessary, for assigning meais from S-7 and S-8 for menus missing
itam/component, far the review period and other claim periods.

Compiete a separate form for day of review deficiencies, review period deficiencies and for other claim periods
where deficiencies were identified. If the errors affect two fiscal years (July-Septamber) and (Octobar-Juns),
sapararte forms for each fiscal year must be completed.

If OTHER is checked, identify the claim period(s).

A. For day of review errors, use S-1, 14. Record the number of lunches, by category, counted by the
school. Refer to the Coordinated Review Guidance for assistance, if there are any differences reco
in $-1, 14, For the review period, or other claim periods, record the number of lunches, by categ
claimed by the SFA for the school. Review period counts by category can be obtained from S-1, 1%%
SFA Claim column. If recaicuistion of the school is required, use the recaicuiated meal counts to
compiate columns A-C when menu missing item/component errors exist in the recsicuiated cisim
period(s).

8. Total the number of lunches claimed by category and record in column B. (Review period total lunches
can be obtained from S-1, 15, SFA Claim column.)

C. Divide column A by column B and record the resuits by category in column C.

D. Record the number of lunches which must be allocated. For day of review findings, this is the sum of
17, 18 and the entry under Incompiete for 19. For a menu missing item/component ervor for the
reviaw period, this is the Total amount under coiumn 10 of S-7. For a menu missing item/component
for other claim periods, use $5-8. (If recaiculation includes the day of review, do not inciude any entry
from 17-in the number of lunches to be allocated.) !f the number of meais identified in 18 was
computed on meal count data before recaiculation, recomputs the adjusted number of meais missing
itam/component for column D.

E. Muitiply column C by column D and record the resuits by category. The total number of lunches in
column E cannot excesed the number of lunches in column B. Adjust the entry for Psid if the total
numbar of lunches in column E is differant from column B, This adjustmaent is due 10 the effects of
rounding.




SFA

FASCAL ACTION WORKSHEET
NONREIMBURSABLE MEAL ALLOCATION

SCHOOL

Check one:

Check all that apply:

A.
Lunches
Claimed By
Category

| Free

Reduced

Day of Review [ ]
Review Period [ ]

Other { ]

ineligible Meals [ ]

Menu Missing item/Component [ ]

Incomplete Meals [ )

Category (A + 8)

C.
Ratio of
Total by

FISCAL YEAR

Paid

FA-7

H - 30.1lcc




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

CHILD NUTRITION PROGRAMS (County Board of Education or Sponsoring Agency)
RECORD OF ON-SITE VISIT

(Name of School, Center, Institution, Home, Camp or Program)

(Address of School, Center, Institution, Home, Camp or Program)

(Name and Title of Person(s) Contacted)

INITIAL PURPOSE OF VISIT: AREA (S) CHECKED DURING VISIT: (Check One or More)

QOUTREACH Meal Quality Nutrition Education
NEW PROGRAM Meal Service Personnel Training

PRE-APPROVAL Free & Reduced Price Meals Competetive Foods
REQUEST Records & Reports Meal Requirements

NET Sanitation & Safety Equipment & Facilities
TECHNICAL ASSISTANCE Other (Designate)

MONITORING

COMMENTS: (Based Upon a General Overview of the Area(s) Designated Above -- NOT a Detailed
Analysis or Evaluation)

RECOMMENDATIONS: (Indication of Needed Emphasis, Based Upon a General Overview)

(Signature) (Date of Visit)

WVDE 43-30-03-5

H - 30.2




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West virginia 25305-0330

PLANS FOR CORRECTIVE ACTION

. OFFICE OF CHILD NUTRITION
SCHOOLS, INSTITUTIONS, CENTERS, AND SITES

DATE

NAME OF SCHOOL, INSTITUTION, CENTER., OR SITE
within working days return 2 copies to:

ADDRESS West Virginia Department of Education

office of child Nutrition

Building 6, Room 248

SPONSOR'S NAME 1900 Kanawha Boulevard, Rast
Charleston, W 25305-0330

SPONSOR'S ADDRESS ATTENTION:

TYPE OF EVALUATION

O CRE O CACFP 0O SFSP O On-Site Review

An evaluation of the school/agency on the above date indicates the need for corrections in the
areas listed below. In the space provided, indicate corrective action taken or planned.

—_—

. TOTAL ASSESSMENT

Signature of administrator or principal

43-40-22 Revised 2/93 H - 30.3 0379q
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DATE:

During recent monitoring activities in your county/institution, violations
were detected in certain areas of your food service program which require an
adjustment of reimbursement.

The following schools are to be assessed the stated amounts for errors in the
noted areas of operation:

ASSESSMENT
Number Lunches
School/Institution Area Section 11 Section 4 Number Cash or
(F/R) (Total) Breakfasts Value of
Meals

UNDER CLAIM

TOTAL

The total amount of $ will be deducted from or added to a
future claim for reimbursement by the West Virginia Department of Education Finance
Office.

SIGNED

TITLE
. Child Nutrition Programs
West Virginia Department of Education

cc: County Food Service Supervisor/Program Administrator
State Director, Child Nutrition
State Audit Office, Account

OFFICE USE ONLY

Month of adjustment
Total amount
Changes made by
Date

43-40-22a Revised 3/6/89 H - 30.5




MONITORING OF ACCOUNTABILITY
. NATIONAL SCHOOL LUNCH PROGRAM

1. Name of School

2. County/SFA

3. Date

4. Current Enrollment
5. Average Daily Attendance

6. Today's Attendance

7. The number of applications correctly and currently approved

free
8. The number of applicatlions correctly and currently approved reduced
price _
9. The counting system yields the actual number of lunches:
. Free Reduced Price Paid
10. The system for recording total lunches served is correct. Yes No

11. Lunches served to students contained components required by federal
requlations., Yes No

12. Lunches served to students contained quantities required by federal
regulations. Yes No

13. Comments regarding additional aspects of the Child Nutrition Program:

14. 1s a Corrective Action Plan necessary? Yes No

15. Reviewer

4071q

H - 30.6




DEPARTMENT OF HEALTH

INSPECTION REPORT FOR FOOD SERVICE ESTABLISHMENTS

"NAME OF ESTABLISNMINT ADOALSS OF £STARLIBHMENT

NAME (QWNER, OPEAATOR OR ALGISTIRID AGENT) CITY, COUNTY OR DISTRCT: PERMIT NUMBEN DATE

Su: Based on an nspection this day, the itams marked below identify the violation in operstion or facilities which must be corrected by the next
Touting INSPECTION Or BUCh shorter periad of Time as may ba spacified in writing by the hesith authority. Failure to comply with this norice May resuit in
immedidte suspansion of youwr permits. An opportunity for an appesl will be provided if 8 written request for » hoaring is filed with the heaith authonty
within the ana ucid in this nlo _ h euon of lll.

ITEM ]
NO. REMARKS (Please specify ares.)

The unsatisfactory conditions recorded wera discussed with the owner or operator or his representative.

. VIOLATIONS MUST 8& CORRECTED
ON OR BEFORE:

Sanitarian
Miesss ose reverse eide. ) Poge ¥

Note: Score = 100 leas weight of tems violated H - 30.7




em Wht. ftam

FOOD SEWAGE
Mo i | Sourre sgg?) rondition. no spoilage s [+ 28] Sewage ang waste water disposal |
1 Qrynm centgAsr properly labeled 1
PLUMBING .
29 | Instalied. mamtamn
FOOD PROTECTION naned
* 30| Cross-connection. back siphonsge, backliow s
03 Pot ha: food meets temp requiremaents during Storage, s
Orepardtion. QispiAy sarvice Iransportation
T04] Faciies 10 mantem product temp. 7 TOILET & HANDWASHING FACILITIES
05| Thearmomaeters provided CONSPICUOUS 1 * 31 | Numbaer, converiant, sccessible, designed. nstaiied 4
Q6| Pot _haz fond properly thawed 2 Toilet rooms enclosed, seif closing doors: fixtures. good
Q7] Unwrapped ang pot. haz. ood not re-3erved 4 32 [ repar, clesn: hand cleanser, sanitary toweis: hang drying <
0g| fond Brotectior dunng storage. preparation. disolay. service. | devices provided. 01oper waste receptacies
transiportaton
79! Hanglhing of 1oog uce) mivimized 2 GARBAGE & REFUSE D'SPOSAL
‘0] In use, lono nes: dispansing utensis properly stored 1
= a3 Containers or receptacies covered, sdequate number. in- -
soct.rodent proof, frequency, clesn =
24 Qutside storage area snciosures properly constructed. clean;| |
controled incineration '
PERSONNEL
. INSECT, RODENT, ANIMAL CONTROL
i ' | Personner with nlections restricied 5
* 121 Hands washed and clean. good hygienic practices -] .38 Presence of nsects/rodents: outer openings protected. no |
13| Clean clothes. hair restramts 1 birds. turties, other animais

~ FLOORS, WALLS & CEILINGS
FOOD EQUIPMENT & UTENSILS a8 Fioors: constructed. drained. clean, good repaw. covenng. i

stallation, dustiess cleaning methods
Walls. ceiing, attached equipment; SoNStructed. good repa.

T4 :Foon (car contact surfaces. designed, constructed, main- 2 37
1{g|n.¢_ mg‘allgg' Incated C"mmwm‘
< [Non tacg conracr surfaces: designed. constructed. mamn- |
T [ tained. nstalled located
16 Cishwashing taciities designed, constructed. mamntamned, 2 LIGHTING ,
installed. iocated, operated [ 33[ Lighting provided as required. hixtures shieided l '
17 Accurate tharmometers. chermicsl test kits provided. gauge 1
rack 1 IPS vaive)
| '8 ) Pre-flusnes scraoed soaked 1 VENTILATION
19 | Wash. rinse water. clean, proper tamp. 2
-0 Samtzatinn rnge Clean. temp.. CONCENTTAtION, exPOSUTe 4 [ asfﬂooms & sQuip. ventsd as requied l )
Dhme. equipmant utengis samtized
27 | Wining cloths_clean. use restncted 1
47 | Fond contact surfaces of equipment and utensils clean. fres | DRESSING ROOMS
10! ADTasives, detergent
‘3 [ Non-food contact surfaces of equipment/utensils clesn 1 I 40[ Rooms. ares, lockers provided, located. used l !
24 IStouqu nanding of clesn equipmantiutensils 1
:I _'f‘. g1cIt. co srucles. storage. dispensing ' 1
i 26 No re-une of 3 ngle service srticles 2 OTHER OPERATIONS
*41 | Toxic items properly stored, lsbeled, used ]
| Pramises mainteined free of litter, unnecessary srticies.
42| cisaning mantenance equip. properly stored. Authonzed
WATER sonnel.
43| Comoleta separation from living sieeping gquerters. Laund
‘ 7lWaur source. safe hot & cold water under pressure I! ] 44| Clean. soiled linen properly stored L

*CRITICAL ITEMS REQUIRING IMMEDIATE ATTENTION

554

Page -




SECTION1

CIVIL RIGHTS
Public Notification I1-1
Data Collection I-2
Review of Schools I1-3
Procedures for Filing Complaints I -4
pefinitions I-5

Exhibits
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Non Discrimination Poster
Civil Rights Information I - 30.2




PUBLIC NOTIFICATION

1t is the School Food Authority's responsibility to train and monitor
their schools in regard to Civil Rights Compliance.

gponsors must ensure that all forms of communication and printed
program information that are disseminated, especially the free and
reduced price notification letters, application forms and public
releases., include the following elements:

. The statement that program benefits and services are
available to all children without regard to race, color, sex,
handicap, age or national origin; and

. The procedure for filing a complaint. Pparticipants who feel
they have been discriminated against should write to the
Secretary of Agriculture, Washington. DC 20250.

parents or guardians of students in schools participating in the school
nutrition programs, as well as local minority and grassroots
organizations should be informed of the availability of program
benefits and services, the non discrimination policy and all
significant changes in existing requirements that pertain to program
eligibility and benefits.

A non discrimination poster must be displayed in the food
service/dining area. [I - 30.1] Posters are available at the West
virginia Department of Education.

The sponsor should make available to the public and to participants and
potential participants upon request, information about program
requirements and the procedures for filing a complaint in English
and/or in the appropriate translation to non-English speaking persons.
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DATA COLLECTION

United States Department of Agriculture (USDA) requires each school to
keep on file the number of enrolled students by race, the number
approved for free and reduced priced meals, and the number denied.

This information should be collected and on file in the school office
by October 31 of each year. [1 - 30.2]

The racial/ethnic categories for which this information must be
collected are:

American Indian or Alaskan natilve;
Asian or Pacific Islander;

Black (not of Hispanic origin);
Hispanic: and/or

White.

In the event that a household does not complete the voluntary
self-determination on the free and reduced price meal application form,
this information must be obtained by other methods. Other methods may
jnclude determination of the information by a school official through
observation or personal knowledge. This information must be:

] Maintained on file for three years; and

= Procedures should be established to ensure that the
information 1is made avallable only to authorized state and
federal personnel during reviews or as part of Office of
Management and Budget approved surveys.
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REVIEW OF SCHOOLS

when a review of a school 1is performed, the following information
should be reviewed:

T158q

Approved and denied free and reduced price applications are
maintalned on file.

Whether denied free and reduced price applications are
disproportionally composed of minority applications.

whether there is a need for billingual material or staff and
how, if it exists, it can be addressed.

Procedures that are used to determine and process civil
rights complaints.

Whether admission procedures used restrict enrollment by
minority persons.

United States Department of Agriculture or a Food Nutrition
Service approved poster is displayed.

Free and reduced price applications and letters provided to
parents or quardians of participants and potential
participants contain the non discrimination statement.




PROCEDURE FOR FILING COMPLAINTS

Right to File a Complaint - Any person alleging discrimination based on
race, color, national origin, sex, age or handicap has a right to file
a complaint within 180 days of the alleged discriminatory actlon.
Under special circumstances this time limit may be extended by office
of Minority Affairs.

Acceptance - All complaints, written or verbal, shall be accepted by
the designated person at the school and the School Food Authority and
then Forwarded to the Department of Education. It is necessary that
the information be sufficient to determine the identity of the agency
or individual toward which the complaint is directed, and to indicate
the possibility of a violation. Anonymous complaints shall be handled
as any other complaint.

Verbal Complaints - 1In the event that a complainant makes the
allegation verbally or through a telephone conversation and refuses or
is not inclined to place such allegations in writing, the person to
whom the allegations are made shall write up the elements of the
complaint for the complainant. Every effort should be made to have the
complainant provide the following information:

] Name, address and telephone number or other means of
contacting the complainant.

] The specific location and name of the entity delivering the
program service or benefit.

m The nature of the 1incident(s) or action(s) that led the
complainant to feel discrimination was a factor.

= The basls on which the complainant feel discrimination exists
(race, color, national origin, sex, age or handicap).
] The names, titles and addresses of persons who may have

knowledge of the discriminatory action(s).
= The date(s) during which the alleged discriminatory action
occurred, or if continuing, the duration of such actions.
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DEFINITIONS

Grassroots Organization - Any organization at the local level which
interacts with potential participants, such as a community program,
civic organization, migrant group, church, neighborhood council, local
chapter of the National Association for the Advancement of Colored
People or other similar qroups.

Minority - A person or group of persons belonging to the protected
classes covered by Title vi of the cCivil Rights Act of 1964, as
amended, and later specified by the Office of Management and Budget
(OMB) as:

American Indian or Alaskan Native
Asian or Pacific Islander

Black (not of Hispanic Origin)
Hispanic

Racial/Ethnic Categories - The designation of participants/potential
participants by race, color or national origin from the collection and
reporting of racial/ethnic data as follows:

[ American Indian or Alaskan Native - A person having origins
in the original peoples of North America, and who maintains
cultural identification through tribal affiliation or
community recognition.

] Asian or Pacific Islander -- A person having origins in any of
the original peoples of the Far East, Southeast Aslia, the
Indian Subcontinent, or the Pacific Islands. This area

includes, for example, China, 1India, Japan, Korea, the
Philippine Islands and Samoa.

] Black (not of Hispanic Origin) - A person having origins in
any of the black racial groups of Africa.

u Hispanic - A person of Mexican, Pureto Rican, Cuban, Central
or South Aamerican or other Spanish culture or origins,
regardless of race.

Complaint - A verbal or written allegation of discrimination which
indicates that any National School Lunch Program, School Breakfast
Program or Special Milk Program is administered or operated in such a
manner that it results in disparity of treatment, benefits or services
being provided to a child or group of children because of their race,
color, national origin, sex, age or handicap.
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This facility is operated in accordance
with U.S. Department of Agriculture
policy, which prohibits discrimination
on the basis of race, color, sex, age,
handicap, religion, or national origin.

Any person who believes he or she
has been discriminated against in any
USDA-related activity should write to:

Co sé nay dugc diéu khign theo chanh sich
cha B§ Canh-Nong Hoa-Ky, cdm khong ai
dirge kY thi vE ndi gidng, mau da, nam nif, tudi
thc, tit nguyEn, ton gido hay xit s¢ gdc pic.
Bdt cii Agudi ndo cho 12 minh &3 bj ki thj gl
trong mdt hoat déng nao lign hi dén B Canh
Néng Hoa-Ky thi cit vidt thu bdo cho;

Administrator
. Food and Nutrition Service .
. 3101 Park Center Drive ® ,'/
s Alexandria, VA 22302

Pursuant to Civil Rights Laws and Regulations Applicable to Federally Assisted Programs.

Las operaciones de estas instala-
ciones estan en conformidad con la
politica del Departamento de Agricul-
tura de los Estados Unidos que pro-
hibe la discriminacion en base de
raza, color, sexo, edad, impedimento
fisico, religion u origen nacional.

Toda persona que piensa ha sufrido

discriminacién en cualquier actividad
relacionada con el Departamento de
Agricultura debe escribir a:
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CIVIL RIGHTS INFORMATION

I |
Hispanic |white (Not |TOTAL

|Hispanic) |

I | |
DATA BY RACE |American |Asian Or |Black (Not

| Indian Oor |Pacific  |Hispanic)
|Alaskan |1slander |

ENROLLED*

APPLICATIONS
APPROVED FREE

APPLI1CATIONS
APPROVED REDUCED

.APPLICAT IONS DENIED

Please complete as of October 31 of each year and keep on file for review by a West
virginia Department of Education Representative during visits to the school.

|
I
|
I |
| |
| !
I !
| I
I I
I |
I I
I |
I |
I |
I I
| l
| I
I I
I |

|
|
|
|
I
|
|
|
I
I
I
|
|
I
J

*Optional
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FOOD SERVICE POLICIES

Meal Service
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pisciplinary Practices And Meal Service
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Emergency Feeding
Charging Meals
Lost, Stolen and Misused Tickets
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MEAL SERVICE

Not less than three hours nor more than four and one-half hours should
elapse between the service of the school breakfast and the school lunch.
A minimum of ten minutes of eating time (after going through the serving
line) is to be provided for the school breakfast and a minimum of twenty
minutes eating time (after going through the serving line) for the school
lunch.

All foods available at the meal period should be a part of the menu and be
included in the reqular meal price. If food is avallable, second servings
may be offered at no charge after the student has eaten the major portion
of the meal. Adults shall not remove food from students trays for the
consumption of any other person.

1f "super meals" or choice of milk (i.e. milk shakes) are offered, the
student who is eligible for free meals must be offered the same service as
the paying student at no cost and the student eligible for reduced price
meals must be offered the same service at no additional cost.

second meals consumed by students shall be reported as non-reimbursable
lunches and recorded in column 11 on form WVDE 43-10-30S. [G - 30-.1]
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MEAL SERVICE FOR ADULTS

Adults shall be served the same menu served to students in portions not
to exceed that of secondary students. No special foods shall be
prepared for adults. Sale of a la carte items to adults is not
permitted, except those items available for students for breakfast a la
cart sales. Adult meals are not reimbursable.

Meals served to adults who are directly involved in the operation and
administration of child nutrition programs may, at the discretion of
the School Food Authority (SFA), be furnished at no charge. These
meals should be shown as program adult meals (Column 6 or 12 on form
43-10-30s). school employees who supervise during the lunch or
breakfast periods, sell tickets or perform other duties directly
related to the food program should do so on a contract basis as
described in State Code 18a-4-14 and 18a-4-16.

Meals served to adults not directly involved in the child nutrition
program such as administrators, teachers, aides, student teachers and
other persons working or visiting in the school may not be served free
of charge unless the cost of the meal is covered from another source.
This meal should be reported as non-program adult meals (Column 5 or 11
on form 43-10-30s).
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MEAL SERVICE FOR HANDICAPPED CHILDREN
AND STUDENTS WITH SPECIAL DIETARY NEEDS

Schools shall make substitutions in foods for students who are
considered handicapped under 7 CFR Part 15b and whose handicap
restricts their diet. Schools may make substitutions in foods Ffor
nonhandicapped students who are unable to consume the regqular lunch
because of medical or other special dietary needs.

These meals/substitutions must be provided at no additional charge or
free or reduced to those with free and/or approved reduced price
applications on file. Special equipment for preparation and utensils
for eating are allowable costs.

Schools shall require parents/quardians of handicapped and
nonhandicapped children who have need of special meals to provide
medical certification that 1) verifies special meals are needed because
of the child's handicap or medical condition and 2) prescribes the
alternate foods and forms of foods needed to meet the child's special
dietary needs. Substitutions shall be made on a case-by-case basis.
Such statement shall, in the case of a handicapped student, be signed
by a physician or, in the case of a nonhandicapped student, by a
recognized medical authority. Exhibit J - 30.2 and J - 30.3 are
prototype letters that may be used by the School Food Authority (SFA).

The Standards for School Nutrition, Policy 4321.1, requires additional
foods be provided for pregnant and lactating students as specified in
Section 4.1 Lunch Implementation Option A. This shall be implemented
with TIER II during the 1994 school year; however, the policy does not
preclude that this option may be implemented sooner. When breakfast
and lunch are considered together or in combination with a snack, the
school shall provide:

1) a total of 5 oz. of protein foods, 1 oz. of which shall be
1 oz. cheese, 1 cup yoqurt or 8 oz. fluid milk;

2) 3 servings from the grain group, preferably from whole grains:

3) 1 - 1/4 cups from the fruit and vegetable group; and

4) 16 oz. from the milk group.

In these additional foods the following option shall be allowed:

. 1 cup of fruit in place of one serving of the grain group
once a week.

Exhibits J - 30.1, The Standards for School Nutrition, Policy 4321.1,

which contains Sections 4.1, 4.2 and 4.3 provide a more detailed
description of component requirements.
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DISCIPLINARY PRACTICES AND MEAL SERVICE

In no case shall a student be denied a meal or part of a meal or sarved
a different type of meal as a means of discipline or as a result of
discipline for violation of school policies.

In schools where offer versus serve is practiced or where cholices of
menus or menu items are offered, the student being disciplined and/or
the student in detention hall must have the identical type meal service
available to other students.
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. MEAL SERVICE FOR SENIOR CITIZENS

Schools are encouraged to initiate programs to provide meals for senlor
citizens. Payment of the adult meal rate must be made either by the
individual receiving the meal or by partial or no payment by the
recipient with the remainder paid by another agency.
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EMERGENCY FEEDING

1f school food service facilities are utilized in emergency situations,
supplies and foods on hand (both purchased and donated) may be used for
emergency feeding. Accurate inventory records must be maintalned and

replacement or repayment must be requested from the appropriate
disaster relief agency.
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CHARGING MEALS

In most situations, particularly in the case of elementary and middle
schools, there should be some provision for charging meals and/or milk
on an emergency short-term basis. The practice of charging meals over
long periods of time in lieu of making application for free or reduced
price meal service should be avoided. Schools may develop systems for
billing families on a reqular basis. However, schools are not required
to provide meals or milk indefinitely when payment has not been made in
the time determined to be reasonable by the local school officials.
schools are encouraged to obtain completed free and/or reduced price
meal applications when financial need is obvious.
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LOST, STOLEN AND MISUSED TICKETS

Local school officlals should develop procedures to handle the problem
of lost, stolen and/or misused tickets and should initiate appropriate
corrective measures. These officlals should distinguish between
genuine cases of lost or stolen tickets from willfully fraudulent "sold
ticket/misuse” situations, and take appropriate action. This may
include, when necessary, the same disciplinary measures that would be
used in resolving any other infraction of school standards and rules of
conduct.

The decision to replace a ticket belongs to the school regardless of
the circumstances. The "lost" or "stolen" ticket may be replaced or
the school may choose one of several options. The options may include
accompanying or monitoring all students who report lost or stolen
tickets — needy and non-needy - through the food service Lline;
providing a 1list of those students' names to the cashier; or any
locally developed measure that complies with the legislated
boundaries. Regardless of which option is chosen, the elligible needy
student must be provided with the free or reduced price meal.

Schools may also initiate a procedure which would sanction an
ineligible student for attempting to use a ticket to obtain a meal when
that ticket was lost, stolen or when it was determined that the ticket
was otherwise obtained by fraud. 1In developing corrective measures,
schools need only ensure that free and reduced price reciplents not be
overtly 1dentified and that they not be charged for any replacement
ticket.
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USE OF FOODS, SUPPLIES AND EQUIPMENT

Left-over foods, United States Department of Agriculture (USDA) donated
foods or purchased foods shall not be sold, traded or given away,
except as used in Child Nutrition Programs. No foods, including
left-overs, shall be removed from the school food service area by food
service personnel either for their own use or for the use of others,
except for school sponsored activities.

All equipment and supplies shall be properly inventoried and shall not
be removed from the school food service area without appropriate
authorization. Records must be maintained verifying the date a plece
of equipment was loaned from the food service department, the date
returned, the principal's signature and the name of the borrower.

It is recommended that individuals not make purchases from vendors in
the schools. 1If such purchases are made, items delivered may not be
stored in the food service equipment. It is also recommended that no
personal items be stored in food service equipment or storage areas.

Food for outside functions (not school sponsored) shall not be prepared
in the kitchen during the regular work day. School food service
facilities may be used by school or community groups for food service
when authorized by the school administrator. Entrepreneurs or school
personnel may not use food service facilities for individual benefit.
At least one school food service employee shall be in charge to ensure
control over the child nutrition program foods and for proper use and
care of equipment and facilities. Wages for the school food service
personnel shall be paid by the organization using the facilities 1in
accordance with current wage and hour regulations and School Food
authority (SFA) policy.
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SAFETY AND SANITATION

To avoid health and safety hazards, only authorized school food service
personnel shall be allowed in the food preparation and serving areas.
Use of tobacco shall not be permitted in the school building or
property.

It is recommended that food service personnel wear clean uniforms.
Approved hair restraints are required.

students working in the food service area must wear hair restraints and
a smock or full apron. These garments shall be stored in the food
service area and shall be laundered as needed.

To ensure that foods are served at proper temperatures, plates or trays
should be filled only as the students pass through the line. 1In
schools, family style is not permitted for students and/or adults,
except for Head Start and preschool child care programs.

Extreme care should be taken during preparation and serving of food to
avoid contamination or spread of communicable diseases.
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SALE OF NUTRITIOUS FOODS

when schools sell nutritious food items during the school day, West
virginia Board of Education requlations specify that no food other than
the school lunch, breakfast and milk or milkshakes shall be sold or
served in the lunchroom during the meal period.

Milk may be sold to a student at any time during the meal period.

Proceeds from milk or milkshakes sold in the lunchroom at the time of
meal service must be deposited to the child nutrition account.
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REQUIREMENTS AND ACCOUNTABILLITY FOR

FOODS AND BEVERAGES SOLD/SERVED

The West Virginia Board of Education has adopted the Standards for
school Nutrition, Policy 4321.1, which sets requirements for all foods
and beverages made available on school premises during the school day.
The school day is defined as the time between the arrival of the first
child at school and the end of the last scheduled instructional period.

items of questionable nutritional content, may be sold only if
certification is on file at the school, based upon laboratory analysis
of the specific item, that the food or beverage does not fall under the
west Virginia Department of Education's (WVDE) definition of candy,
soft drinks, chewing qum or flavored ice bar. Certification shall be
written on vendor/company letterhead and signed by an authorized
company official. Refer to guidelines for product selection.

The state board regqulation must not be confused with a more recent one
passed by United States Department of Agriculture (USDA). The
guidelines adopted by WVDE are more restrictive and supercede those of
USDA. Schools shall be guided by definitions contained herein rather
than information furnished by sales representatives.

No candy, soft drinks, chewing gum or flavored ice bars will be sold or
served. No foods and beverages containing 40% or more sugar by welght
will be sold or served. BAny juice or juice product sold or served must
contain a minimum of 20% real juice. The sale or service of foods
containing 40% or more added sugar by weight is prohibited.

By 1994, all “other foods" available during the instructional day shall
reflect the Dietary Guidelines for fat by limiting the number of fat
grams to not more than 8 per one ounce serving, or meet the USDA
standard for a meal component. Other foods are defined as any food or
beverage, other than those served as part of the school meal, including
snacks from vending machines, and foods sold during school hours for
fund-raising purposes and foods for parties. Other foods do not
include those brought to school by individual students for their own
consumption.

After-school programs which provide supplemental meals to children
shall comply with standards of the policy.

County boards of education and local school administrators shall
provide a nutritionally healthful school environment for students and
accountability for all funds from food and beverage sales. Enforcement
systems shall include, but are not limited to:

The Performance Based Accreditation System that includes (a) specified
compliance standard(s) and verification procedures.

Monitoring sales and service of “other foods". sanctions for

non-compliance shall include transfer of purchasing authority for food
and beverage items from the school to the county level.
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DEFINITIONS

The Standards for School Nutrition, Policy 4321.1, adopted by the State
Board of Education defined the following foods and beverages.

0488q
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Candy is defined as any food that, as served in its finished
form, contains, by weight, 40 percent or more sugar (in
crystalline form or in solution as syrup, both
monosaccharides and disaccarides) and/or other sweetening
agents, or any food product commonly referred to as "candy"”.

Soft drinks as defined in Section 1, Article 19, cChapter 11
of the Code of West Virginia: (a) "Bottled Soft Drinks”
which are all beverages, whether carbonated or not, or any
preparations commonly referred to as “soft drinks" of
whatever kind, which are closed and sealed in glass, paper or
any other type of container, envelope, package or bottle,
whether manufactured with or wlithout the use of any syrup,
and (b) any beverages, whether bottled or not, which are
prepared from soft drink syrups and powders by the mixing
thereof with carbonated or plain water, ice, fruit, milk or
any other product suitable to make a soft drink. Except that
Elavored, fluid milk, as defined in regqulations promulgated
by Unlted States Department of Agriculture (USDA) governing
Child Nutrition Proqrams, and beverage mixtures which, in the
finished product, contain at least 20 percent natural fruit
or vegetable julices may be sold.

Chewing gum 1is defined as a preparation of chicle or other
plastic substance sweetened and/or flavored for chewing.

Flavored ice bar is defined as a frozen confection consisting
of water mixed with flavored syrups and/or powders, sugars
and/or other sweetening agents, binders, stabilizers and/or
emulsifiers.

other foods are defined as any food or beverage, other than
those served as part of the school meal, including snacks

-from vending machines, and foods sold during school hours for

fund-raising purposes and foods for parties. Other foods do
not include those brought to school by individual students
for their own consumption.
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5.
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GUIDELINES FOR SELECTION OF SNACK ITEMS

The West Virginia Board of Education mandate [J - 30.1] on the
sales of foods in schools supercedes any United States Department
of Agriculture (USDA) regulation. School personnel should always
verify information furnished by salespersons.

It 1is the responsibility of school personnel to control what
products are placed in vending machines, school stores and/or
snack bars. School personnel should obtain product analysis
information from vendors upon which the decisions are made. These
analysis should be written on vendor/company letterhead and signed
by an authorized company official.

Learn to read labels. The United States Food and Drug Adminis-
tration has established standards which require that 1labels on
packaged foods identify the contents of each particular product.

A label must list ingredients in order of predominance (in order
of decreasing quantities). If sugar or some other calorilc
sweetener is listed first, there is more sugar than anything else
in the product. If it is listed as second or third ingredient, it
contains more  sugar than all but one or two other
ingredients .. and so on down the list of ingredients.

Distingquish sugars* from "total carbohydrates” in the product
being considered. 1It is only the "sugar and/or other sweeteners"
that must be less than 40% in order to be in compliance with the
West Virginlia requlation.

voluntary "nutrition information" on packages will indicate the
gram welght of carbohydrate. This is the "total carbohydrate”
whereas the product analysis information will further identify the
various forms of carbohydrates. "Total carbohydrates" wlll
include but not be limited to, "starch and related carbohydrates,”
and "dietary fiber” as well as "sucrose and other sugars". It is
the "sucrose and other sugars" that must be less than 40% by
welght.

*There are many forms of sugar. The label or analysis may
not indicate "sugar". Watch for other words used to describe
sugar and caloric sweeteners. These words include, but are
not limited to:

brown sugar glucose molasses

corn sweeteners honey natural sweeteners
corn syrup invert sugar powdered sugar
corn syrup solids lactose sorbitol

dextrose levulose sucrose

fructose maple syrup

Foods often selected which are likely to be in non-compliance with
the mandate may include, but are not limited to:

filled doughnuts iced cookies lemonade

frosted toaster products iced pastries presweetened cereals
fruit flavored drink lced sweet rolls ready-to-serve pudding
fruit flavored punch ices sherbets-not containing

milk or 20% juice

J - 14




GUIDELINES FOR SELECTION OF JUICE OR JUICE PRODUCTS

The West Virginia Board of Educatlon Pollicy 4321.1 supercedes any
United States Department of Agriculture (USDA) regqulations., Any juilce
or juice product sold in the school must contain a minimum of 20% real
juice. The product must be labeled or the principal must have proof of
the percent of juice content in each product sold. The proof must be
written on company/vendor letterhead and signed by an authorized
company official.

The sale or serving of foods or beverages containing 40% or more added
sugar by welght is prohibited.

0488q J - 15




MEALS FOR SECONDARY STUDENTS ATTENDING COLLEGES

In some cases high school students participate in a speclal study
program at a college. "Take-out" school lunches may be served by their
appropriate schools and claimed for reimbursement. The provision of
these lunches, however, would be at the option of the School Food
Authorities (SFAs) since they are only required to make lunches
available to eligible students who are present during the lunch service
periods.

The colleges and universities participating in the special study
program are not eligible to participate in the National School Lunch
Program (NSLP) since they do not meet the definition of "school" under
program reqgulations. Therefore, any meals provided to the high school
students by the colleges would not be eligible for NSLP reimbursement,
even if the high school compensated the college for the cost of the
meal.

0488q J - 16




MEALS FOR FIELD TRIPS

Breakfast and/or 1lunch meals may be provided and claimed at the
eligible rates of reimbursement for students participating in field
trips and offer off-site functions provided that the following
conditions are met:

1) The off-site function is an official school-sponsored one;

2) Proper measures are taken to avold food contamination and
spoilage;

3) The meals served meet United States Department of Agriculture
(USDA) meal pattern requirements; and

4) Accurate records by category and count are maintained.

0488q J - 17



Title:

TITLE 126
LEGISLATIVE RULE
WEST VIRGINIA BOARD OF EDUCATION
CHAPTER 18-2
SERIES 86
POLICY 4321.1

standards for School Nutrition

SECTION 1. GENERAL

1.1

1.3

1.4

1.5

Scope - This legislative rule establishes nutrition standards for
foods served and/or sold to students in schools during the school
day. The procedures relate both to nutritional standards of school
meals and additional snacks, including foods and beverages sold or
served to students.

Authority and Related Code Citation(s) - WV Code 18-2-5 Constitution
Article XII, §2,

Filing Date -
Effective Date -

Repeal of Former Rules - None - This is a revision of former rules
filed in 1982.

SECTION 2. PURPOSE

2.1

Good nutrition enhances learning and the quality of life. This plan
reflects an integrated approach to ensuring a school environment that
promotes optimal nutrition for students. Successful dietary changes
must occur gradually. The intent of the policy is to enable schools
to continue to provide students with choices while implementing
changes progressively. For this reason. the policy implementation
follows a tiered approach with target dates specified for each tier.

SECTION 3. OPERATIONAL DEFINITIONS, FOOD SALES AND SERVICE

3.1

3.2

school day is defined as the time between the arrival of the first
child at school and the end of the last scheduled instructional
period.

candy is defined as any food that, as served in its finished form,
contains, by weight, 40 percent or more sugar (in crystalline form or
jn solution as syrup, both monosaccharides and disaccharides) and/or
other sweetening agents, or any food product commonly referred to as
"candy".

J - 30.1
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. 3.3 soft drinks as defined in Section 1, Article 19, Chapter 11 of the
Code of West Virginia: (a) "Bottled Soft Drinks" that are all
beverages, whether carbonated or not, or any preparations commonly
referred to as "soft drinks" of whatever xind, that are closed and
sealed in glass, paper or any other type of container, envelope.
package or bottle, whether manufactured with or without the use of
any syrup. and (b) any beverages, whether bottled or not, that are
prepared from soft drink syrups and powders by the mixing thereof
with carbonated or plain water, ice, fruit, milk or any other product
suitable to make a soft drink. Except that fiavored. fluid milk, as
defined in requlations promulgated by USDA governing child Nutrition
Programs, and beverage mixtures that, in the finished product,
contain at least 20 percent natural fruit or vegetable juices are not
considered soft drinks.

3.4 Chewing gum is defined as a preparation of chicle or other plastic
substance sweetened and/or flavored for chewing.

3.5 Flavored ice bar 1is defined as a frozen confection consisting of
water mixed with flavored syrups and/or powders. sugars and/or other
sweetening agents, binders, stabilizers and/or emulsifiers.

3.6 Other foods are defined as any food or beverage, other than those
served as part of the school meal, jncluding snacks from vending
. machines, and foods sold during school hours for fund-raising
purposes and £oods for parties. Other foods do not include those
brought to school by individual students for their own consumption.

3.7 Enrollment is defined as "head count"”.
SECTION 4. NUTRITION STANDARDS FOR SCHOOL NUTRITION PROGRAMS

All foods or beverages made available on school premises during the school
day must meet the requirements of this policy.

County Boards of Education shall select for each school one of two
implementation options for lunch: option A (4.1), based on existing USDA meal
patterns plus nutrient analysis standards; or Option B (4.2), on a WVDE Lunch
Meal Pattern standard., following a phase-in approach identified as Tier I.
Tier II and Tier III. The Breakfast Meal Pattern proposes a single
implementation option (4.3). After-school programs which provide supplemental
meals to children shall comply with standards of the policy. The sale or
service of foods containing 40% or more added sugar by weight is prohibited
(3.2).

No candy, soft drinks, chewing gum or flavored ice bars will be sold or
served. No foods or beverages containing 40% or more sugar by weight will be
sold or served. Any juice or juice product sold or served must contain a
minimum of 20% real juice.

. By 1994, all "other foods” available during the instructional day shall
reflect the Dietary Guidelines for fat by limiting the number of fat grams to
not more than 8 per one ounce serving, or meet the USDA standard for a meal

component .

J - 30.1a
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SECTION 4.1 LUNCH IMPLEMENTATION OPTION A

TIER I by 1993

Recommend that school

I
I

l
I

|
TIER II by 199 |
I

lunches meet existing USDA| lunches meet Tier I
meal pattern requirements | recommendations
and averaged over a period|

of one week, provide:

® at least one-third of
students' RDAs for
calories, protein,
calcium, iron,
vitamins A and C

and

® limited calories from

fat (range of 30 to 35

percent)
and

® limited sodium
(1100 mgs maximum)

and

® increased naturally

occurring dietary fiber

(7-10 gms for older
children)

and

® offer water

thiamine

l

I
|
I
|
|
I
I
I
I
I
I
|
I
I
|
I
I
|
I
I
|
I
I
l
I
I
I
I
I
I
I

|
Require that school i
I
!

Require additional foods be
provided to pregnant or
lactating students so that
breakfast and lunch together,
or in combination with a
snack, provide:
® a total of 5 oz. of
protein foods, 1 oz. of
which shall be 1 oz.
cheese, 1 cup yogurt or
8 oz. fluid milk:

® 3 servings from the grain
group. preferably from
whole grains:

and vegetable group; and
® 16 oz. from milk group.

In these additional foods,

the following option shall

be allowed:

1) 1 cup of fruit in place
of one serving of the

|
I
I
I
!
{
I
|
I
I
I
|
!
|
|
:
® 1 - 1/4 cups from the fruit]
|
|
|
|
|
|
|
{
grain group once a week. |
I
|
|
|
|

TIER III by 1995

Same as Tier II,
except limit
calories from fat

to no more than 30%.

I

|

| EesmC——sToSSETCSSSsooSEEIOSSSSEE | SEXXTSSSTATSSSSIT=IE=I l
|

|

|

|

|
I
I
I
|
I
I
I
I
I
I
|
I
I
|
I
I
I
I
I
I
I
I
I
I
|
I
I
I
I
|
I
I
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SECTION 5. A LA CARTE SALES

Only meal components may be sold as a la carte items for breakfast, and
only fluid milk and milkshakes may be sold as a la carte items for lunch.

SECTION 6. AVAILABILITY OF DRINKING WATER

All student dining facilities shall contain a drinking water receptacle,
or water shall be offered with meals for student consumption.

SECTION 7. ADEQUATE TIME FOR MEAL CONSUMPTION

Adequate time shall be allowed for student meal consumption. Minimum time
allowance (eating time for each student after being served the meal) for
student consumption of meals shall be ten minutes for breakfast and twenty
minutes for lunch.

7.1 Snack Options For Meals

Schools may choose to allow adequate time for consumption of increased
volume of food by extending the meal period or by providing a snack
under the following stipulations:*

7.1.1 The snack is offered as a separate item at breakfast or lunch
for consumption later.

7.1.2 The snack item may be a single serving of bread/bread
alternate, frult or vegetable.

7.1.3 If the snack option 1is chosen, school administrators and
teachers should support this effort by providing students with
the time and opportunity to eat these snacks during the day.

7.1.4 Timing of the snack should be determined by individual school
choosing this option.

7.1.5 The price of the meals may not be increased solely as a result
of choosing this option. {Note: No federal reimbursements
exist for snacks outside the lunch or breakfast meals.)

7.1.6 schools choosing this snack option may elect to sell the same
snack foods to students who do not purchase a school meal.

* Prior USDA approval is required to provide the fruit/vegetable snack
option for lunch in Tiers II and III.

SECTION 8. COMPLIANCE/ACCOUNTABILITY

County boards of education and local school administrators shall
provide a nutritionally healthful schocol environment for students and
accountability for all funds from food and beverage sales.
Enforcement systems shall include, but are not limited to:
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8.1 The Performance Based Accreditation System that includes (a) specified
compliance standard(s) and verification procedures.

8.2 Monitoring sales and service of “other foods". sanctions for
non-compliance shall include transfer of purchasing authority for food
and beverage items from the school to the county level.

SECTION 9. STAPFING

Since the availability of a full-time nutrition director at the county
level 1is desirable for centralizing operations, developing and monitoring
compliance with specification for foods, especially entrees, implementing the
Dietary Guidlelines, local district accountability, and for nutrition
education and training, it is recommended that each county assign a qualified
full-time nutrition director by 1993-94.

Suggested staffing shall be determined by tier level in implementation of
Dietary Guidelines, i.e., Tier I, Tier II, or Tier III.

9.1 Tier I suqgested staffing:

9.1.1 One Ffull-time qualified county director of nutrition services.
and

9.1.2 one secretary for food services at county level with a minimum
of 220 days employment.

9.2 Tiers II and III suggested staffing:
9.2.1 one full-time qualified county director of nutrition;

9.2.2 one assistant nutrition services director for each county where
enrollment exceeds 10,000 students: and

9.2.3 two secretaries or one secretary and one clerk for food service
operations at the county level where enrollment exceeds 10,000
students.

9.3 Operational Definitions Relative To Staffing

9.3.1 Full-time is defined to mean a minimum of 220 days employment
with exclusive nutrition program responsibilities.

9.3.2 A qualified county director of nutrition shall have a minimum
of a baccalaureate degree in professional education or in home
economics, nutrition, dietetics, or equivalent experience, and
shall have experience in food service management, business
management, classroom teaching in nutrition. or experience as a
member of the NET cadre. 1In counties where a full-time food
service supervisor, coordinator or director has been employed
before July, 1992, and whose job responsibilities have been as
listed above, that person shall be considered qualified as long
as the person remains in the present position.
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SECTION 10. COMPREHENSIVE COUNTY PLAN TO ADDRESS HEALTH AND NUTRITION
RE-RDUCATION

A comprehensive county plan shall be developed with the purpose of linking
nutrition service and curriculum by establishing a wellness environment in
schools, providing professional development and establishing an on-goling
evaluation process.

Development of the plan shall involve a broad spectrum of the school and
community including health care providers, food service personnel, teachers,
students and educational administrators.

SECTION 11. NUTRITION ADVISORY COUNCIL

A broad-based Nutrition Advisory Council shall be established by the West
virginia Department of Education for the purposes of keeping the West Virginia
Board of Education apprised of current research findings in nutrition and
assessing potential implications of findings for program development and
implementation.

SECTION 12. EVALUATION COMPONENT
An evaluation/assessment component shall be established by the West

Virginia Department of Education for the purpose of determining the
effectiveness of this policy.

86669




PROTOTYPE LETTER - School Letterhead
HANDICAPPED CHILDREN

Physician's Medical Statement

Section 504 of the Rehabilitation Act of 1973 assures
handicapped students access to school meals. If a student
has a handicapping condition that limits one or more major
life activity and requires a special diet, a physician’'s
statement is required.

Such statements shall include:

1). Verification of a Handicapping Condition that
requires a special diet,

2). Foods the child can not have and must be
substituted, and

3). Foods substitution

Child's Name

Food Child Substitution Texture

Can't Have Perscribed (eg. fresh
ground,
blended)

Other Dietary Information and Directions

I certify that the above named child is in need of
special school meals because of her/his handicapping
condition which subsantially limits one or more major
life activity.

Physician's Signature




PROTOTYPE LETTER - School Leiterhead
CHILDREN WITH SPECIAL DIETARY NEEDS

Recognized Medical Authority

Schools may make substitutions for nonhandicapped students
who are unable to consume the regular meal because of medical
or other special dietary needs with a recognized medical
authority's statement.

Such statements shall include:

1). Verification of the medical condition or special
dietary need that requires a special diet,

2). Foods the child can not have and must be
substituted, and

3). Foods substitution

Child's Name

Food Child Substitution Texture

Can't Have Perscribed (eg. fresh
ground,
blended)

Other Dietary Information and Directions

I certify that the above-named child is in need of
special school meals because of the following medical
condition or special dietary need.

Signature of Recognized Medical Authority

Title




SECTION K

PERSONNEL AND TRAINING

Program Management

Classification of Cooks

Nutrition Education and Training (NET)
Training Programs for Food Service Personnel

Competency Testing for Food Service Personnel

Exhibits

State Board Policy 2550.19
Children and Nutrition




PROGRAM MANAGEMENT

The success of any child nutrition program depends largely on its
personnel. Every employee must be carefully selected for each
position. It is advizsable to employ trained personnel at the school
level and a trained director or supervisor at the School Food Authority

level.

Responsibilities and duties of all personnel shall be established by
the SFA. Employees develop an understanding of their responsiblilities
through training and detaliled instructions. Motivation will be
increased if the employees understand the purposes of the programs and
the tasks necessary to achleve those purposes. Duties, salary
schedules, sick leave, hours of work, health examinations and fringe
benefits such as social security and retirement benefits should be
described in a statement of SFA policies and should be available to
emp loyees.

Employment policles are gqoverned by the SFA and must be in agreement
with state and federal laws and requlations. State law 18A-2-5,
requiring written contracts, applies to tenured, probationary and
substitute employees. Employees must return signed contracts within
thirty days after receipt or they forfeit the right to employment.
Many counties wuse a mutual consent form which 1s appended to the
contract when a change of classification is made or when employees
indicate no desire to change classification. Principals should check
the SFA to ensure that consistent procedures are being followed.

In order to maintain a high degree of productivity and performance,
school food service personnel should be evaluated periodically.
Evaluation policy is determined by the SFA and should be applicable to
tenured and non-tenured personnel. Evaluation criteria and instruments
shall be developed by the SFA and made available to employees and
school principals.

Each SFA shall maintain a code or standard of conduct which governs the
performance of its employees. United States Department of Agriculture
requlations state that school, county, state and federal food service
employees shall nelither solicit nor accept gratuities, favors or
anything of material monetary value from contractors, vendors or
potential contractors.

There are two sections of state law that refer to extra duty
assignments. Those occuring on a reqularly scheduled basis, as defined
in 18A-4-16, must be covered by a written document. Those defined in
18A-4-8b not occuring on a regular basis need not be covered by a
written document.

0489q K-1



sSchool Food Authorities (SPAs) are required to post and date notices of
all job vacancies in a conspicuous working place for a minimum of five
days. No vacancy can be filled until after the five days, but such
vacancy must be filled within twenty working days from the posting date.

A vacated position or a newly created position may be filled
temporarily with a substitute. State law states that substitute
service personnel shall be assigned on the basis of seniority. when
filling the position of an absent employee with a substitute, that
position shall be offered in the following order:

1. with a regqular employee in the same bullding having the same
classification cateqory (Cook I, Cook II, Cook I1I, Cafeteria
Manager) and the greatest senlority. Such regular employees
shall be assigned on a rotating and senliority basis. The
person - filling an absentee position may be given the
opportunity to stay in that position through the absence.

2. with a substitute with the greatest length of service time.
Substitutes shall be employed on a rotating basis, according
to their length of service, so that each has an opportunity
to perform similar jobs.

when filling a vacant service personnel position, one must first offer
the position to a regular employee within that classification category
(i.e. Cook I, Cook 11, Cook 111, Cafeteria Manager) hawing the greatest
seniority and strongest evaluation. If no one classified as a cook is
interested in the position, it may be offered to other service
employees based on senlority and contingent upon their passing the
competency test for cooks.

It is recommended that child nutrition program participation data be
used to develop a consistent standard for determining the number of
employees needed for efficient program operations. Suggested staffing
ratios may be found in State Board Policy 2550.19. [K - 30.1] These
ratios are generally based on "lunch equivalents” in which one lunch or
two breakfasts count as one equivalent.
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CLASSIFICATION OF COOKS

classification of cooks, as stated in 18a-4-8, include:

Cook 1

Cook I

Cook III

Cafeteria Manager

0489q

personnel employed as cook's helper

personnel employed to interpret wmenus. to
prepare and serve meals; and personnel who
have been employed as “"Cook I" for a period
of four years, if such personnel have not
been elevated to this classification within
that period of time

personnel employed to prepare and serve
meals, make reports, prepare requisitions
for supplies, order equipment and request
repairs

personnel employed to direct the operation
of a food service program in a school,
including assigning duties to employees,
approving requisitions for supplies,
repairs, keeping inventories, inspecting
areas to maintain high standards of
sanitation, preparing financial reports and
keeping records pertinent to food services
of a school




NUTRITION EDUCATION AND TRAINING (NET) PROGRAM

For years child nutrition directors advocated a nutrition education
program that would be coordinated with the school feeding program.
[K - 30.2] In 1977, the United States Congress amended the Child
Nutrition Act to provide funds for the Nutrition Education and Training
(NET) Program. Such funds are made available through a United States
Department of Agriculture grant award to the West Virginia Department
of Education hased on an approved plan. Program funds may be used to

provide: :

nutrition education for children;

training programs for teachers;

training programs for school food service personnel; and
nutrition materials.

B W N

West Virginia's NET plan provides for a specially trained cadre of
educators who conduct professional development and inservice workshops
in nutrition education and food service management for teachers,
administrators, parents and food service personnel. Persons interested
in these services may contact the WVDE, Office of child Nutritionm.

The NET Program also maintains a lending library of current nutrition
and food service educational materials, including books, video tapes
and multimedia kits. An annotated bibliography with annual supplements
are provided to schools and School Food Authorities. Educators may
request these resources by calling the Office of Child Nutrition.
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TRAINING PROGRAMS FOR FOOD SERVICE PERSONNEL

Enhancing student health and learning through nutrition services
requires training in many areas of nutrition, food service and program
management. These include:

s knowledge of current nutrition recommendations;

» knowledge of United States Department of Agriculture (USDA)
requlations and West Virginia Department of Education (WVDE)
policies, including required meal patterns;

use of standardized recipes;

procurement procedures;

operation of institutional food service equipment;

use of USDA publications, such as The Buying Guide for Quantity
Foods; and

» financial management and food sanitation and safety.

Policy 5500.02, County Service Personnel Staff Development, requires at
least 18 hours of job-related staff development for service personnel
each year. The County Service Personnel Staff Development Council has
final authority to propose and evaluate staff development programs
according to the rules of the policy.

The Nutrition Education and Training (NET) program provides tralning
programs at the SFA level for food service personnel through a cadre of
trained educators. SFAs may contact the Office of Child Nutrition
staff to schedule tralning through the NET program.

In addition to workshops on various nutrition and food service
management topics WVDE, through the NET program, makes preservice
training available for newly employed cooks and substitutes on a
regional basis. However, SFAs may conduct their own fifteen-hour
preservice training. It is recommended that preservice training
minimally include: use of standardized recipes; USDA meal patterns;
use of quantity equipment; food preparation skills; safety; and
sanitation.
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COMPETENCY TESTING FOR FOOD SERVICE PERSONNEL

Effective July 1, 1991, county boards of education shall provide
competency tests for all new service personnel applicants in each
specific classification title. This applies to applicants for either
reqular or substitute positions.

As specified in State Code 18A-4-8e, these competency tests are
intended to determine whether applicants are qualified for a specific
classification title. They are not to be used to evaluate employees'’
skills or performance in their currently held categories.

For testing purposes, Cooks I, II, III and Cafeteria Manager are
included in the same classification category, and applicants for these
positions are administered the same test. County food service
supervisor applicants are administered a different test.

All competency tests are developed by the Bureau of Vocational,
Technical and Adult Education of the West Virginia Department of
Education., Vocational schools serving the local county boards of
education administer them.

After July 1, 1991, only these approved competency tests may be

administered by boards of education. Locally developed tests are
prohibited under this section of the state code.

0489q K-6




A MASTER PLAN
FOR A
THOROUGH AND EFFICIENT SYSTEM OF
PUBLIC EDUCATION IN WEST VIRGINIA

. State Board Policy
2550.19

"Criteria Of Excellence In Nutrition Services"
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SCHOOL FOOD SERVICES

INTRODUCTION

The school food service provides the means with which to meet the
nutritional needs of the students throughout the school day. For this
purpose, the national school 1lunch and school breakfast programs are
designed not only to provide nutritionally balanced meals for all students
but also to help students develop sound nutritional habits. In West
Virginia, school food service is available in every public school, and
every county board of education annually enters into an agreement with the
department of education to participate in the child nutrition programs
which are funded in part by the United States Department of Agriculture.
As schools consolidate and become more comprehensive, the role of school
food services expands accordingly.

The standards set forth below are analogous to: (1) E g)provisions
included in the State Plan for Child Nutrition Programs which is
executed by the West Virginia Board of Education with the United States
Department of Agricultu?%)and (2) the Policy of Operation Handbook for
Child Nutrition Programs which sets forth the operational policies and
procedures governing the school feeding programs authorized under the
Natio?i}(2§chool Lunch Act of 1946 and the Child Nutrition Act of
1966. When fully implemented in every school, the standards are
designed to:

1. provide the nutritional services needed to all students in the
public schools;

2. follow the dietary guidelines prescribed by the United States
Department of Agriculture and the West Virginia Board of Educa-
tion in order to help students develop sound food habits;

3. meet federal and state requirements for accountability, safety
and sanitation;

4. establish appropriate staffing ratios for administrative, super-
visory and production personnel;

5. up-grade the established training programs currently prescribed
for school food service personnel; and

6. establish annual evaluation procedures to identify the skills and
training needed by school food service personnel.

The plan set forth below follows current policies and procedures
already in place with the exception of the staffing ratios and training
requirements prescribed for administrative, supervisory and production
personnel.

54.1
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PROGRAM DEFINITION

The "school food service program" means "food service operations
conducted by the county board of education during the normal school
day principally for the benefit of school children, all of the revenue
from which 1is Uﬁﬁ%(§3101y for the operation or improvement of such
food service." Under jurisdiction of the county board of
education, all schools serve meals that are nutritionally adequate.
They also coordinate the school's health education activities with the
formation of good nutritional and meal time habits in the lunchroom,
to the end that participating children will gain full FPFerstanding of
the relationship between proper eating and good health.

PROGRAM DELIVERY

A school lunch is available to all students, and a school
breakfast is available to all students except when a waiver bgf been
granted the school by the state superintendent of schools. All
meals a{g)iﬁgxed in accordance with applicable state and federal regu-
lations and are priced in accordance with a state-approved
pricing scale. Free and reduced price meals are available to children
from eligible familieflyPQ)are currently approved for free and reduced
price meal benefits, and provision is made where necessary to
meet the Pﬁffary and equipment needs of the handicapped and/or health
impaired.

1. Time of Meal Service

The school and transportation schedules provide time for
scho?i)breakfast prior to the start of the child's instructional
day. Not less than three hours nor more than four and
one-half hours elapse between the service of the school breakfast
and the school lunch. A minimum of ten minutes of eating time
(after going through the serving line) is provided for the school
breakfast and a minimum of twenty minutes eatin%6}ime (after
going through the serving line) for the school lunch.

2. Policies of Operation

a. Nutritional Standards

School food services shall meet the nutr{&j?g3{6ftandards

set forth in state and federal regulations. School
lunches are plannqﬁ)to meet approximately one-third of a child's
daily food needs, and school breakfasts are planned to migs

approximately one-fourth of the child's daily food needs.
Except for milk, no foods and beverage items are to be sold in
the dining area (or "commons?a)area, where applicable) in
competition with the school meal , except during the breakfast
service wh?g) limited a la carte is permissible under state
guidelines.

Food and beverage items classified as "candy, soft drinks,
chewing gum and flavored ice bars" are not to be sold in any

54.2 K - 30.1b
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public school during the school day, i.e., from the ariaga] of
the first student until the departure of the last bus. The
county school food service director serves on the county school
health advisory committee to coordinate establishment and
implementation of local guidelines and policies concerning the
sales and/or service of nutritional foods and heverages on the
school campus, including recommended procedures for approval of
the nutritional content of such food/beverage items.

School meals will conform with recommended dietary
guidelines which emphasize Pfg?ration in the amount of sugars,
fat and salt in the diet. To this end, food preparation
practices are regularly monitored by the county food service
director. The county school food service director develops
county purchasing standards and supervises purchasing practices
to assure nutritional quality and prevent development of
questionable nutritional habits,

b. Food Quality (Appearance/acceptability)

Preparation, service and storage of all food and
beverage iE?95 are in compliance with state and local
guidelines. The county director of food services
regularly monitors meals served in all schools in terms of
appearance, acceptability and student food preferences.

Foods are served at the recommended temperatures,
observing all applicable sanitation standards, and providing
the dinnerware, silverware and disposables which are
appropriate to the specific food delivery system.

Students at the senior high level and, as designated by
the county superintendent, junior high, middle school and
elementary students, are afforded the current option of
selecting three or more of the approved menu éffms at lunch
time in lieu of the five planned menu items. The 1lunch
is priced as a unit with no adjustment in price for those
students who select the "offer versus serve" option
described above. At least at the senior high level, choices
of menu or items(é?thin the meal pattern should be available
to all students.

c¢. Food Delivery System(s)

The type of food delivery system is determined by local
school authorities, after taking into consideration:

1. the availability, size, location and condition of
kitchen/ dining areas;

2. location of the school to possible central/base
kitchens;
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3. sanitation and safety;

4.  student participation;
5. equipment; and
6. menu acceptability.

Regardless of the type of delivery system, all meal service

is in compliance with standards set forth in item 2(b) above.

Suitable types of food delivery systems include:(7)

1. on-site food preparation and service;

2.  central kitchen serving satellite schools; and

3. Dbase kitchen serving one or more satellite schools.

Cold plate lunches and/or "bag'" lunches may be utilized
as an alternate menu selection or under emergency or
temporary conditions or during summer school programs.

The food delivery system utilégfe7)complies with all
applicable state and local standards.

3. Personnel

a.

County School Food Service Director or Coordinator

In all counties there is a qualified director or
coordinator of the school food service program with a
full-time director for 10 or more schools. Functions of the
county school food service director or coordinator include:

1. establish goals for the program to meet the needs of
all students;

2. establish standards for food preparation, service,
sanitation and safety;

3. develop procedures for efficient management, including
centralized purchasing and data processing systems;

4. plan, develop and coordinate an on-going in-service and
pre-service program;

5. distribute program management and educational aids;

6. monitor and supervise program operations in the

individual schools;

7. recruit trained school food service personnel; and
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8. act as a liaison between elementary, secondary
principals; health service coordinators; and the county
school health advisory committee to coordinate
nutrition/health services, i.e. nutrition education
materials and activities.

Assistant School Food Service Director

An assistant school food service director should be
provided where necessary:

1. Ten to thirty schools - one full~time school food
service director;

2. Thirty-one to seventy-five schools - one full-time
school food service director and one full-time
assistant director; and

3. Seventy-six schools and up - one full-time director and
two full-time assistant directors.

Qualifications

County school food service directors and coordinators
and assistant directors and coordinators have training in
home economics and nutrition and/or institutional
management, and demonstrate business management skills or
equivalent training.

County Support Staff

Adequate secretarial and clerical assistance is
available to the school food service director or coordi-
nator. (One full-time secretary is recommended in counties
with ten or more schools.) -Assistance from the county staff
is regularly scheduled as needed in the following areas:
finance, purchasing, payroll, custodial, warehousing and
delivery. Technical assistance is available either from the
county board of education or from the state department and
the RESA office in such areas as planning and evaluation,
central purchasing, in-service training and data processing.

School Food Service Personnel

Staffing ratios are determined by the type of food
delivery systems utilized within the county school system,
not withstanding any maximum service personnel reimbursement
from s{yfe funds. The following staffing ratios are recom-
mended (with the exception of schools with student
enrcllments less than one hundred and schools serving
handicapped children):
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On~site Kitchens

Elementary Schools ~ One full-time production
worker® for each 11-16 lunch equivalents** per pro-
duction hour;***

Secondary  Schools - One  full-time  production
worker* for each 10-15 lunch equivalents™ per pro-
duction hour;***

Satellite Feeding

Base Kitchen - Central Kitchen - One full-time
production worker® for each 14-18 lunch equivalents®¥
per production hour;**¥

Satellite  School -~ One  part-time  production
worker* for each 14-18 lunch equivalents** per produc-
tion hour;***

"Cold Pack" or "Bag" Meal

Base Kitchen - One full-time production worker*
for each 10-14 lunch equivalents* per production
hour;*** and

* A "production worker" is herein defined as a
person who spends a major portion of his/her
time in activities related to meal prepara-
tion/service/ clean-up. In schools where
there is neither a cafeteria manager nor a
"school food service clerk," one of the
full-time ‘'production workers" should be
counted as having one to three and one-half
hours of record keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the
county, A "school food service clerk" is a
person classified as a "Clerk I" or "Clerk
II" who is assigned to perform clerical
tasks, prepare reports, keep records, collect
monies and/or meal tickets, supervise
students in the lunchroom and to perform
other duties related to the school food
service program.

*%  Two breakfasts equal one lunch equivalent.

#%% Exclusive of a duty free lunch period.
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4. "Fast Food" Service System

One full-time production worker* for each 11-16
lunch equivalents** per production hour;*** two
part-time production workers to be utilized for each
full-time production worker needed after the first two
full-time workers.

* A "production worker' is herein defined as a
person who spends a major portion of his/her
time in activities related to meal prepara-
tion/ service/ clean-up. In schools where
there is neither a cafeteria manager nor a
"'school food service clerk," one of the
full-time ‘'production workers'" should be
counted as having one to three and one-half
hours of record keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the
county. A "school food service clerk is a
person classified as a "Clerk I" or '"Clerk
II" who is assigned to perform clerical
tasks, prepare reports, keep records, collect
monies and/or meal tickets, supervise
students in the lunchroom and to perform
other duties related to the school food
service program.

** Two breakfasts equal one lunch equivalent.
*%* Exclusive of a duty free lunch period.

Two part-time workers may be substituted for one
full-time. Substitute cooks are made available as needed at
the individual kitchens. Base kitchens serving 800 or more
lunch equivalents per day shall have a cafeteria manager
with skills in food and personnel management.

The staffing formulas set forth above are reviewed at
least every two years to ensure validity. As facilities and
equipment are up-graded and in-service/pre-service training
programs are implemented for all school food service
personnel, productivity should increase, thus impacting upon
meals per production hour.

4, Staff Development/Training

a.

Pre-Service Training

All new food service personnel, including substitutes
enroll in a minimum of fifteen (15) hours of pre-service
training prior to the first full year of employment. The
training program meets guidel%ﬁﬁs set forth under the State
comprehensive training program and may be conducted on a
regional basis.
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b. In-Service Training

Each school food service worker shall participate
annually in at least fifteen (15) hours of in-service
training which meets the guidelines % :)forth under the
state comprehensive training program. Each county's
plan for pre-service/in-service training is to be approved
annually by the department prior to implementation.

Regional Involvement

Counties may utilize such services as, but not limited to,
supervision, data-processing, central purchasing, staff
pre-service and in-service training and nutrition education
teacher-training made available on a regional basis. The cost,
expediency and effectiveness of such regionally-based services is
reviewed and evaluated at least every two years.

School Food Service Facilities

All new school construction conforms to the fé?ndards set

forth in the Handbook on Planning School Facilities and shall
include the following general areas:
a. A kitchen at least three hundred (300) square feet in size,

but size dependent upon the number of meals served and the
type of food delivery system utilized. Walls, floor
coverings, ventilation and sewage systems meet the spe%%Si-
cations set forth in local and state sanitary/fire codes;

b. A dining area which is separated from the food preparation
area and the "commons" study area and is adequate in size to
seat comfortably one-third to one-half of the student
enrollment. If the dining area is used as a multi-purpose
room, time is allowed for sanitizing prior to meal service;

¢. Storage areas for refrigerated/frozen food storage, dry food
storage and nonfood supplies with size dependent upon total
number of lunches/breakfasts served daily; and

d. A dishwashing area separate from preparation area with an
automatic garbage disposal and dishwasher of appropriate
size.

County boards of education shall request appropriate
technical assistance from the county school food service director
and the department of education as well as prior review and
approval from the department for all school food service
construction and for any major remodeling.

School Food Service Equipment

The equipment utilized in school kitchen, dining, storage
and dishwashing areas is at a minimum:
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a. of institutional size and durability for school use;
b. safe to operate;
c. in good repair;

d. properly installed and maintained;

e. appropriate for sanitization;

f. efficient in terms of energy and time/labor conservation;
and

g. appropriate for its function and location.

All equipment is to be selected by the county school food
service director in accordanﬁ%)f§sh specifications set forth in
state and federal handbooks and is to be located and
installed in accordance with applicable sanitary/fire codes.

Instructional Materials and Supplies

Copies of all department of education and United States
Department of Agriculture school food service training guides,
program aids, policy handbooks and manuals, as well as
appropriate reference materials on nutrition and nutrition
education are available in every school.

Supplies needed for the food service operation are available
as needed. An inventory of such items is maintained.
Appropriate office supplies are available as needed. Record
keeping systems, filing systems and equipment inventories are
maintained on a current basis.

Funds Needed

Funding for the categories of expenses listed below is
budgeted as designated.

a. School Food Service Personnel - For smaller county school
systems, county boards of education might opt to fund some
of the cost of administration on a regional basis through
the appropriate RESA offices. One hundred percent funding
for all regular school service personnel including the
county school food service director and secretary is
provided under the general school support formula.

b. Facilities and Equipment

1. New Construction and Up-grading - School food service
facilities and equipment are considered an integral
part of each (850unty's Comprehensive Educational
Facilities Plan.
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2. Equipment Replacement - As part of the financial
management system approved by the United States
Department of Agriculture for the school food service
program, sponsors are encouraged to apply an annual
depreciati?To) factor to their total equipment
inventory. Appropriate assessments made to the
school food service program will recover the original
value of the equipment inventory. Out-moded equipment
still in use is addressed in the County's Comprehensive
Educational Facilities Plan.

c. Personnel Training

County boards of education are to cover the cost of a local,
regional or state pre-service and in-service training
program for all food service employees. The annual fifteen
(15) hour program of in-service training is to be scheduled
to fall within the normal days of employment whenever
possible. Counties are encouraged to cooperate with
personnel in the state department and to consult with RESA
offices in order to reduce costs of training programs.

PROGRAM EFFECTIVENESS

The effectiveness of the school food service program is monitored
by the department of education on a regular biennial schedule. The
evaluation tool, Child Nutrition Program Management Evaluation -
Schools and Institutions, currently in use by EEE) West Virginia
Department of Education is utilized for this purpose.

54.10
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CHILDREN AND NUTRITION

The ultimate goal of child nutrition programs is to maintain the
health and well-being of every child. The provision of
nutritionally balanced meals is an obvious way to meet the goal.
However, unless children consume those meals the goal of good health
cannot be accomplished. Eating is a personal act which may be
correctly described as a habit. Eating a balanced diet is learned
behavior, not an instinctive reaction.

Eating habits are learned early in life and may need to be changed.
Changing any habit requires an awareness of the need to change and
making conscious choices until they become habitual. Changling poor
eating habits or maintaining good ones may require a nutrition

education program. Preferably, nutrition education should be
integrated within the curriculum from kindergarten through twelfth
grades.

If children's eating habits do not include consumption of a variety
of foods, it is difficult for them to acquire needed nutrients for
optimal health. Children need to be encouraged to try new foods so
their food choices will more likely include a variety, thus a better
nutrient balance. 1In addition, they need to be taught how to use a
daily food guide and how to make substitutions in food choices that
provide needed nutrients. Since many adult diseases are traced to
poor eating habits during childhood, it is important to help
children identify those poor habits and correct them.

Nutrition education is preventive health care and should be taught
throughout the student's school experience. Research indicates that
teens have poorer nutritional status than other ages. Therefore,
there is a need for special emphasis on nutritional education during
the middle and adolescent years.

Children's nutritional status has been assocliated with poor school
performance. One of the most common nutritional problems in the
United States is iron deficiency anemia. Children with anemia feel
apathetic and listless, which affects their abllity to concentrate

in school. Anemic children are less curious, less socially
responsive and less persistent which adversely affects their
learning.

A study released by the USDA entitled The National Evaluation of
School Nutrition Programs found that children who consume school
lunch have a higqgher intake of five specific nutrients - protein,
calcium, iron, vitamin A and vitamin C. In addition, 89 percent of
the children who eat school lunch have an overall adequate diet,
while only 77 percent who do not participate in school lunch have an
adequate diet.

Breakfast Program, especlally for needy students. The positive
effects of eating school breakfast on students' achievement test
scores, tardiness rates and absenteeism have been shown to be
statistically significant.

. Recent findings also document important benefits of the School
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SECTION L

INTEGRATION AND INVOLVEMENT

Background

Comprehensive County Nutrition Plan
County Nutrition Advisory Council
Exhibits

Planning Program Involvement
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BACKGROUND

Providing a school environment that promotes optional growth, health
and education for all students requires the active involvement of the
total school staff, parents and community members. Child Nutrition
Program experience shows the positive effects of a collaborative
approach to planning and delivering nutrition services and nutrition
education. They include increased public awareness of the value of
good nutrition and the role of school nutrition programs in enhancing
students' health and learning: increased student acceptance of
nutritious foods and dietary changes; and increased participation 1in
school nutrition programs.

Both federal regulation and State Board policy acknowledge the
information of cooperative planning and involvement. Each recognizes
the value of 1local discretion in determining specific needs and
strategies related to school, home and community involvement.

. National School Lunch Program regulations require School Food
Authorities (SFA) to conduct activities that involve students and
parents in the school's nutrition programs. [L - 30.1] SFAs are to
maintain documentation of such activities.
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COMPREHENSIVE COUNTY NUTRITION PLAN

To accomplish 1its goals, school nutrition programs must become an
integral part of the total school curriculum. A broad spectrum of
school and community representatives need to work collaboratively to
create and strengthen the 1links between nutrition services and the
curriculum. Policy 4321.1, Standards for School Nutrition, requires
that a comprehensive county plan be developed to address:

= establishing a wellness environment;
providing professional development:; and
establishing on-going evaluation.

This plan outlines the county's direction, priorities and activities
related to jimplementing standards set forth in the policy. At the
discretion of the county, this plan may include a statement of need;
goals, strategies and resources to address identified needs; and

evaluation procedures,

A broad-based committee or advisory council comprised of, but not
limited to, health care providers, food service personnel, teachers,
students and educational administrators, 1s responsible for developing
the county plan. If the develcopment of the plan can be more
effectively accomplished through other county planning activities, such
as developing a comprehensive school health program plan, a separate
nutrition plan is not required. However, the development of such a
plan must include all participants specified in Policy 4321.1.
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COUNTY NUTRITION ADVISORY COUNCIL

In order to strengthen school child nutrition programs and to enlist
the cooperation of school faculties, students and parents, School Food
Authorities (SFAs) may appoint a County Nutrition Advisory Council that
includes representatives from the following groups: county
administrators. school principals, teachers, health professionals,
school food service personnel, lay citizens and students.

Responsibilities of the County Nutrition Advisory Council may include:

s facilitating linages between nutrition services and the total
school environment:

s recommending gquidelines and policies concerning the sales and
service of foods and beverages;

a recommending procedures for evaluating the nutritional content
of foods and beverages sold in schools;

s advising the county food service supervisor concerning the food
service provided under the National School Lunch Act and the
Child Nutrition Act;

s developing the County Nutrition Plan; and

w 1identifying resources for use promoting and providing quality
nutrition services.
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PLANNING PROGRAM INVOLVEMENT

The first step in planning a progrdm of student and parent
involvement 1s to identify and evaluate existing activities which
promote these groups' inclusion in the child nutrition program.-

Identify specific areas of concern where activities might enhance
the program's benefits to students, as well as alleviate any present
problems. Next, identify activities that promote student and parent
Involvement, and are not currently being conducted.

Identify existing resources that could be used to promote student
and parent involvement. These could range from the Nutrition
Education and Training (NET) program grants, business partners,
health organizations and local news media.

Once a survey of existing activities, materials and needs has been
accomplished, establish objectives and goals for a program. The
objectives and goals should clearly reflect local needs.

Finally, devise a plan for promoting involvement of students and
parents. The plan should be designed to use existing resources and
meet the established objectives and goals.

SUGGESTED ACTIVITIES

A variety of activities can promote student and parent involvement
in the child nutrition program. These activities can be very simple
or involved. However, School Food Authorities (SFA) should develop
as comprehensive a plan as possible, consistent with local needs and
capabllities to involve students and parents. Listed below are a
few of the activities that can be implemented:

m Provide students and parents with school menus. Decorate menus
for posting in the school. Publish a nutrient analysis of the
menu. Use table tents with the menu of the day. Print menus

in school or local newspaper.

m Administer a food preference survey to determine students'

likes and dislikes.

m Conduct guided tours of kitchen and serving area for students

and parents,

m Prepare and distribute to students and parents handbooks or
bulletins that explain the child nutrition program, including

background. requirements and regulations governing the program.

w Sponsor food and nutrition fairs and exhibits with school and
community health professionals and/or teachers. Students and
parents could participate and contribute to these projects by
assisting in planning, organizing, providing publicity,

designing or working booths.
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Suggested Activities (Continued)

For

Establish a student food committee or Youth Advisory Council
(YAC) to help plan activities - menus, nutrition education,
cafeteria environment.

Cconduct taste testing parties for new products and recipes,
including those using donated commodities. Students, parents
and teachers could serve on the taste test panel.

Provide a special team training table for athletes during
football, basketball, baseball and track seasons.

. Administer a student and parent opinion poll on the child

nutrition program.

Have students analyze the nutrient content of meals and other
foods sold at school. Publish this analysis in the school
paper and provide information to parents.

additional suggestions, contact the ©Nutrition Education and

Training (NET) coordinator at the West Virginia Department of Education
(WDE) Office of Child Nutrition.

5114q
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SECTION M
GLOSSARY OF TERMS

ACT - Means the National School Lunch Act, as amended.
ADA ~ Averagde Dally Attendance.
ADC - Aid to Dependent Children.

ADULT - staff members and employees of a school or child care
institution including all faculty, supervisory, past secondary
students, student teachers and other personnel.

ADULT BREAKFAST - a breakfast which is sold to an adult for the full
price as established by the state and local board of education.

ADULT LUNCH - a lunch which is sold to an adult for the full price as
established by the state and local board of education.

AFDC - Aid to Families with Dependent Children.

AFDC ASSISTANCE UNIT - Any individual or group of individuals which is
currently certified to receive assistance under the Aid to
Families with Dependent Children Program in a State where the
standard of eligibility for Aid to Families with Dependent
children (AFDC) benefits does not exceed the income eligibility
guidelines for free meal or milk benefits.

APPEAL - the right of appeal by a parent or guardian, child or school
or county employee to the state superintendent for an impartial
decision.

ASFSA - (AMERICAN SCHOOL FOOD SERVICE ASSOCIATION) - a non—
profit, professional organization dedicated to the health and well
being of the nation's children. Membership is open to persons
engaged in non-profit school food service or related activities in
public and private schools, colleges and universities.

ASSESSMENT PROCEDURE - procedure whereby money is reclaimed
from a school when a finding is made by the West vVirginia
Department of Education (WVDE) or United States Department of
Agriculture (USDA).

BOX OR BAG LUNCH - a meal, usually served cold, which meets
federal requirements for the school lunch. Each item 1is
individually wrapped or packaged in a moisture-proof container.
The disposable eating utensils, napkins, and straws are generally
wrapped as a unit and included in the package.

0491q M-1



BREAKFAST - a meal meeting the requirements set forth in federal and
state regqulations and served to a child at or near the beginning
of the school day. Schools may serve breakfast for an extended

period of time or at different times during the morning hours.
CACFP - Child and Adult Care Food Program.

CATEGORICAL ELIGIBILITY - A child for whom food stamps/AFDC is
received is automatically eligible for free meals when the
household provides a current food stamp or AFDC case number on the
application. If application is made for another child in the
household who does not come under the AFDC grant or who is not a
member of the food stamp household, ellgibility for the
non-categorically eligible child MUST be determined on a household
size/income basis. Household size would include both the
AFDC/food stamp members and the non~AFDC/food stamp members.

CERTIFICATE OF NONCOLLUSION - A statement signed by a bidder and
submitted with her/his bid to affirm that her/his bid is made
freely without consultation with any other bidder.

CERTIFICATION - the process by which recognition is granted an
individual who has met and continues to meet certain specific
standards established by the ASFSA.

CERTIFICATION REGARDING DEBARMENT, SUSPENSION, INELIGIBILITY AND
VOLUNTARY EXCLUSION - Certification by a vendor that the firm or
company has not been suspended or debarred or in any way
ineligible to participate in a federal nonprocurement proqram.

CHILD - a student of high school grade or under who is enrolled in an
educational unit of a school. West Virginia state law extends
this age to 23 21 for programs for exceptional children.

CN - Child Nutrition

CN LABEL - A voluntary federal labeling program which states the
products’ contribution to the meal pattern requirements; usually
found on commercially prepared, individual portioned food products.

COMPELLING CIRCUMSTANCES — the overwhelming pressures of
essential or environmental factors which cause a school to request
the state superintendent to consider a walver of the requirement

to operate a program.

COMPONENTS - the constituent parts of a meal. The lunch pattern
contains four components: meat or meat alternate, 2 vegetables or
fruits, bread and milk. The breakfast pattern contalns 3
components: fruit or julce, cereal and milk.

COST OF MILK - the net purchase price paid by the school or child
care institution to the milk supplier for milk delivered to the
school or child care institution. This does not include the
amount paid to supplier for servicling, rental of or installment
purchase of milk service equipment.

COUNTY - the county board of education.

(04919 M- 2




CRE - Coordinated Review Effort is a comprehensive evaluation of all
School Food Authorities participating in the Program. The review
includes critical and general areas of review. Additionally, CRE
reviews include other areas of Program operations determined by
the West Virginia Department of Education (WVDE) to be lmportant
to Program performance. CRE sets forth a unified Federal and
State monitoring system which is expected to improve Program
management through enhanced monitoring and corrective action. CRE
reviews are expected to eliminate overlapping review activity
between Federal and State agencies.

CTP - Comprehensive Training Program.

CURRENT INCOME - means income received during the month prior to
application for free or reduced-price meals and multiplied by 12.
If such income does not accurately reflect the household's annual
income, income shall be based on the projected annual household
income. 1If the prior year's income provides an accurate
reflection of the household's current annual income, the prior
year may be used as a base for the projected annual income.

DA - (Distributing Agency) agency responsible for donated foods -
Department of Health and Human Resources.

DEBARMENT — A shuting out or exclusion for cause (as a bidder from the
list of qualified bidders).

DEPARTMENT - the West Virginia Department of Education.

DEPRECIATION - a reascnable allowance for the deterioration, wear and
tear and obsolescence of non-expendable equipment used primarily
in connection with the operation of a food service facility.

DIRECT CERTIFICATION — is a simplified method of determining some
children's efigibility for free meals under the National school
Lunch Program and School Breakfast Program, or free milk under the
Special Milk Program without having the family complete a free and
reduced price meal or free milk application. The of fice of child
Nutrition obtains documentation from the State Department of
Health and Human Resources and prepares appropriate computer sorts
that enable the School Food Authority (SFA) to match the names of
children that are members of households currently certified to
receive food stamps or AFDC.

DIRECT COSTS - expenses which are readily identifiable as the part
of the total cost applicable to the school food service
operation. (Examples: cost of food. cooks' salaries, supplies.)

TSABLED — students of high school grade or under (as determined by the
state) including students up to age 21 who are physically or
mentally disabled as defined by the state.

DISTRIBUTION COST — (of Special Milk Program) — direct expenses
incurred by the school or child care jinstitution in connection

with the sale, handling or serving of milk.
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DONATED FOODS - agricultural commodities which United States Department
of Agriculture (USDA) makes available to various food program
outlets including public and private schools and summer camps.

ECONOMIC UNIT — A group of related or unrelated people who share
housing and/or all significant income and expenses of its members.

EDIT CHECKS - A system of comparisons_and calculations for individual
schools and School Food Authorities (SFAs) to facilitate
count/report accuracy and to identify potential problems in the
meal count system.

EMANCIPATED STUDENT — A student living alone or as a separate economic
unit is considered a household of one. Therefore, only the
student's income is considered for eligibility purposes.

ENRICHED - a process by which the nutrients thiamin, riboflavin,
niacin and iron are replaced in refined grains and grain products.

EQUIPMENT - articles and physical resources other than land or
buildings used for receiving, storing, preparing, transporting or
serving food.

EXTRA MILK - milk sold to children exclusive of milk served as a
component of the breakfast or lunch and for which no reimbursement
is claimed.

FAMILY - a group of related or non-related individuals who are not
residents of an institution or boarding house, but who are living
as one economic unit.

FISCAL YEAR - (Federal) ~ the period of 12 calendar months beginning
oOctober 1 and ending with September 30 the following calendar year.

FISCAL YEAR - (State) — the period of 12 calendar months beginning
July 1 and ending June 30 the following calendar year.

FNIC - the Food and Nutrition Information and Educational Materials
Center. The Center houses audio-visual and printed materials
related to school food service.

FNS - the Food and Nutrition Service of the United States Department of
Agriculture (USDA).

FNSRO - the Pood and Nutrition Service, Regional Office. 1In the case
of West virginia, it is the Mid-Atlantic Region with headquarters
in Robbinsville, N.J.

FOOD SERVICE MANAGEMENT COMPANY — means an organization other than a
public or private nonprofit school with which an institution may
contract for preparing and, unless otherwise provided for,
delivering meals, with or without milk for use in the Program.

FOOD SERVICE PERSONNEL - local school food service employees

classified as Cooks I, Cooks II, Cooks III and local food service
managers.
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FOOD STAMP HOUSEHOLD - Any individual or group of individuals which is
currently certified to receive benefits under the Food Stamp

Program.

FORTIFIED - the addition of a nutrient to a food product to increase
that nutrient's density over and above that normally found in the
product. The addition of milk solids to low-fat milk to produce
"protein fortified" milk is an example.

FOSTER CHILD - a child who is living with a family but who remains
the legal responsibility of the welfare agency. Only the income
received for foster care for the child should be considered for

eligibility purposes. [F - 30.5: - 14]

FREE LUNCH OR FREE BREAKFAST — a lunch or breakfast for which
neither the child nor any member of the child's family pays or is
required to work in the school or in the school's lunch program.
Federal reimbursement for a free lunch or breakfast shall be
claimed only for an eligible child with an approved application
for free meals.

FSEA - (FOOD SERVICE EQUIPMENT ASSISTANCE PROGRAM) -
formerly “Non Food Assistance Program" - funds made available to
states to assist them to supply schools drawing attendance from
areas in which poor economic conditions exist, with equipment
other than real property for the storage, preparation, transporta-
tion and serving of food; to enable them to establish, maintain
and expand the food service programs.

HANDIGARPED-—-ptudents—of-high-sehool-grade—or-under—{as-detormined
by-the-state)-ineluding-studente-up-to-age-23-whe-are
physically-op-mentally-handicepped-as-defined-by-the-stake~

HOUSEHOLD - members of a family/household who live together and
share expenses; a group of related or nonrelated individuals, who
are not residents of an institution or boarding house, but are
living as one economic unit.

INCOME STANDARDS - means the family-size and income standards
prescribed annually by the Secretary of Agriculture for
determining eligibility for free and reduced-price meals under the
National School Lunch Program and the School Breakfast Program.

INDIRECT COST RATE — (also called HEW Number of County
Non-restricted Cost Rate) — a pre-determined factor which will
yield allowable indirect costs when applied to adjusted direct
costs. This factor is assigned annually by the Bureau of Finance
and Administration of the West virginia Department of Education
from data furnished by the County Departments of Education.
Indirect cost rate for Private Schools and Residential Child Care
Institutions (RCCI's) is ten percent.

INDIRECT COSTS - those costs representing supporting services and
incidental supplies which are furnished by general support
services program of the school system. These costs, if properly
documented, may be eligible costs of the food services and when
added to direct costs, show the full cost of the food service

operation.
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MEDICAID - a government financed program of medical aid designed for
those unable to afford regqular medical services. -

MILK - pasteurized fluid types of unflavored whole milk, lowfat milk,
skim milk or cultured buttermilk which meet state and local
standards for such milk. All mllk should contain vitamins A and D
at levels specified by the Food and Drug Administration and be
consistent with state and local standards for such milk.

NAC - Nutrition Advisory Council.

NEEDY CHILDREN — children from families meeting the standards for
free and reduced price meals.

NET - (Nutrition Education and Training Program) - In November 1977
the child Nutrition Act was amended to establish a system of
grants to state education agencies for the development of
comprehensive nutrition information and education programs. Such
nutrition programs shall freely use as a learning laboratory the
school lunch and child nutrition programs.

NET CASH RESOURCES - Money in the child nutrition account plus all
money due the account less the amount of unpaid bills.

NON-EXPENDABLE EQUIPMENT - tangible property having a useful
life of more than one year and an acquisition cost of $500 or more

per unit. i
NON PRICING PROGRAM - (Special Milk) - a program in which milk is

not sold to children on a daily, weekly, monthly or annual basis.
The milk is provided by funds from institution, camp, school or in

some cases by a tuition payment.

NON PROFIT PRIVATE SCHOOL - a non-public school that is exempt
from income tax under the Internal Revenue Code.

NON-PROGRAM ADULT MEALS - Meals sold to adults not directly involved in
the child nutrition program.

NON RESTRICTED COST RATE see INDIRECT COST RATE.
NSLA — National School Lunch Act.
NSLP - National School Lunch Program.

NUTRITIONAL STANDARDS — standards for meal patterns as prescribed
by the West Virginla Department of Education,

oA - Office of Audit of USDA.

OFFER VS. SERVE - a senior high school student is not required to
accept more than 3 of the 5 items of the school lunch. "offer"
means the complete lunch is made available to students. The
"Offer" vs "Serve" may be extended to junior high and elementary
schools at the discretion of the local School Food Authority.
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PROCESSING CONTRACTS — An agreement by and between a processing company
and the state distributing agency or between a processing company
and a recipient agency whereby donated commodates, made avalilable
by USDA, may be converted into end-products or components used in
school meals.

PRODUCT ANALYSIS SHEET —~ a statement by the producer or distributor
of a prepared entree specifying the amount of meal components
supplied by a product. A statement by the distributor of a pizza
product might read: "Each 4" X 6" slice of pizza
contains the equivalent of 2 oz. of meat/meat alternate, 1/8 cup

vegetable, 1 slice enriched bread.”
PROGRAM - the school breakfast or lunch program.

PROGRAM ADULT MEALS - Meals served to adults who are directly involved
in the operation and administration of the child nutrition program
and are furnished at no charge.

PUBLIC HEARING - a public hearing conducted by the school which is
held for the parents of the children enrolled in that school.

RCCI - Residential child care Institution - Homes for the mentally
retarded, emotionally disturbed, unmarried mothers, orphanages;
temporary shelters for abused or runaway children; and juvenile
detention centers.

RECERTLIFLCATION - the process by which recognition is granted an
individual who has met and continues to meet certain specific
standards established by the ASFSA. (See CERTIFICATION)

RDA - (RECOMMENDED DIETARY ALLOWANCE) - a list of nutrients and
the quantities needed daily for men, women and children published
by the Food and Nutrition Board, National Academy of
Sciences/National Research Council.

REDUCED PRICE MEAL - a meal which meets the following criteria:

1. The price shall be less than the full price of the meal.

2. Currently in West Virginia the lunch is priced at 40 cents
and the breakfast at 30 cents.

3. Neither the child nor any member of the child's family shall
be required to supply an equivalent value in work for the
school or in the school's food service.

4. Federal reimbursement for the school lunch or breakfast may
be claimed only for a child with an approved and valid
application for a reduced price meal.

REGULATION - a statement issued by a federal agency. It establishes
requirements which must be met under laws passed by Congress.

0491q M- 7




REIMBURSEMENT - financial assistance paid or payable to participating
schools for lunches and breakfasts meeting the requirements of the
United States Department of Agriculture and the West Virginia
Department of Education and served to eligible children with valid

applications on file.

REVENUE - the value of resources available to operate the food service
program including cash funds (federal, state and local) and the
value of goods and services contributed.

SBP - School Breakfast Program.

SCHOOL - an educational unit of high school grade or under operating
under public or non-profit ownership in a single building or
complex of buildings. The term "high school grade or under”
includes classes of pre-primary grade when they are conducted in a
school having classes of primary grade or higher grade or when
they are recognized as a part of the educational system in the
state regardless of whether such pre-primary grade classes are
conducted in a school having classes of primary or higher grade.

SCHOOL DAY — the time between the arrival of the first child at school
an@ the end of the last scheduled instructional perilod.

SCHOOL IN SEVERE NEED - a school eliglible for rates of reimbursement
for free and reduced price breakfasts which are in excess of the

current average payments.

SCHOOL YEAR - means a period of 12 calendar months beginning July 1 of
any year and ending June 30 of the following year.

SDA - State Distributing Agency responsible for donated foods - West
virginia Department of Health and Human Resources.

SECTION 4 - the section of the National School Lunch Act which
describes how funds shall be apportioned among the states for an
average reimbursement per lunch per child.

SENIOR HIGH SCHOOL STUDENT:

1. any student enrolled in a 3 year high school (grades 10-12)
2. any student enrolled in a 4 year high school (grades 9-12)
3. in a 5 or 6 year secondary school elther:

a. students enrolled in grades 10-12

b. students enrolled in grades 9-12

as determined by the local School Food Authority.
SERVING PERIOD - the perlod of time which 1is normally required to
serve a school breakfast or lunch. The serving period should

provide approximately ten minutes of eating time after service of
breakfast and twenty minutes of eating time after service of lunch.
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SPA - (SCHOOL FOOD AUTHORITY) - the governing body which is
responsible for the administration of one or more schools and
which has the legal authority to operate a breakfast or lunch

program therein.

SMP - Special Milk Program.

SOC - State Optional Contract makes specified products available to
states for distribution to recipient agencies.

SPECIAL MILK - Milk sold to children at a reduced price or given free
to eligible children. Schools participating in the federal food
service program may not participate in the Special Milk Program.
Schools may participate in the Special Milk Program for
split-session kindergarten and/or other pre-primary programs in
which children do not have access to the meal service.

SPLIT SESSION - an education program which operates for approximately
one~-half of the normal school day.

SPONSOR - the governing body responsible for the administration of
one or more schools or residential child care centers.

STATE AGENCY - the State Educational Agency.

STATE AID ALLOTMENT - funds provided by the West Virginia

Legislature to assist public schools in hiring local food service
personnel. This is designated as the state funding needed to meet
the state matching requirements set forth in the Natlonal School
Lunch Act. The NSLA requires that 10% of the 3 to 1l state
matching requirements of the federal dollars. funding Section 4 of
the Act, must be in the form of state appropriations to local
participating schools. These State Ald Allotments are paid to the
county school systems in quarterly installments.

STATE EDUCATIONAL AGENCY ~ (as determined by the State
Legislature) - the Superintendent of Schools or the State Board of
Education controlling the State Department of Education.

STRAIGHT LINE DEPRECIATION - a method of depreciating an item of
equipment whereby an equal portion of the cost of the item 1is
allocated to each period of use.

USDA - United States Department of Agriculture
USDE - United States Department of Education

USRDA - United States Recommended Daily Allowance - a list of nutri
ents reflected on food labels. The fliqures are not identical to
the RDA.

VERIFICATION — means confirmation of eligibility for free/reduced price
benefits under the National School Lunch Program.
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STRAIGHT LINE DEPRECIATION - a method of depreciating an item of
equipment whereby an equal portion of the cost of the item is
allocated to each period of use.

SUSPENSION — immediate exclusion from transactions involving federal
non-procurement programs pending completion of legqal and/or
debarment proceedings.

USDA - United States Department of Agriculture
USDE - United States Department of Education

USRDA - United States Recommended Daily Allowance - a list of nutri-
ents reflected on food labels. The figures are not identical to
the RDA.

VERIFICATION — means confirmation of eligibility for free/reduced price
benefits under the National School Lunch Program.

WAIVER - an individual school's request for granting of a waiver for
the service of school breakfast due to compelling circumstances.

WV CHILD NUTRITION STATE PLAN - an annual statement of program

objectives and a plan to implement national policy.
t

WVDE - West Virginia Department of Education

WV STANDARDS OF EDUCATIONAL EXCELLENCE - each county's
assessment of its compliance with standards for educational
quality followed by a plan for compliance.

¥AG-——Youth-Advisory—Couneil
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